Prefaceto the First Edition

The” Treasury Rules, Bengal and the Subsidiary Rules made thereunder” were framed under section 135(1) of
the Government of India Act, 1935, and brought into force as from Ist April 1937. With the commencement of the
Constitution of India, the rules framed under the Government of India Act, 1935, were continued in force, in so far
as they were not inconsistent with the provisions of the Constitution, in the Finance Department notification-No.
3468F.B., dated the 31st March 1950, published in the Extraordinary Issue of the calcutta Gazette, dated 31st
March 1950.

2. Therules referred to above, with necessary adaptation and corrections issued up to May 1952 were
incorporated in the compilation of the “Treasury Rules, West Bengal and the Subsidiary Rules made
thereunder” which was issued in the year 1952 under sub-clause (2) of Article 283 of the constitution of
India. The present compilation supersedes the issue of the year 1952. All amendments issued up to 30th
November 1965 have been incorporated in it.

3. Thiscompilation, like the cone which it super sedes, comprises two volumesthefirst contains
the text and the second contains the appendices and the forms.

Thefirst volumeisdivided into three parts-
» Part| containsTreasury Rulesmadeby the Governor in exercise of the powersconferred upon him
by subclause (2) of Article 283 of the Constitution of India.

» Part 1l contains Subsidiary Rules which were framed by the Finance Minister in consultation with
the Accountant —General of the Reserve Bank of India, as the case may be, m exercise of the power
delegated to him under certain Treasury Rules.

» Part |11 contains Executive Instructions and Orders for the guidance of the Treasury Officersin
relation to matter s connected with resources, currency, coinage, and allied subjects which do not fall
strictly within the scope of sub-clause (2) of Articles 283 of the constitution of India.

The Treasury Rules, the Subsidiary Rules and the Executive Instructions and Orders appearing ‘in Parts |, Il
and |11 respectively have been given separate serial numbers, the Subsidiary Rules being marked with guide |etters
“SR.”

Asthe Resource Manual will not beissued asaseparate publication in future, the rules and instructions contained
therein have been incorporated in this compilation, the portions relating to the custody of moneys and verification
of cash balancesin t asuries being included in the “ Subsidiary Rules’, under the relevant Treasury Rules, and the
residue dealing With resources, currency, coinage and allied subjects being included in Part I11.

4. Therules contained in thisvolume deal primarily with the procedure which should be followed in treasuries,
including offices and agencies of the Reserve Bank of India conducting the cash business of treasuries, and by
Government Officersgenerally in dealing with treasuries and the bank. Asregardsreceipt, custody and disbursement
of moneys in offices other than treasuries and the bank, these rules provide for vital principles and important safe-
guards of general applicability and special instructions applicable to particular departments which are to be the
basis of the latter’s procedure. Details of departmental instructions on matters of minor importance or on subject
special or peculiar to the department concerned have been | eft to be prescribed by departmental regulations. Formal
authorisation to prescribe the procedure in these matters or to make exceptions to general rules in specified cases
have been provided, where necessary, by means of rules in this compilation.

In regard to Central transactions, the rules laid down in the Central Government Compilation of the Treasury
Rules should be followed.
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5. With regard to the procedure to be followed by Treasury Officers in connection with payment of
interest on Government securities, repayment of principal of loans, receipt of subscriptions to new loans
and other transactions, therelevant ruleslaid down in the Government SecuritiesManual, 1938, will continue

to apply.

6. Existing instructions under some of the Treasury Rules have been brought together in one place and included
in aseparate Appendix, viz., Appendix 3.

7. The appendices connected with Treasury and Subsidiary Rules have been given seria numbers,
while those referred to in the “ Executive Instructions and Orders’ have been serially marked with letters.
Likewise, to distinguish the forms prescribed in the Treasury Rules from the forms prescribed in the
“Executive Instructions and Orders’ the. former have been marked as T.R forms and the latter as T .E.
forms.

8. For facility of reference, two concordances, one showing the source of each of the rulesin Volume | and
the other showing the basis of each Appendix and form prescribed in Volume I1, have been appended to the end
of Volume | of the Compilation. A memorandum explanatory to the treatment accorded to the rules appendices,
and formsin the Treasury Rules, West Bengal, is printed in Appendix 18.

9. The Accountant-General and Heads of Departments are requested to bring to the notice of the Finance
Department any suggestion for corrections or additions, that may be considered necessary.

J.L.KUNDU,
Commissioner and Financial Secretary to the
Government of West Bengal, Finance Department.

VIII



Preface to the Second Edition

The West Bengal Treasury Rules and the Subsidiary Rules thereunder were last printed in 1970. Since
then there have been additions and amendments to the Rules and new classification of Heads. Account on
functional basis has been introduced with effect from Ist April 1974. While reprinting these Rules, these
additions, amendments and changes have been incorporated in the volume.

The Accountant-General, West Bengal, and Heads of Departments are requested to bring to the notice of the
Finance Department any suggestion for corrections or additions that may be considered necessary.

CALCUTTA, S.R.DAS
The 25tk May 1977. Financial Commissioner and Secretary,
Finance Department, Government o f V\est Bengal.



Prefaceto the Third Edition

The West Bengal Treasury Rules and the Subsidiary Rules thereunder were last printed in the year
1977. Since then and particularly during the last two decades, significant changes have taken place in the
functioning of treasuriesin West Bengal. The major changesthat have taken place are as mentioned bel ow.

1.

2.

o0 kw

~

10.

11.

Conversion of al non-banking Treasuriesinto Banking Treasuries and introduction of the system
of payment through Cheques;

Upgradation of all the Sub-Treasuriesinto Treasuries and bifurcation of some big Treasuriesinto
independent Treasuries,

Payment of pension through Public Sector Banks;

Discontinuance of transactions of the Central Government through State Treasuries,

Dispensing with the system of Self-drawing of Bills by erstwhile Gazetted Officers,
Introduction of functional basis of accounts classification with 17/19-digit code for expenditure
and 14-digit code for Revenue Receipt and Public Accounts;

Setting up of the Internal Audit Department under Finance Department;

Setting up of the office of the Director of Treasuriesand Accountsas nodal and controlling authority
in respect of treasury operations,

Setting up of the office of the Director of Pension, Provident Fund and Group Insurance as nodal
authority in respect of Sanction of Pension of the teaching and non-teaching staff of the aided
non-Government educational institutions as well as employees of local bodies;

Setting up of the Kolkata Pay and Accounts Officesfor taking over the Treasury functions (except
the disbursement of pension) in Kolkatafrom the Office of Accountant General, West Bengal and
setting up of the Pension Disbursement Office for payment of pensions to the teaching and non-
teaching staff of the aided non-Government educational institutions in Kolkata;
Computerisation of Treasury functions.

Accordingly, it has been felt necessary to revise the Treasury Rules and the Subsidiary Rules

thereunder to make them compatible with these changes. Thisrevision has led to the prescription of West
Bengal Treasury Rules, 2005, in which the Subsidiary Rules have been integrated.

“TheWest Bengal Treasury Rules, 2005” have been published in the Extraordinary issue of the Kolkata
Gazette dated 14™. June, 2005. It comprises three parts; viz.,

Part]  containing the Treasury Rules,

Part Il containing Appendices connected with the Treasury Rules; and

Part 11l containing relevant Forms with reference to the Treasury Rules.

Suggestions for modification of the Rules from the Accountant-General, West Bengal, the Heads of
Departments and other users will be gratefully appreciated.

Kolkata, the 20™. June, 2005.

Samar Ghosh,
Principal Secy. to the Gowvt. of West Bengal
Finance Department.
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Part I—Orders and Notification by the Governor of West Bengal, the High Court, Government Treasury, etc.

GOVERNMENT OF WEST BENGAL
FINANCE DEPARTMENT
Audit Branch

NOTIFICATION

N0.4840 — F. 10th June, 2005. — In exercise of power conferred by clause (2) of article 283, read with
clause (1) of article 372, of the Constitution of India and paragraph 19 of the Adaptation of Laws Order,
1950 and in supersession of the Government of West Bengal, Finance Department notification No. 1313 —F,
dated the 23rd April, 1966 and notification No. 2176 —, dated the 25" February, 1983, and after consultation
with the Accountant-General (Accounts and Entitlement), West Bengal, the Governor is pleased hereby to
make the following rules for regulating the custody of the Consolidated Fund of the State of West Bengal,
the payment of moneysinto such Fund, thewithdrawal of moneystherefrom, the custody of public moneys
other than those credited to such Fund received by or on behalf of the Government of the State of West
Bengal, their payment into the public accounts of the State of West Bengal and the withdrawal of moneys
from such account and all other matters connected with or ancillary to the matters aforesaid, namely:—

Part - |
Rules
CHAPTER 1 -Introductory
Section I. - Short titleand commencement
1.01. Theserulesmay be called the West Bengal Treasury Rules, 2005.
1.02. They shall come into force with effect from the 10th day of June, 2005.

1.03. If theGovernment considersit necessary or expedient so to do for avoiding any hardship or removing
any difficulty that may arise as aresult of the application of these rules, it may, subject to such restrictions
and conditions, as it may think fit to impose, dispense with or relax the provisions of any of theserulesin
any case or class of cases.
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Section I 1. - Definitions

1.04 Intheserules, unlessthere is anything repugnant in the subject or context, -

(@

(b)

(©)
(d)

(€)
(f)
Q)

(h)
(i)
()
(k)
()
(m)

(n)
(0)

“ Accountant-General (Accountsand Entitlement), West Bengal” meansthe Head of
the office, subordinate to the Comptroller and Auditor General of India, who keeps
the accounts of the State Government and exercises entitlement functions of the
pension and provident fund, issues authority for refund of |apsed deposit and makes
inter-state settlement of the dues and exercises such other functionsas may be assigned
to him by the Comptroller and Auditor General of Indig;

“ Accountant-General (Audit), West Bengal” meansthe Head of the office, subordinate
to the Comptroller and Auditor General of India, who exercises audit functionsin
relation to the accounts of the State Government and other autonomous or local
bodies;

“Appendix” means an Appendix annexed to these rules,

“Bank” meansthe Reserve Bank of India, and any branch of the State Bank of India
or the Central Bank of Indiaor any other Public Sector Bank acting as agent of the
Reserve Bank of India in accordance with the provisions of the Reserve Bank of
India Act, 1934 (2 of 1934) and includes any authorised branch of Public Sector
Banks, as mentioned in Appendix 2, which accepts receipts or makes payment on
Government account and exhibits such transactions through abranch of such Public
Sector Banks linked with a Treasury;

“Bank Treasury” means atreasury the cash business of which is conducted by the
Bank and a“Non-Bank Treasury” means atreasury other than a Bank Treasury;

“Collector” means the Chief Officer in charge of the revenue administration of a
district and in overall charge of Treasuries within the district;

“Collector-in-charge of aTreasury” meansthe Collector and includesthe Additional
District Collector at the District Headquarters or the Sub-divisional Officers of any
out-lying sub-division;

“Collector of Kolkata’ means the Collector of Stamp Revenue, Kolkata, appointed
by the Land and Land Reforms Department, Government of West Bengal;

“Competent authority” means the Government or any other authority to whom the
relevant powers may be delegated by the Government;

“Consolidated Fund” means the Consolidated Fund of the State as referred to in
clause (1) of article 266 of the Constitution of India;

“Contingency Fund” meansthe Contingency Fund of the State asreferredtoin clause
(2) of article 267 of the Constitution of India;

“Controller-General of Accounts’ meansthe Controller-General of Accountsinthe
Government of India, Ministry of Finance, Department of Expenditure;

“Director of Pension, Provident Fund and Group Insurance, West Bengal” means an
officer who actsasthe nodal Audit Officer in respect of determination of pensionary
benefitsincluding commuted value of pension, interest on the Provident Fund Deposit
Accounts and also the Order issuing authority in respect thereof for employees of
the Non-Government Educational Institutions other than employees of the Non-
Government Colleges, the Corporations, the Municipalities, the Panchayats, the
Social Welfare Advisory Board, the West Bengal Council of Higher Secondary
Education, the West Bengal Khadi and Village Industries Board and the Howrah
Improvement Trust or any other body or authority as may be entrusted by the
Government from time to time;

“Director of Treasuriesand Accounts, West Bengal” meansthe Head of the concerned
Directorate under the Finance Department;

“Drawing and Disbursing Officer” means a Group A Government employee of an
establishment who is authorised by the concerned administrative Department with
the concurrence of the Finance Department to draw money from the Government
Account and disburse the same for the purpose for which it has been sanctioned,;
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(9)] “Finance Department” means the Finance Department of the State Government.

(@@  “Finance (Internal Audit) Department” means a branch of the Finance Department
set up for conducting internal audit in all the Departments, Directorates of the State
Government and their sub-ordinate and regional offices, Companies owned and
controlled by the State Government, Undertakings, autonomous bodies, local bodies
including the Corporations, the Municipalities and the Panchayats and any other
organisation directly or indirectly controlled by the State Government;

(N “Government Account” means al receipts and payments out of the Consolidated
Fund, the Contingency Fund and the Public Account of the State Government;

(9 “Governor” means the Governor of the State;

(t) “Indian Audit and Accounts Department” means the officers and establishment,

subordinate to the Comptroller and Auditor-General of India, entrusted with keeping
of the accounts of the State and audit of the accounts of the Union and of the States;

(uy  “Pay and Accounts Officer” meansthe Pay and Accounts Officer of each of the Pay
and Accounts offices, Kolkata and includes an officer so designated as Pay and
Accounts Officer or an Additiona Pay and Accounts Officer;

(v)  “Pension Disbursement Officer” means the Pension Disbursement Officer of the
Directorate of the Treasuriesand Accounts, West Bengal, for the purpose of payment
of pension in respect of the employees of non-Government seducational institutions
in Kolkata Metropolitan areg;

(w)  “Public Account” means the Public Account of the State asreferred to in clause (2)
of article 266 of the Constitution of Indig;
) “revenue’ means revenue receipts of the State from the proceeds of taxes, yields of

ordinary receipts, etc., and includes capital recei ptssuch as proceeds of sale of capital
assets, funds raised by borrowings, unfunded debts, etc;

(y) “State” means the State of West Bengal;
(2 “State Government” means the Government of West Bengal;

(za) “treasury” means any treasury of the State Government notified as such by the
Finance Department and includes Pay and Accounts Offices;

(zb)  “Treasury Officer” meansany officer appointed by the Finance Department to perform
such treasury function as mentioned in these rulesand includes the Pay and Accounts
Officer, the Additional Pay and Accounts Officer and the Additional Treasury Officer.

Explanation: For the purposes of these rules an officer appointed asa Treasury Officer
shall be the Head of office of the treasury under the Delegation of Financial Power
Rules, 1977.

Section I11. - Location of moneys standing in Gover nment Accounts

1.05. Saveasprovided inrule 2 of section | of Chapter 6, moneys standing in the Government
Accounts shall be held in the bank and all such sumsreceived by the bank shall be held in the books of the
bank on behalf of the Government. Money deposited in the bank shall be considered as one general fund
held in the books of the bank on behalf of the State.

1.06. (1) Thedeposit of such money inthe bank shall be governed by the terms of the agreement
made between the Governor and the bank under section 21 of the Reserve Bank of India Act, 1934 (2 of
1934).

(2) The agreement with the bank made on the 25" August 1937 shall be annexed in Appendix 1 and
the agreement between the Governor and the State Bank of India stating the action to be taken in case the
Manager of the State Bank of India which conducts treasury business as an agent of the Reserve Bank of
India, dies or becomes incapacitated for duty shall be annexed in Appendix 2.

1.07. Theprocedure for the safe custody of moneysin the hands of Government employees shall
be as prescribed by the Government in the Finance Department after consultation with the Accountant-
Genera (Accounts and Entitlement), West Bengal .

1.08. Thebank shall beresponsiblefor the safe custody of Government moneysdepositedin such
bank.
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CHAPTER 2
General organisation and control over working of treasuries
Section I. - General organisation
General

2.01. Unless the State Government otherwise directs in any special case, there shall be one or
moretreasuriesat every District headquarters and Sub-divisional headquarters depending on the volume of
transactions and administrative convenience.

2.02. Eachtreasury as mentioned in Appendix 3 shall be divided into such number of sectionsas
may be decided by the State Government.

2.03. (1) Thetreasury shall be under the general charge of the Collector who shall be responsible
to the Government for its general administration.

(2) Where the Collector is not functioning as the Collector-in-charge of the treasury, the
Collector-in-charge shall function under the general supervision and control of the Collector and in such
case, the Collector shall not berelieved of hisduty and responsibility of the general administrative control
of the treasury.

(3) The Collector-in-charge shall be responsiblefor the proper observance of the procedures
prescribed by or under these rules and for timely submission of al accounts, returns from the treasury as
required by the Accountant-General (Accounts and Entitlement), West Bengal, the Accountant-General
(Audit), West Bengal, the bank and the Finance Department.

2.04. Thecollective charges of every section of the treasury shall be held by the Treasury Officer
under the general supervision of the Collector-in-charge of such treasury. The Treasury Officer may be
assisted by one or more Additional Treasury Officers. The Treasury Officer shall act as the Head of the
office of the treasury for the purpose of the Delegation of Financial Power Rules, 1977, as subsequently
amended.

2.05. TheAdditional Treasury Officer shall function under the overall supervision of the Treasury
Officer in discharging the duties and functions assigned to him.

2.06. Asregards the dates and forms of submission of monthly accounts by the treasuries to the
Accountant-General (Accountsand Entitlement), West Bengal, the provisionsof therulescontainedinrule
96 to rule 103 of the Accounting Rulesfor Treasuries, 1992, shall apply mutatis mutandis. The Collector,
or in his absence the Collector-in-charge of the treasury, shall be responsible for proper observance of the
provisions of such rules of the Accounting Rules for Treasuries, 1992.

2.07. (1) TheCollector-in-charge shall inspect thetreasury and verify the stampsand all valuables
in the custody of such treasury at least once in every completed financial year and shall ensure that the
procedures actually observed at the treasury are in accordance with these rules and ordersissued from time
to time and that the accounts and other records including Stock register of Assetslike Computer hardware
etc, are properly maintained.

(2) The Callector including the Collector of Kolkata, shall conduct similar inspection asreferredin
sub-rule (1) of all the treasuries under his control at least oncein every completed financial year and shall
submit areport to the Divisional Commissioner of the respective division, the Director of Treasuries and
Accounts, West Bengal, and the Finance (Internal Audit) Department in accordance with the instructions
laid down in Appendix 4.

(3) The Director of Treasuries and Accounts, West Bengal shall conduct similar inspection, as
referred to in sub-rule (1), in respect of the treasuries, the Pay and Accounts Offices Kolkata, the Pension
Disbursement Office and the Kolkata Collectorate Treasury at least oncein every two completed financia
years and submit, to the Finance Department, a report in accordance with the instructions laid down in
Appendix 4.

(4) Copiesof inspection memorandaand orders passed thereon by the Government or other authorities
shall be forwarded to the Accountant-General (Accounts and Entitlement), West Bengal, for information.
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(5) The Finance (Internal Audit) Department may conduct inspection of treasuries in course of
internal audit. A format of questionnaire on inspection shall be laid down in Appendix 4.

2.08. When the Collector or the Collector-in-charge assumes charge, he shall immediately report
such fact of assumption of charge to the Accountant-General (Accounts and Entitlement), West Bengal,
and to the Director of Treasuriesand Accounts, West Bengal, in T.R. Form No. 1, certifying the correctness
of the stock of stamps and valuableslodged in the treasury strong room both at District and Sub-divisional
headquarters. The Collector-in-charge shall submit his charge report through the Collector of the district.

2.09. (1) Theinspection of treasuriesby the officers of the Indian Audit and Accounts Department
or the Finance (Internal Audit) Department in accordance with these rules or any other rules for the time
being in force, shall not relieve the Collector-in-charge of treasury of his responsibility for management
and inspection and the Collector of the district for overall supervision.

(2) No portion of the responsibility for the proper management and workings of treasuries
shall devolve upon the officers of the Indian Audit and Accounts Department and the Finance (Internal
Audit) Department.

2.10. (1) Eachtreasury shall be anindependent accounting unit. In case of bifurcation of atreasury,
the Collector of the District shall, with an intimation to the A ccountant-General (Accountsand Entitlement),
West Bengal, the Finance Department and the Finance (Internal Audit) Department, transfer the work from
one bifurcated treasury to the newly established treasury situated within the District headquarters or the
Sub-divisional headquarters.

(2) Unless the State Government otherwise directs in any special case, one Drawing and
Disbursing Officer shall be attached with only one treasury.

(3) The Collector of any district may, for the purpose of proper administration and speedy
submission of reports, returns or replies of treasuries situated in such district, entrust the Collector-in-
charge of thetreasury or the Treasury Officer at district headquarters to function as the co-ordinator for all
the treasuries situated in such district.

2. 11. Asper the terms of the agreement between the bank and the Governor of West Bengal as
referred to in T.R. 1.06, the bank attached to the treasury shall be kept open for the transaction of treasury
business on arecognised holiday, if so required by the Collector.

2.12. (1) Where the payment on Government account of instruments—" which

(a) do not requireto be passed through the treasury or through the Departmental officer
under the rules and of the bills or cheques after issuing or enfacing such instru
ments by the treasury; and

(b) are presented at the bank on subsequent holiday other than an holiday declared
under the Negotiable Instrument Act, 1881 (26 of 1881),

such instrument may be paid by the bank on such holidays on which the bank remains open.
(2) where the receipts in Government accounts through challans-
(a) are presented at the bank without the intervention of the treasury under therules; or

(b) or have been enfaced by the treasury on any working day and presented at
the bank on subsequent holiday other than an holiday declared under the Negotiable
Instrument Act, 1881 (26 of 1881),

such challans may be accepted by the bank on such holiday.

(3) Thetransactionsin Government accounts carried on by the bank on the holiday as stated in sub-
rule (1) and sub-rule (2) shall be incorporated in the accounts of the treasury on the same day as shown by
the bank.

2.13. (1) The functions of the treasury in respect of disbursement of pension by the State
Government in Kolkata shall be undertaken by the Accountant-General (Accounts and Entitlement), West
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Bengal, the Public Sector banks and the Pension Disbursement Officer.

(2) Thefunctions of the treasury in respect of certain receiptsin Kolkata and disbursement
of some Personal Ledger Accounts in Kolkata as mentioned in Appendix 3 shall be performed by the
Kolkata Collectorate Treasury.

(3) The function of the treasury in respect of disbursement and receipts in Kolkata, other
than those mentioned in sub-rule (1) and sub-rule (2), shall be performed by the Pay and A ccounts Offices,
Kolkata.

2.14. All chequesissued and other instruments of payment duly passed by the Treasury Officer
and the Accountant-General (Accounts and Entitlement), West Bengal, for payment at the bank aswell as
Interest Payment Orders being non-negotiableinstrument, shall normally be presented by the payee personally
or through the banker in the case of account payee instruments as mentioned in Appendix 10. The bank
shall not make payment against the instrument unless such bank is satisfied about the identity of the payee
and shall, with reference to the record maintained by such bank, verify signature of the Drawing and
Disbursing Officer attesting the payee's signature and the signature of the Treasury Officer or the authorised
officer of the Accountant-General (Accounts and Entitlement), West Bengal, as the case may be.

2.15. The Accountant-General (Accounts and Entitlement), West Bengal, may with the consent
of, and subject to such conditions as may be prescribed by, the Comptroller and Auditor-General of India,
perform all or any prescribed part of the duties of atreasury in respect of claims against Government that
may fall duefor disbursement and receive money that may betendered for credit to the Government accounts.

2.16. (1) Director of Treasuries and Accounts, West Bengal shall be the Controlling Officer in
respect of all the treasuries and Pay and Accounts Offices, Kolkata and the Pension Disbursement Office.

(2) The Director of Treasuries and Accounts, West Bengal, shall perform the following duties: —

(a) toinspect al thetreasuries at least once within every two completed financial yearsas
per Appendix 4 and submit report thereof;

(b) to pursue the replies of audit report on all the treasuries made by Accountant-General
(Accounts and Entitlement), West Bengal;

(c) to keep records on bank statement of all treasuries and to arrange for rectification of
defects, if any, and to conduct meeting with Accountant-General (Accounts and
Entitlement), West Bengal, and banks in order to remove the defects;

(d) to sub-alot fund to the treasuries and verification of expenditure statement under the
head “2054 -Treasuries’ etc.;

(e) to keep liaison with Accountant-General (Accounts and Entitlement), West Bengal,
banks, treasuries on the matters as mentioned in clause (a) to clause (d);

(f) tovisit treasuriesfor verification of financial irregularities as and when reported;
(g) todea with the establishment work of the Pay and Accounts Offices, Kolkata;

(h) to arrange and disburse pension of the employees of the non-Government educational
institutions within Kolkata;

(i) to monitor progress of submission of the monthly accounts to the Accountant-General
(Accounts and Entitlement), West Bengal;

() toarrangefor printing of important rules, manuals, registers, formsrequired for treasury
administration and supply thereof;

(k) to maintain records, registers, in respect of Group Insurance (old and new schemes);

(I) to maintain records and returns of the Personal Ledger Accounts or the Local Fund
Accounts and other matters in his office as per order of Finance Department and to
submit different types of reports as and when called for by the Department;
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(m)to make arrangementsfor training of the officers and staff of the treasuriesand Drawing
and Disbursing Officersin the district;

(n) to giveclarification ontheserules, the Financial Rules, the West Bengal Service Rules
Part | and Part 11, the Pension Rules, the West Bengal Services (Death-cum-Retirement
Benefit) Rules etc. in consultation with the Finance Department as and when required:

(o) to monitor progress of construction of the buildings of the treasury.
(p) to supervisethe work of computerisation of accounts etc. of the treasury;

(g) to processthe proposalsfor supply of stationeries, equipments etc to different treasuries
and issue sanction orders thereof;

(r) to obtain daily scroll from the State bank of India, Samridhi Bhaban and submit the
same to the appropriate authority and take further necessary action as per direction of
Finance Department.

(s) toverify theirregularities on the accounts of other offices as specifically directed by the
Accountant-General (Accountsand Entitlement), West Bengal, from timeto time as per
direction of the Finance Department.

(t) tomaintainrecordsrelating to the Additional Emoluments Compul sory Deposit Schemes.
(u) to organisetraining of the officersof the West Bengal Audit and Accounts Service.

(V) to supervise post-computerisation work of treasuries like maintenance of software and
hardware, printing of cheques, stationeries etc and supply thereof, extraction of different
treasury data, itsanalysisand transmission of different reportsto the Finance Department
In connection therewith.

(w) such other functions and duties as may be assigned to him separately by the Finance
Department from time to time.

2.17. ThePay and Accounts Offices, Kolkata, shall perform the treasury functions, both in respect
of payments and receipts, in respect of the offices|ocated in the Kolkata M etropolitan area except payment
of pension and some payments and recei pts function of the Kolkata Collectorate Treasury.

2.18. The Pension Disbursement Office which is a part of the Directorate of Treasuries and
Accounts, West Bengal, shall disburse pension of the teaching and non-teaching staff of the non-Government
Educational Institutionsin Kolkata M etropolitan areas through nominated branches of the bank and shall
be responsible for timely submission of monthly accounts to the Accountant-General (Accounts and
Entitlement), West Bengal, and shall submit returns to the Director of Treasuries and Accounts, West
Bengal, as per ordersissued in this regard.

Note: List of branches of Allahabad bank attached to the Pension Disbursement Officeis mentioned
in Part IV of Appendix 3.

2.19. TheDirector of Pension, Provident Fund and Group Insurance, West Bengal, shall discharge
the following functions: -

(1) Issue of the Payment Order for Pension, Gratuity and Commuted value of Pension to
the employees of —

(a) the non-Government Educational Institutions other than non-Government
Colleges, Libraries, Technical institutions under the Mass Education Extension
Department under Grant-in-aid scheme of the Government;

(b) the Panchayat under the Death-cum-Retirement Benefit Scheme.
(c) the Municipality under the Death-cum-Retirement Benefit Scheme;
(d) the West Bengal Primary Education Council, the District Primary School Council,
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the West Bengal Council of Higher Secondary Education and the West Bengal Sports
Council;

(e) the West Bengal Khadi and Village Industries board

(f) the Social Welfare Advisory Board;

(g) the Calcutta Society for Prevention of Cruelty to Animals (C.SP.C.A.);

(h) the West Bengal Comprehensive Area Development Corporation;

(i) any other organisation as may be notified by the Government from time to time.

2 Verification of the Provident Fund Deposit Accounts of the organisations covered under
the West Bengal non-Government Educational Institutions and Local Authorities (Control of Provident
Fund of Employees) Act 1983 and General Provident Fund Scheme for employees of Panchayat issued by
Panchayat and Rural Devel opment Department, and making necessary allotment of annual interest accrued
thereon.

2.20. If any defalcation or loss of public moneys, stamps or other valuable property detected in
the treasury or when such loss has been made good by the person responsible for it, the Collector shall
immediately intimate such defalcation or loss to the Finance Department, the Director of Treasuries and
Accounts, West Bengal, Accountant-General (Accountsand Entitlement), West Bengal, and other concerned
authorities. Such intimation shall be supplemented, as soon as possible, afterwards by a detailed report
after personal investigation into the case. In dealing with cases of defalcations or losses as aforesaid and in
reporting such casesto the aforesaid authorities, the Collector shall follow such general ordersor instructions
as may beissued in this behalf by the Government.

2.21. Thegenera principles regarding the enforcement of responsibility for losses sustained by
the Government through fraud and negligence and the detailed instructions for making departmental
investigationsfor losses of Government money, etc., are set forthin Appendix | to the West Bengal Financial
Rules, Vol. II.

2.22. (1) When an irregularity of any kind is brought to the notice of the Collector by the
Accountant-General (Accounts and Entitlement), West Bengal, or by any other appropriate authority, the
Collector shall, after personal investigation, send a report to the Government.

(2) Itisnot enough for him to pass on the explanation of a subordinate inasmuch as
reports prepared in this manner have very often, by lulling suspicion, led to greater irregularity afterwards
and thus nothing short of a report based on the Collector’s personal knowledge shall be considered
satisfactory.

2.23. (1) The Collector is bound to satisfy himself by periodical examination, at least once in
every completed financial year about the accuracy of the stamps account, securities and cheque forms.

(2) theCollector shall ensure that —

(& thestamps, securitiesand cheque books are kept in the strong room under doublelock,
of which one set of the concerned key shall be kept in the personal custody of the
Treasury Officer himself and the other shall be kept in the custody of the stamp clerk;

(b) the stock of blank cheque books and similar forms which are intended for use in
monetary transactions are carefully kept under lock and key by the Treasury Officer
and periodically tallied with the nominal balance of such formsin the stock books; and

(c) the balances in the stamp accounts and the blank cheque books are verified by the
Treasury Officer once in every quarter of afinancial year, besides the verifications
done by the Collector.
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2.24. The Collector shall satisfy himself at least once in every quarter of afinancial year that the
deposit registersare kept according to prescribed rules, and that all necessary entriesin therelevant registers
or records contain the dated initia of the Treasury Officer.

2.25. The Collector shall be responsible, when assuming or making over charge, for verification of
the stock of stamps and blank cheque books and a certificate of such verification shall be sent along with
his charge report to the Accountant-General (Accounts and Entitlement), West Bengal, in T.R. Form No. 1
on the date of making over of such charge.

Collector-in-charge of the Treasury

2.26. The Collector-in-charge of atreasury shall beimmediately responsiblefor proper functioning
of the treasury.

Treasury Officer

2.27. (1) The Treasury Officer including the Additional Treasury Officer shall be appointed by the
Government in the Finance Department from the officers of the West Bengal Audit and Accounts Service.

(2) Subject to the conditions as specified in sub-rule (3), the Collector may appoint a Deputy
Collector asaTreasury Officer or an Additional Treasury Officer.

(3) No Deputy Collector shall be placed in charge of atreasury unless—

(8) he has acquired thorough knowledge in the rules issued for the guidance of the
Treasury Officers and has passed the departmental examination of higher standard;

(b) he has completed a minimum period of fiveyears service.

(4) If atemporary emergency necessitates adeparture from any of the conditions mentioned in sub-
rule (2) and (3) for appointment of the Treasury Officer, areport explaining the circumstances shall be
submitted by the Collector to the Government in the Finance Department, and a copy thereof shall
simultaneously be sent to the Accountant-General (Accounts and Entitlement), West Bengal, for his
information.

(5) A re-employed officer shall not be employed asthe Treasury Officer or the Additional Treasury
Officer.

2.28. (1) TheTreasury Officer isresponsibleto the Collector primarily for the proper discharge of
hisduties, for thorough observance of al rules prescribed for hisguidancein every section of hisdutiesand
for strict attention to al details of the daily routine of the treasury works. He is also responsible to the
Collector for the working of the treasury and the conduct of the subordinate treasury officials and for the
custody of stampsand other valuables. He shall prepareinstructionsfor the guidance of every section of his
office.

(2) The Treasury Officer isalso responsibleto the Collector for keeping the accounts of the treasury
strictly in accordance with the directions contained in the Accounting Rules for Treasuries, 1992, for the
accuracy of all initial records and vouchersand for regularity of all transactionstaking place at thetreasury.

Relation with the Accountant-General

2.29. The Accountant-General (Accounts and Entitlement),West Bengal, or the Accountant-
General (Audit), West Bengal, may address his communications in respect of treasury accounts and
accounting procedure and authority of payment directly to the Treasury Officer but al special or confidential
communications shall be made to the Collector or to the Collector-in-charge. Normal communications to
the Accountant-General (Accountsand Entitlement),West Bengal, or the Accountant-General (Audit), West
Bengal, or the Director of Treasuries & Accounts, West Bengal from the treasury shall be issued by the
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Treasury Officer but all important communications to the said authorities from the treasury must beissued
over the signature of the Collector or the Collector-in-charge. The Collector shall not addressthe Treasury
Officer officialy, or forward the Treasury Officer’sexplanation ashisownin reply to questionsor enquiries
concerning the treasury functions.

Accountant

2.30. The Accountant is responsible for keeping complete records of al kinds of transactions of
the treasury and for the compilation of accounts and returns strictly in accordance with the Accounting
Rulesfor Treasuries, 1992. He shall also be required to see that the rules and orders are observed in respect
of all transactions of the treasury and shall bring all cases of irregularity to the notice of the Treasury
Officer.

Section I1.- Treasury Accounts and Returns

Accountant’s Book

2.31. (1) Theform and procedure with regard to the initial accounts kept in the treasury and the
methods and principlesin accordance with which the accounts are kept, shall be governed by the directions
contained in the Accounting Rules for Treasuries, 1992.

(2) Itisthe duty of the Treasury Officer to satisfy himself that—

(& the directions contained in the Accounting Rules for Treasuries, 1992, are strictly
observed;

(b) theaccountsare correct in al respect; and

(c) therecord of receipts and payments are so clear, explicit and self-contained as to be
producible, if necessary, as satisfactory and convincing evidence of facts.

(3) Thedaily accounts of receiptsand paymentsin T.R. Form No. 2 together with connected challans
and paid cheques and vouchers shall be rendered by the concerned unit of the agency bank to the treasury.

(4) (@) Inthedaily accounts rendered by the bank, payments and receipts shall be classified in such
manner as required by the Accountant-General (Accounts and Entitlement) , West Bengal, in order that
their arrangement may fit in with the forms prescribed for accounts kept at the treasury.

(b) Thedaily accounts shall be prepared every day and the concerned officer of the bank shall, after
satisfying himself asto its accuracy, docket and forward it to the Treasury Officer with the scroll of daily
receipts and payments together with all the supporting challans and vouchers at the close of the day.

(c) Thedaily accountswith scroll of daily receipts and payments alongwith supporting challansand
vouchersshall be secured properly when sent by the bank to the Treasury Officer, in order that there may be
no possibility of any alteration or destruction of any paper before the said documents reach the hands of the
Treasury Officer.

(d) In case of any undue delay, the Treasury Officer shall bring the fact immediately to the notice of
the Director of Treasuries and Accounts, West Bengal.

(5) The concerned unit of the agency bank may, with the concurrence of the Accountant-General
(Accounts and Entitlement), West Bengal, submit the daily accounts in the next working day, instead of at
the close of the same day.

(6) Careshall betakento ensurethat paid chequesand other instruments of paymentsare prominently
marked “Paid” by the bank so as to avoid claims being paid twice. Similarly, receipted challans shall be
prominently marked “Received” by the bank before receipted challans and paid instruments are transmitted
to the treasury.
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(7) (a) The Register of daily receiptsand payments shall contain the following columns: —
(i) thedate,
(i) thetotal receiptsfor the day,
(iii) thetotal payments of the day,
(iv) theinitials of the concerned officer of the bank, and
(v) theinitialsof the Treasury Officer.

(b) The Register of daily receipts and payments shall be written up and forwarded with the daily
account to the treasury and the entries shall be certified by the initials of the concerned officer of the bank
in column V.

(c) The Treasury Officer shall, after checking the recei pts and payments columns of the daily account,
agreeing with their totals with the amount entered in the scroll and examining the vouchers or challans
initial in column V of the scroll in token of his verification and shall return the register to the Manager of
the agency bank on the same day or, as soon as possible, on the following day.

(8) On receipt of daily accounts with scroll or statement of daily receipts and payments from the
link agency bank along with the receipted challans and paid cheques and other instruments of payments,
such accounts shall be examined and scrutinised by the Accountant or the Deputy Accountant and if found
correct, the same shall be duly accounted for in accordance with the directions contained in the Accounting
Rulesfor Treasuries, 1992.

(9) Advices of receipts or payments which, according to any rule or order have to be sent to public
officers or departments, and consolidated receipts or certificates of receipts or payments required by any
rule or order to be given to any public officer or department, shall be prepared in the treasury and not in the
bank, as the point to be advised or certified is not that the money has been received or paid at the bank, but
that the receipts or payments has been entered into the treasury accounts.

Nothing contained in this rule shall be deemed to override any local usage or practice under which
advices and certificates referred to above are prepared by the bank.

(20)  All treasury returns, with the exception of which the bank is instructed to furnish under
these rules or under express orders of the Accountant-General (Accounts and Entitlement), West Bengal,
or the Accountant-General (Audit), West Bengal, shall be prepared in the treasury and not in the bank.

(11) Onthefirst working day of the month, the bank shall render three sets of date- wise monthly
statement of transactions of the previous month. The same shall be checked with the records of the treasury
so as to verify that the net of receipts and payments of the statement agree with the amount shown in the
Monthly Accounts of thetreasury under the head * Reserve bank Deposits . The discrepancy, if any, noticed
shall berecorded in the statement for carrying out rectification by the bank. One set of statement recording
theresult of verification duly signed by the Treasury Officer shall be returned to the bank on the following
working day.

2.32. TheTreasury Officer shall prohibit any erasures or over writing in the cash book and other
registers of initia record or in any account or schedule and shall verify and initial every correction made
therein.

Closing for the day

2.33. Subject to the directions contained in this behalf in rule 38 and rule 39 of the Accounting
Rulesfor Treasuries, 1992, the process of closing accounts for the day shall be as follows:

(1) Thedaily total of each subsidiary register shall be entered in the appropriate part of the Cash
Book, which shall then be totalled and the correctness of the totals in Cash Book shall be tested by a
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comparison of the totals of receipts and payments shown in the daily scroll rendered by bank. If the totals
worked out in thetwo Cash Books agree and if the net of receipt or payment amount, which is shown under
the head ‘ Reserve Bank Deposits' agrees with the net amount shown in the bank Scroll and if the Treasury
Officer issatisfied with the correctness and good order of all these documents, he shall sign the Cash Books
with date. If the daily account of the bank is submitted to the treasury in the morning of the day following
that to which it refers, in such case, the signature and comparison of the Accountant’s Book may be made
in the evening instead of in the morning of the day to which the agency banker’s accounts are received,
provided the pressure of work renders it necessary so to postpone it.

(20  Thefollowingisamemorandum of some of theimportant parts of the verification of accounts,
which the Treasury Officer must follow.

The Treasury Officer shall —

(a) compare each entry in the Register of Cheques Delivered with reference to the paid
cheques,

(b) examine at least two of the totalling of each side, marking the totalsas ““ Exd.”’;

(c) seethat thetotalling are correctly carried from the Register to the Cash Book, initialling
the total s as he thus compares them. This must be done, in the case of receipt registers,
even if the total for the day is blank; but it is not necessary to initial blank payment
registers. If the number of blank receipt registersis considerable, thefollowing procedure
may be adopted. Such blank receipt registersasareonly rarely required for entry may be
bound in asinglevolume and kept under the Treasury Officer’sown lock and key. When
thisvolume isrequired for entry, the register may be taken from the Treasury Officer’s
custody. The Treasury Officer shall, however, receive it back at the time of signing the
daily accounts, carefully ensuring that all new entriesin it are correctly carried to the
Cash Book and initial them accordingly, so as to guard against fraud or mistake orf
omission from these registers in the cash book;

(d) verify the totalling of the Cash Book or get it done by some principal sub-ordinate
officer, other than the accountant, who shall initial it as correct;

(e) seetwiceevery week that all vouchers are properly arranged.
3 Closing for theday for computerized Treasury:

Subject to the directions contained in this behalf in Rules 38 and 39 of the Accounting Rules for
Treasuries 1992, the closing of accounts of the treasury for the day shall be asfollows:

(a) After receiving the vouchersfrom the Chegue-Section a ong with the Summary of Cheques
Delivered as per Annexure-J-1, the Compilation- Section shall verify whether they have received
the correct number of vouchersas showninthe Annexure-J-1. The Accountant or Deputy Accountant
shall then arrange to sort such vouchers according to the major Head of account. Thereafter he shall
arrange to generate the Daily Subsidiary Register of al the Heads and shall arrange to check the
vouchers with the Subsidiary Register with reference to Payment head of accounts (upto 17/19
digits), nameof the Drawing and Disbursing Officer, net amount, grossamount, by transfer deduction
head of accounts (14 digits) and deduction amount. If any mistake is found the concerned dealing
Assistant shall immediately bring it to the notice of the Accountant or the Deputy Accountant and
arrangeto rectify the mistake through computer by the Treasury Officer or the Additional Treasury
Officer. The concerned Assistant of the compilation section shall then sign the Subsidiary Register
as ' Checked and found correct’.

(b) After receiving the bank scroll (recei pt and payment) along with the challans, paid cheques
and bank vouchers from the bank, the Accountant or the Deputy Accountant shall arrange to sort
the Challans and paid cheques of the different Deposit Account (Other than treasury cheques)
according to the Head of account and verify those with the bank scroll. He shall also arrange to
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make necessary entry of the challans, paid cheques of the different Deposit Accounts and paid
treasury cheguesin the computer system. After entering al the entriesin the computer, the Accountant
shall arrangefor verification of the correctness of the entry with reference to bank scroll and computer
generated report.

(c) After completion of steps mentioned in clause (a) and (b) above, the Accountant shall
arrange to generate the *Receipt Summary ’ and ‘ Payment Summary’ of the day. The ‘ Payment
Summary’ shall show the Head of account (in major Head of account upto the major head 6000 and
in scheme head of account if the major head is above 6000), number of vouchers against the head of
account, the total treasury gross amount, total net amount and total by transferred amount of the
Heads of account, ‘8670-Paid Treasury Cheques and ‘ 8675-RBD-Reserve bank Deposit’ (if any).
The *Receipt Summary’ shall show the Head of account upto scheme head, the amount received
through bank, through by transfer and the total receipt under the headHead,’ 8670- Treasury Cheque
Issued’ and *8675-RBD-Reserve bank Deposit’ (if any). The Accountant shall verify the correctness
of the head Head wise total of the Summary Sheets, with reference to Daily Subsidiary Register,
‘8670- Treasury Cheques Issued’ (in the Receipt Summary) from the Annexure —J-1 and ‘8670-
Paid Treasury Cheques (in the Payment Summary) from the list of paid cheques entered in the
computer system and also from the bank scroll, * 8675- RBD’ figure with the bank scroll/pass book
and the Grand Total of * Receipt Summary’ and Grand Total of ‘ Payment Summary’. The Total of
* Receipt Summary’ and Total of Payment Summary shall be same in all cases. If al the figures
agree then he shall submit the Summary Sheet to the Treasury officer or the Additional Treasury
Officer for final approval. The Treasury Officer shall verify all the figures with reference to Head
‘8670-Treasury Cheques and ‘8675-RBD’ and the total of * Receipt Summary’ and ‘ Payment
Summary. He shall sign the summary Sheet as atoken of approval. In case of any differencein the
Treasury RBD figure with the bank scroll, if the mistake is on the part of the bank, the Treasury
Officer shall immediately bring it to the notice of, the link agency bank branch by issuing a
‘Memorandum of Error’ (see Appendix-21) and arrange to rectify the mistake through bank but if
the mistake ison the part of the treasury, then, Treasury Officer shall arrangeto rectify the mistake.
The Treasury Officer shall meet up all the difference in the RBD figure locally. The Accountant
shall then arrange to write the Cash Book manually in the prescribed form (1.S.T-1). The Treasury
Officer shall then sign the Cash Book daily.

Closing for the Month

2.34. (1) (a) The monthly accounts of the treasury shall be closed without fail on the last
working day of each month in accordance with the provisions contained in rule 96 to rule 103 of the
Accounting Rules for Treasuries, 1992. The Treasury Officer shall check each entry in the Cash Account
and the List of Payments with the corresponding totals in the Cash Book and see that the totals of all the
Registersare correctly carried into the Cash Book. If it isnot possible for him to compare all the entries, he
shall at least compare the entries in the plus and minus memorandum of deposits, stamps, transfer credit
etc., with the entries in the accounts. If the plus and minus memoranda show a reduction in the stock of
stamps to the value of Rs. 5,000 or if the credit in the account is less, the difference shall be traced and
satisfactorily accounted for.

(b) Besides, thetransactionsrelating to the Reserve bank Deposits’ have been appropriately
shown either in the Cash Account or in the List of Payments accordingly as the difference represents net
drawings from or net payments into the Reserve bank during the month. The amount of Reserve bank
Deposit shown in the monthly accounts shall agree with net amount of the date wise Monthly Statement
submitted by the bank.
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(2) Subject to the directions contained in this behalf in rules 96 to 103 of the Accounting
Rulesfor Treasuries 1992, the closing of accountsfor the computerised treasuriesfor the month shall be as

follows: —

(@

(b)

(©)

(d)

()

(f)
()

(h)

2.35.

the transactions of a month shall positively be closed on the last working day of the
month and the monthly accounts of the treasury shall be closed without fail withinthe
next two working days after receiving the scroll of last working day of the previous
month from the bank;

after the Cash Book has been written for whole of the month in accordance with the
provisionsaslaid downin clause (e) of sub-rule (3) of rule 2.33, the Accountant shall
arrange to generate the Schedule of Charges for payment and receipt of all the heads
from the computer.

the Accountant shall also arrange to generate the list of payments, the cash accounts
and daily monthly Reserve bank Deposits, 8670-Summary of Cheques Issued from
Treasury and 8670-Summary of Paid Treasury Cheques from the computers;

the Accountant shall verify thefiguresand the Heads of accountsof the List of Payments
and Cash Accounts with reference to Schedule of Charges, Reserve bank Deposits,
Summary List of 8670 and the plus-minus Memo of different Deposit, PF/PL/LF and
G.1.83/G.1.87 accounts,

the Accountant shall also check the Grand Total of list of payment and the cash account.
The grand total of list of payment and the cash account shall be samein all cases;

the Accountant shall also verify that all the vouchers, challans and paid cheques as
mentioned in the list of payment and the cash accounts are properly arranged;

the Treasury Officer shall verify that all the above procedures have properly been
followed with special attention to 8670- Treasury cheques, 8675-RBD and grand total
of list of payment and cash account;

the Treasury Officer shall also personally verify the daily monthly statement of the
bank with reference to list of payment or the cash account, as the case may be. Any
differenceswith the daily monthly statement shall forthwith be taken up with the bank
Authorities by issuing a‘ Memorandum of Error” (as mentioned in Appendix 21) and
after rectification of the error, the verified daily monthly statement shall be signed by
the Treasury Officer and shall be sent to Accountant-General (Accounts and
Entitlement), West Bengal, along with the monthly accounts within the prescribed
period. A list of outstanding cheques shall be prepared through computer and submitted
to the Accountant-General (Accountsand Entitlement), West Bengal, with the monthly
accounts.

Monthly Accounts and Returns
(1) A complete list of treasury accounts and returns to be rendered on different

prescribed datesto the A ccountant-General (Accountsand Entitlement), West Bengal, and other authorities
shall be kept in each treasury. The accounts and returns shall bewritten up in accordance with the provisions
contained in this behalf in the Accounting Rules for Treasuries, 1992, and such orders and instructions as
may beissued by the Collector.

(2)  Thefirst schedule of payments prepared as per provisions of clause (vi) of rule 84 of the
Accounting Rules for Treasuries, 1992, with connected vouchers shall be sent to the Accountant-General
(Accounts and Entitlements), West Bengal, by the 12" day of the month. The list of payments and cash
account with supporting schedul es and the connected challans and vouchers shall be sent to the Accountant-
General (Accounts and Entitlement), West Bengal, by the 5" day of the following month and for the month
of March on 8" day of April.
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(3)  With regard to the timely submission of the accounts and returns, the Government shall
view with severe displeasure any avoidable delay on the part of the Collector, the Collector-in-charge or the
Treasury Officer in the despatch of the prescribed accounts and returnswith compl ete schedules and vouchers
required by the Government to the Accountant-General (Accounts and Entitlement), West Bengal.

2.36. Thevouchersor challans pertaining to and the schedulesrelating to thelist of paymentsand
challans pertaining to, and the schedules rel ating to, the Cash A ccount, shall be numbered consecutively in
a separate monthly series and kept in the custody of the Accountant under lock and key until they are
despatched. Before despatch of the List of Payments or the Cash Accounts, the Treasury Officer shall, by
inspection, satisfy himself that the required vouchers and challans with accompanying schedules are all
attached serially.

2.37. (1) The Collector when at headquarters, or in the absence of Collector, the Collector-in-
charge shall verify the treasury balance of stamps, blank cheque books, etc., in person on the first working
day of every month and sign the account to be rendered to the Accountant-General (Accounts and
Entitlement), West Bengal, on the due date of despatch of monthly accounts. When, however, both are
absent on tour or otherwise on the due dates, or when both of them are unable to perform the duties due to
physical inability, the duties may be performed by the Treasury Officer and in absence of al the three
officers mentioned above, the duties may be performed by the Additiona Treasury Officer. The reason for
their inability to sign the accounts shall be distinctly noted in the returns and accounts.

(2) Whenever a Collector or the Collector-in-charge proceeds to the interior of hisdistrict on duty
for more than two days, he shall report to the Commissioner in respect of the arrangement which he
proposes to make for the charge of the treasury and the performance of the current duties of his office.

2.38. (1) The period for preservation of various records and registers in each treasury shall be
such as mentioned in Appendix 16.

(2) The period for preservation of various records of the Drawing and Disbursing Officer and the
treasuries to be maintained by the office of the Accountant-General (Accounts and Entitlements), West
Bengal, shall be such as mentioned in Appendix 17.

Section. - |11 - Miscellaneous Provisions

Deposit of Cash Chests and Valuables, etc., of other Departmentsin the Treasury

2.39. (1) Cash chests belonging to other Departments may be lodged in the treasury for safe
custody where necessary. When so lodged, they shall be presented with aslip or memorandum stating the
contents, and areceipt shall be obtained from the Treasury Officer for the cash chests said to contain the
amount specified in the slips and the Accountant-General (Accounts and Entitlements), West Bengal, shall
be informed as soon as they are lodged. Sealed bags containing valuables bel onging to other Departments
may also be lodged in the treasury for safe custody. These bags shall be kept locked in treasure boxes or
chest of thetreasury The keys of the chests or of the treasure boxes in which the sealed bags are kept in the
treasury shall beinthe custody of the Depositing Officer and he shall be entirely responsiblefor the contents
of the cash chests or sealed bags deposited. The amounts contained in cash chests shall not be brought into
the accounts of the treasury. A register in appropriate form shall also be kept in the treasury in which the
receipt and return of the cash chests and sealed bags shall be duly noted.

(2) The articles or documents as mentioned in clause (a) to clause (g) below may bereceived in the
treasury for safe-custody: —

(a) sealed packets containing duplicate keys of strong room or currency chests under the
control of the State bank of India, the Central bank of Indiaand any other public sector
banks, acting as agent to the Reserve bank of India, in accordance with the provisions
contained in Appendix 6;
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(b) sealed packets containing Post Office Savings bank Pass Books, deposit receipts of
banks, fidelity bonds, security bonds and agreements, and any other time depositsreceived
as security deposits.

Note. — The Divisional Officer may place the duplicate keys of the divisional and the
sub-divisional chestsin a cover under his seal in the custody of the Treasury Officer
concerned and in such case, a Duplicate Key Register shall be maintained and oncein
the month of April every year the keys shall be sent for and examined by the Divisiona
Officer who shall return the same in afresh cover under his seal to the Treasury Officer
concerned, after making a note in the said register to the effect that the keys have been
found intact;

(c) sealed packet containing such non-treasury padlocks and keys and duplicate keys of
such locks which are specified in Appendix 7:

Provided that the duplicate keys of the chests of the West Bengal Police
Offices (including Malkhana chests) shall be sent to the local treasury in sealed covers
for safe custody. The Treasury Officer shall, after satisfying himself that the seal is
intact, record the receipt of the packet in the register mentioned in paragraph 3 of Appendix
7 and acknowledge recei pt of the same. At thetime of quarterly verification or whenever
the charge of the treasury istransferred, the Treasury Officer shall seethat the sealsare
intact and record a certificate to that effect in the remarks column of the registers;

(d) sealed boxes containing Government promissory notes and other valuables belonging to
the Cantonment authorities;

(e) sealed packets containing question papers of the Calcutta University and any other
recognised University of the State and the West Benga Board of Secondary Education
and the West Bengal Council of Higher Secondary Education or any other body or
authority as may be expressly permitted by the Finance Department;

(f) sealed bags containing undisbursed takavi advancesfor amaximum period of two weeks;

(9) sealed bags containing loan collections to be deposited by the Collector for a period not
exceeding 7 days.

2.40. Thebullion, jewellery and other valuables coming into the hands of a Government official
in hisofficial capacity may be deposited into the treasury for safe custody. The value of such articles shall
not be brought into the accounts of the treasury.

241. (1) Therulesfor dealing with the cash, bullion, jewellery or other valuables so deposited
under T.R. 2.39 and T.R. 2.40, shall be as stated in sub-rule (2) to sub-rule (5):

Provided that in case of promissory notes, the rules for dealing with the promissory notes shall be
guided by the Government Securities Manual published by the Government of Indiafrom time to time.

(2) When it is directed by an appropriate authority that cash, chest, valuable, bullion, jewellery or
other valuables or any intestate property not being current money, received by a Government official in his
official capacity, shall be placedinthetreasury for safe custody, such cash, chest, valuables, bullion, jewellery
or other valuables or any intestate property shall be presented at the treasury in a sealed packet with a
memorandum from the concerned Government official indicating a list of the property contained in the
packet and statement of its actual or estimated value.

(3) The Treasury Officer shall, after satisfying himself that the seal is intact, record receipt of the
packet in the Register of Valuablesto be maintained in T.R. Form No. 3, which may be kept in manuscript.

(4) The Treasury Officer shall, after noting on the packet the number assigned to it according to the
entry in the register, issue a receipt in the following form on the back of the memorandum of contents,
mentioning the number assigned to the packet, and shall return the memorandum to the Government official
presenting it: -
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“Received a sealed packet said to containing cash/bullion/jewellery/or other valuables/in-testate
property detailed on thereverse”.

AB.,
Treasury Officer.

(5) The packet shall then be kept in the same manner as cash, and shall not be returned without a
written order from the Government officer from whom it has been received and such Government officer
shall return origina memorandum of contents to the Treasury Officer. The original receipt, issued by the
Treasury Officer, shall thereafter be destroyed.

Security of Strong Rooms

2.42. (1) Therulesregulating the security of strong room be such as stated in sub-rule (2) to sub-
rule (5).

(2) Without the special permission of the Finance Department, no place shall be used as a strong
room unless it is first certified to be secured and fit for use as such by an officer of the Public Works
Department not below the rank of an Executive Engineer.

(3) The inspecting officer mentioned in sub-rule (4) may, in certifying the suitability of the room,
specify any necessary conditions as to the manner of storing the coins or treasure and he shall specially
examine that the enclosing walls are under observation of the guard.

(4) The Executive Engineer as stated in sub-rule (2) or an experienced Assistant Engineer deputed
by such Executive Engineer shall inspect annually all the existing strong rooms under his jurisdiction and
grant acertificate of safety.

(5) It shall be the duty of the Treasury Officer to obtain such a certificate annually.

(6) The Superintendent of Police of the concerned district shall record an order prescribing the
positions of the sentries, and may aso require any additional precautions to be taken for strengthening of
fastenings, lighting arrangement, etc. but the responsibility for the security of the building and its fixtures
shall remain with the Executive Engineer, and for the purpose of the security of chests and other treasury
furniture not forming part of the building or fixtures, such security shall remain with the officer-in-charge
of the treasury.

(7) A copy of the certificate of safety granted by the inspecting Officer under sub-rule (4) and the
order of the Superintendent of Police of the concerned district shall be displayed in a conspicuous place
within the strong room.

(8) It isthe duty of the Treasury Officer to see whether any conditions as to the matter of storage
stated in the documents, as described under sub-rule (7), has been complied with.

(9) The Treasury Officer shall be personally present during the whole time between the opening and
the shutting of the strong room and the doors and windows of the strong room shall remain permanently
closed and locked, except at the time of movement or inspection of valuables:

Provided that the opening of doors and windows may be permitted during office hours, if it is
necessary for the admission of light or fresh air to any other part of the building, subject to the conditions
that the valuables remain securely packed under lock and key.
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Custody of Padlocks and Keys of the Treasury Strong Rooms and Chests.

2.43. (1) A register of all padlocks belonging to the treasury and the treasure chests shall be
maintained in T. R Form No. 4 and kept in the strong room of the treasury.

Explanation. — For the purpose of thisrule, theterm ‘ padlocks’ includesalso, the‘ self locks' of iron
safes and steel almirahs.

2 Every padlock shall have a number impressed upon it or attached to it by a metal or other
label, and the same number shall be impressed on or attached to the key belonging to it. No two padlocks
in the same district shall bear the same number.

©)] (a) If apadlock becomes unserviceable or if the key belonging to it becomes defective or is
lost, the Treasury Officer shall, with the permission of the Collector-in-charge, arrange to replace such
padlocks immediately and report the matter to the Finance Department, which may cause such enquiry as
may be deemed necessary in case of loss of keys.

(b) No padlock of which the key has been lost shall continueto be used. No spare padlocks shall be
kept at atreasury, except with the permission of the Finance Department and every unserviceabl e padlocks
and/or defective keys shall be destroyed in the same manner as prescribed in sub-rule (5) of thisrule.

4) No local mechanic shall be allowed to repair a treasury padlock or to make a new key for
one.

(5)  All spare padlocks with their keys which are held in the treasury with the approval of the
Finance Department, shall be kept in the strong room under double locks, the key of one lock being in the
hands of the Treasury Officer, and of the other in the hands of the Stamp Clerk or any other officer authorised
by the Collector-in-charge of thetreasury. The duplicate keys of al padlocks (whether spare or in use) shall
be destroyed in presence of the Collector, who isrequired to give a certificate to this effect in the remarks
column of the register.

(6)  Whenever the charge of atreasury istransferred, or a Stamp Clerk is changed, all padlocks
belonging to the treasury shall be examined and compared with the register, and acertificate shall be signed
by the Collector or Collector-in-charge in the remarks column of the register that these padlocks have been
found to be correct.

(7) The Inspecting Officer shall, after every inspection of treasury under the provision of these
rules, report whether the provisions of these rules have been properly complied with.
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CHAPTERS3
Receiptsand deposit of money into gover nment account
Section.-1 - General Principles
General
3.01. (1) Saveashereinafter providedinthis Chapter,—

(& all moneysreceived by or tendered to Government employees on account of the revenues of
the State,

(b) all loansraised by the Government, loans or waysand meansadvance,
(c) dl moneysreceived by the Government in repayment of loans, and

(d) all moneysreceivedfor depositinthecustody of Government shall, without undue delay, be
padinfull intothetreasury linked bank or any other bank authorised by the Finance Department
and shall beincluded inthe Government Account.

Explanation—Theexpresson* without unduedday” meansthat money received by aGovernment
employeeinhisofficia capacity shall bedeposited into the said bank within the next working day at thelatest. In
thecasewheretheofficeissituated far away fromthetreasury link bank and it isnot possibleto observethetime
limit of oneday or obtain ordersof the Head of the Department, the Government in the concerned administrative
Department may, with the concurrence of the Finance Department, issue ordersof apermanent nature specifying
maximum amount and the dates not exceeding three daysin aweek on which thedeposit shall bemadeand if the
money received by the Government employeein hisofficia capacity exceedsthemaximum limit asstated insuch
order, such money will be deposited into the said bank on the sameday or on the next working day

(2) Moneysreceived as stated in sub-rule (1) shall not be appropriated to meet departmental
expenditure, nor otherwise kept apart from the Government account.

(3) No department of Government may requirethat any moneysreceived by it on account of the
revenues of the State or any duesand deposit to the Government, be kept out of the Government Account.

[llustration: If an officer isregquested to remit money twice aweek to the bank, he may, asastanding
arrangement under the orders of the Government, keep sumsreceived by him up to threeworking days. Hemay
thusdeposit moneysreceived on Friday, Monday or Tuesday, on Wednesday and moneysreceived on Wednesday
or Thursday, on Friday respectively.

3.02. IncaseGovernment duesand/ or other form of Government receipts are tendered by cheques/
demand drafts, asstated in T.R. 3.07, such instruments shall invariably be deposited in the treasury linked bank or
such other banks authorised by the Finance Department within seven daysor within the period of validity of the
ingtrument, whichever isearlier.

3.03. Notwithstanding anything contained in T.R. 3.01 of these rules, the direct appropriation of
departmental receiptsfor departmental expenditure shall beauthorised inthe caseof: —

(8 moneysreceived on account of the service of summonses, diet-money of witnessesand similar
purpose, inthecivil, revenueand criminal cases,

(b) depositsreceived at acivil court and utilised by the court to meet claimsfor therefund of such
deposits,

(c) non-appealablecriminal cases, compensation may be paid out of thefinesimposed and realised
beforethe partiestaking leave of the court. Therealisation of the compensation finefromthe
offending party anditsdisbursement to theinjured party shall be noted in the proper columnsof the
Fine Register, the Magistrate being responsiblefor the correctness of the entriesmadetherein;

(d) feesreceived by the Government empl oyees appointed as Notary Public, under the Negotiable
Instrument Act, 1881 (Act No. 26 of 1881), and utilised to defray legal expensesincurred by
theminthedischarge of their dutiesas such Notary Public;
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(e) cashfound onthe personsof prisonersat thetime of their admissiontojail, and used for the
repayment by the Jail Superintendentsunder departmental regulationsof smilar sumsdueto other
prisoners, ontheir release;

(f) chargespayableby theMinistersor the Government Official son account of telephone callsmade
for private purposesmay beretained by the Drawing and Disbursing Officer in departmental cash,
by making necessary entriesin the Cash Book for adjustment by short drawalsin thenext bill.

Explanation. —For the purpose of thisrule, it ishereby declared that the authority givento appropriate
departmental receiptsfor departmental expenditure, asstated in clause (a) to clause (f), shall not be construed as
authority to keep the departmental recel ptsand expenses defrayed therefrom outside the account of the payments
into, and thewithdrawa sfrom, the Government Account.

3.04. SaveasprovidedinT.R.3.01and T.R. 7.07to T.R. 7.12, money received by any Government
employee, whether inan officia or another capacity which do not relateto or form part of therevenue of the State,
shall not beincluded inthe Government A ccount and such Government employeeisnot required to pay intothe
Government Account any such money. If any doubt arisesregarding the nature of the money received by any
Government Official, thematter shall bereferred to the State Government whose decision shall befinal.

3.05. (1) Saveashereinafter provided, a Government employee shall not, except with the express
permission of the Government, open abank account inany commercia bank for depositing Government money
withdrawn from the Government Account:

Provided that the State Government may in exceptional or specific cases, alow any bank account outside
the Government Account, wherethe need isinescapable.

2 With the permission of the Governor, his Secretary or the Military Secretary of the Governor may
open an account in abank for the deposit of funds under the personal control of the Governor.

3.06. (1) Theprocedureto beadopted by the Government employeesin receiving moneyson account
of therevenuesof the State, granting recel ptsfor such moneysand paying them into the Government Account of
the State, and by the bank in receiving such moneys and granting receipts for them shall be such as may be
specified by the State Government after consultation with the Accountant-Genera (Accountsand Entitlement),
West Bengal, where necessary.

2 The procedure so prescribed shall, among other matters, contain provisions so asto securethe
followings —

(& any person, who desiresto pay money into thetreasury linked bank or any other bank authorised
by the Finance Department on Government Account, shall present with it achallanin
quadruplicateor triplicateand in such form asspecified in clause (b). Thechallan shdl clearly
show nameand address of the person tendering the money, the nature of the payment, and the
person or Government employeeor official on whoseaccount itismadeand shall contain al
theinformation necessary for the preparation of therece pt to begivenin exchangeand for the
proper accounts classification of the credit and itsall ocation between different concerned
departmentsof the State Government.

(b) Thechalanformshal,ingenerd, beinT.R. Form No. 7 or such other formfor specific class
of revenuereceipts or duesor deposits as may be specified by the State Government from
timetotime. The Head of account upto detailed Head and other particularsnoted on challan
shall beverified andinitialled asatoken of verification by the Departmental Officer. If thereis
no Departmenta Officer at the place wherethe bank issituated, thisverification shal be made
by the Treasury Officer. At thetimeof verification, itisto be ensured that the Head of account
upto the detailed Head ismentioned correctly. For the purpose of particular classof receipt,
the Head of account with code may be printed onthe T.R.Form No.7, where necessary. After
verification, the challansshall bemarked ‘theorigind’, ‘ theduplicate’ and *thetriplicate’ and
the Departmental Officer or the Treasury Officer asthe case may be shall enfaceit with an
order to the bank to receive the money and to grant areceipt. All the copiesof the challans
thusenfaced shall then bereturned to the payer, who shall proceed with themto thebank. The
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bank shall receive the money and an acknowledgement shall be granted by the bank to the
payer ontheoriginal challan, the other two or three copies, asthe case may be, being retained
by the bank to beforwarded to the treasury with the daily account;

(¢) Incaseswherethemoney istendered through the passbook, al the copiesof challanmay be
sent by thebank direct to thetreasury. Thetreasury shdl after taking action onthem, retainone
copy and send therest to the concerned Departmental Officer wherefrom the payer’s copy
shall besupplied. Without certification by the Departmental Officer or by the Treasury Officer,
thebank shall not accept such challan and receive the money. In case of any doubt, the bank
may refer the challan to the Treasury Officer for verification. One copy of the challan shall be
forwarded to the Departmental Officer by thetreasury.

(d) inrespect of depositsof moneysinto the banksin Kolkatathe provisionsof clause (b) above
shall apply mutatismutandis;

(e) if achequeonlocal bank isaccepted in payment of Government dues, areceipt for the
amount tendered by such cheque may beissued to the depositor, clearly indicating that the
receiptisvaid, subject to realisation of the cheque. Thisamount shall beincludedinthedaily
account rendered to the treasury by the bank on the date of realisation of the cheque;

(f) theadvicesof receipt under any provisionsof theserulesarerequired to be sent to offices
and departments and consolidated receiptsor certificatesof receiptsby, any such provisions
required to be givento any office or departments, shall be given by thetreasury onthebasisof
thescroll received from the bank.

(90 moneysreceved by officersof the Departments named in column (2) of the Tablebelow, shall
bereceived at the bank directly without theintervention of the Treasury Officer in accordance
with the special rule specified in column (3) of the Table thereof against the respective

Department :
Table:

Sl. No. Name of the Department Special rule

@ 2 ©)

1 Public Works Department or Rule3torule5 of
Irrigation and Waterways Part | of Appendix 5.
Department

2. Forest Department. Rule2torule5 of

Part I1 of Appendix 5.

(h) challanformsshall be suppliedto the bank by thetreasury;

(i) inevery caseof recovery of overpayment madein cash, achallan shall bepresentedintriplicate,
containing full particularsof the number and date of encashment of the voucher and alsothe
Head of account under which theamount wasoriginaly drawn, onecopy of the challan being
forwarded by thetreasury to the Accountant-General (A ccounts and Entitlements) , West
Bengal, in support of the creditsincorporated in the monthly schedule of receipts of the
department concerned.

(3) Thechallansfor payment of excise duty on portableforeign liquor, absolute alcohoal, rectified
Spirit, and spirit contained in medicina and other preparationsmay, where necessary, be presented in quadruplicate.

(4) A specia form of challan hasbeen prescribed for the payment of tax under the West Bengal
Agricultural IncomeTax Act, 1944 (West Bengal Act 1V of 1944). The portion of the challan marked “ Original”
In respect of payment of agricultural incometax received during aweek shall be sent by thetreasury or thebank to
the Agricultural Income Tax Officer withinthe next week at thelatest, accompanied by an advicelist showing all
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paymentsof tax recelved.

(5) For each and every repayment of loansmadedirectly to thetreasury by loanee, challan shal dwaysbe
presented in quadruplicate, one copy thereof being supplied to the respective collecting staff, asand whenitis
credited.

(6) Thechallan for payment of salestax need not be signed by the Departmental Officer, namely, the
Commercial Tax Officer concerned before presentation to thetreasury. They shall be presented in quadruplicate.
Oneof therece pted copiesof the challansshall be sent by thetreasury or the bank to the Commercia Tax Officer
concerned within oneweek from the date of presentationin thetreasury at thelatest, accompanied by an advicelist
showing al paymentsof tax recelived. Two copiesof thereceipted challansshall bereturned to thedealer, namely,
thedepositor.)

(7) Inthe case of payment of tax under the West Bengal Motor Vehicles Tax Act, 1979(West Ben. Act IX
of 1979) thetreasury, shall, on the same day on which the payment ismade, forward acopy of the challanto the
Taxing Officer concerned through amessenger if hisofficeislocated in the same place wherethetreasury, and by
post, inall other cases.

3.07. (1) Thechequesor draftsonlocal banks may be accepted in payment of Government dues, or in
settlement of other transactionswith the Government, if the cheques have been crossed by the drawer or the
acceptance of uncrossed chequesinthat class of transactions has been permitted by the Government. A receipt for
the amount tendered by cheque or the draft may beissued clearly indicating that thereceiptisvalid, subject to
realisation of the cheque or thedraft. A formal receipt shall beissued after clearance of the cheque or draft. The
collection charges of the bank, if any, shall be recovered by or under instructions of the bank from the party
presenting the cheque.

(2) Thepreliminary acknowledgement of therecei pt of the cheque or thedraft shal begivenintheformas
mentioned below: —

“Received cheque/ draft No. ........cc...cenveen. . fOrTUPEES. e dravnon...............
ONACCOUNE OF ..ie i e e "

as per challan No.

Thereceiptisvaid subject to realisation of the cheque/draft.

(3) The Reserve Bank of Indiaand any other bank acting as agent of the Reserve Bank of Indiashall
reservetheright to refusethe collection of chequeswhich, intheir opinion, cannot reasonably be undertaken and
which they would not accept on behalf of their own constituents.

(4) TheCaollector of Excise, Kolkata, may accept chequesor draftsin payment of exciseduty andtoissue
passes before such chequesor draftsarerealised subject to thefulfilment of thefollowing conditionsmentionedin
clause(a) toclause(c): —

(a) that only chequesor draftsdrawn on abank mentioned in the Second Schedul e appended
to the Reserve Bank of IndiaAct, 1934(2 of 1934), are accepted;

(b) that such chequesor draftsare endorsed by the bank as* accepted for payment” or “good
for payment”; and
(c) that stepsaretakento realisethe said chequesor draftswithout delay.
(5) TheCollector of Stamp Revenue, Kolkata, may accept cheques or draftsthrough the State Bank Of
India, Esplanade Branch drawn by the West Bengal State Electricity Board, in payment of the cost of slampsto be

affixed onthe documentsexecuted by it and i ssue stampsbefore such cheques arereali zed subject to thefulfilment
of thefollowing conditionsmentioned in clause (a) and clause (b): -

€) that cheques drawn on abank mentioned in the Second Schedul e appended to the Reserve Bank
of IndiaAct, 1934, (2 of 1934); and

(b) that stepsaretaken to realisethe said chegqueswithout delay by the said bank.
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(6) Inthe event of acheque or draft being dishonoured on presentation, thefact shall bereported at once
to thetenderer with ademand for payment in cash, and the Government shall not accept any liability for lossor
damage, which may possibly occur asaresult of delay inintimating that the cheque has been dishonoured. The
dishonoured cheque or draft shall bereturned to thetenderer on surrendering the preliminary acknowledgement
for thecheque or the draft.

(7) When Government dueswhich are payable by certain fixed dates are paid by cheque, the person
desiring to make such payment by cheque shall take suitable precautionsto ensure that hischequereachesthe
receiving agency bank at the latest on theworking day preceding the date on which the payment isto be made.
Chequesreceived onthelast day of payment of Government duesmay berefused at the discretion of the officer to
whom they are tendered and those received later shall not be accepted.

(8) TheGovernment may, inrelationto any particular classof transactionsinvolving payment of Government
dues, issueordersvarying or relaxing any of the conditionsmentionedinthisrule.

Explanation - Theterm “local banks” asused in thisrule meansbanks (including the Reserve Bank and
the State Bank of India), located in the station in which abank treasury issituated.

3.08. (1) Whenthechequeor draft ishonoured on presentation, payment shall be deemed to have been
made—

(8 if thechequeishanded over to the government’ sbankersor to agovernment officer authorised
to receivemoney on behalf of the Government, onthe date onwhichitisso handed over; or

(b) if itissent by postin pursuance of aninstruction to make payment by post, on the date on
whichthe cover containingitisput into the post:

Provided that where achequeis marked asnot payabl e before a certain date, the payment shall not be
deemed to have been made until the date on which it becomes payable.

2 Theprovisionsof clause (b) of sub-rule(1) shall apply mutatis mutandisto paymentsmadeto the
Government by postal money order or by any other recogni sed mode of remitting money by post.

3.09. Thespecid rulesfor acceptance of cheques, bank pay ordersand bank credit challansfromthe
publicin some Departments sha | be guided by the respective departmenta regulations.

I ssue of Duplicates or Copies of Recelpts

3.10. (1) Noduplicate or copiesof receipt issued for money received shall be given by any Treasury
Officer or any other Government officia onthe ground that the originalshave been lost.

(2) Where any necessity arisesfor issueof duplicatesor copiesof receipts, acertificate of credit
may beissued intheform given below on payment of asearching feeof Rs. 10 by thedepositor for each certificate.

Certificate of credit

Certifiedthatasumof Rs........................ (RUDPEES ... e e )
only hasbeen credited to the Government of West Bengal under theHead of account..............cocoeveiiiincnnne. by
challanNo.............coooiiiiiis dated........ooviiiiii, infavour ..............ooeeenils

Station........oveiii

Dated.......cvvviiiiieenn. TOJ/AT.O./

PA.O./APAO.

(3) Thecertificate shall beissued on the application made by the depositor stating theloss of theorigina
treasury challan and giving hisfull addressand the particulars of thedeposit. A receipted challan showing payment
of the searching feeinto the agency bank under the Head “0070-Other Administrative Services-60-800-Other
Receiptsincluding Census-009-Recei pt on Account of Other than Census-27-Other Receipts’ shall accompany
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theapplication.

(4) Theprohibition under sub-rule (1) extendsonly to theissue of duplicates ontheground that originals
have beenlost, and doesnot apply to casesauthorised by theserulesor by specia ordersof the State Government
inwhich duplicateshaveto be prepared and tendered with originals.

(5) All Government Departments shall be exempted from payment of the searching feein respect of
deposits made by them but the benefit of such exemption shal not beadmissibleto any Public Sector Undertaking
or semi-Government Organisation or thelocal bodies.

(6) Inrespect of depositsof house rents made by tenants under the West Bengal Premises Tenancy Act,
1997 (West Ben. Act XXX VI of 1997), certificate of credit may berequisitioned without payment of prescribed
feesby the authority whoiscompetent to order refund of the amounts deposited by thetenants.

(7) The provisionsof sub-rule(4) and sub-rule (5) shall not be applicableto certificates of creditsissued
by the Reserve Bank of India, which shall continueto charge asearching fee asfixed by thebank, evenwhenthe
certificate of credit isissued at therequest of Government Department.

Departmental Regulations

3.11. Subject to provisions of these rules, the detailed procedure to be adopted by any particular
department of the State Government with regard to realisation of Government duesand granting of recei pt for the
money received may be prescribed by departmental regulations.

Payment of Money

3.12. Thepaymentsof money into the bank may be madein cash, but cheques, pay orders, depositsat
call receipt, banker’s cheques or bank credit notes of the local banks, accepted under the provisions of the
foregoing rules, shall aso bereceived for credit inthe Government Account.

3.13. (1) Whenever under the provisionsof T.R. 3.03, moneysreceived on account of the revenues of
the State, instead of being paid into the bank, are utilised to meet departmental expenditure, thegrossreceiptsand
the payments madetherefrom shall be entered into gppropriateregister for paymentsinto and withdrawa sfromthe
Government Account and accountsthereof in T. R. Form No. 5 shall be sent on amonthly basisto the Accountant-
Genera (Accountsand Entitlements), West Bengal, with full classification of the payment, so astoreachhimby 5™
day of thefollowing month. If thereceiptsarein excess of paymentsmade, the excessshall beremitted to thebank
throughchdlan.

(2) When aDepartmental Officer remitsachequeto the bank in adjustment of departmental receipts
temporarily appropriated for departmenta payments, the particulars of the cheque shall be noted onthechalan or
remittance note.

3.14. Anofficer remitting achequeto thebank for transfer credit in the Government Account, shall
endorse the words “ Received payment by transfer credit to 1 (a)................c..ccuun.... " on the back of the
cheque and the amount shall betransfer credited through accompanying challanintriplicate. The officer who
endorsesachequein blank shall beheld primarily responsiblefor theloss, if by any chance such achequeispaid
incash.

Special Procedure applicable to Particular Departments

3.15. The procedure to be observed by the Public Works Department, Irrigation and Waterways
Department and the Forest Department in depositing moneysreceived by theminto the Bank shall beregulated by
theruleslaid downin Appendix 5. The procedure mentioned in the said appendix shall also be observed by the
Treasury Officer in handling such departmental remittances.
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CHAPTERA4
Withdrawal of M oney from the Gover nment Account
Section | —General Principles

4.001. Inthissection, “withdrawal” refersto thewithdrawal of the money from the Government account
for disbursement of or on behalf of the State.

4.002. Unlessthe Government after consultation with the Accountant-Generd (Accountsand Entitlement),
West Bengdl, directsotherwise, money may not be withdrawn from the Government Account without thewritten
permission of the concerned Treasury Officer or the Pension Disbursement Officer or the Pay and Accounts
Officers, Kolkataor an officer of thelndian Audit and Accounts Department authorised in this behalf by the
Accountant-General, (A ccountsand Entitlement) West Bengal. All such withdrawal shall be made by drawing
chequesin accordance with the procedures asmentioned in Appendix 10.

4.003. TheAccountant-Genera (Accountsand Entitlement), West Bengal, may permit withdrawal for
any purposewithin provision of theserulesor on authorisation by the State Government.

4.004. Subject tothe provisionsashereinafter provided, the Treasury Officer may permit withdrawal
from thetreasury linked bank for al or any of the purposesas stated in thefollowing clause () to clause (f): —

(& topay sumsduefrom the State Government to the Drawing and Disbursing Officer;

(b) toprovidethe Drawing and Disbursing Officer with fundsto meet hisimmediate requirements of
payment of claimslikely to be presented against Government by —

(i) other Government employees, or
(i) private parties,
(c) toenablethe Drawing and Disbursing Officer to supply fundsto another Government employeeto
meet Smilar clamsasreferredtoin clause (b);

(d) tomakeany refund or repayment in accordance with any special provision of an Act or therules
made thereunder;

(e) toenablean authority empowered to makeinvestment of money standing in Government Account
for the purpose of such investment;

(f) toenableaDrawingand Disbursing Officer to draw grants-in-aid, contributions, subsidies, loans,
advances, scholarships, stipends, etc. for payment to a local body, the State Public Sector
Undertaking, semi-Government Organi sation, non-Government Organi sation, €tc.

4.005. Unlessexpressly authorised by the Government or by the Accountant-General (Accountsand
Entitlement), West Bengdl, a Treasury Officer shal not permit withdrawal for any purposenot specifiedin T.R. 4.004.

4.006. ExceptasprovidedinT.R.4.016 aTreasury Officer shall not permit withdrawal from bank for any
purpose unlesstheclaim for withdrawal is presented by such personandin such form, and subject to such checks
by the Treasury Officer as stated in other relevant rulesor order of the State Government for thetimebeingin
force. The procedurefor withdrawal from bank shall, inter alia, contain provisionsso asto secure—

(& that any person having aclaim against Government shall present hishill at thetreasury through the
concerned Drawing and Disbursing Officer, duly recel pted and stamped, where necessary, and unless
otherwise specially provided, no such claim shall be paid unlesstheclaimisfirst submitted to, and the
payment directed by, the Treasury Officer;

(b) that al billsand vouchersonwhich payment isordered by the Treasury Officer shdl clearly indicatethe
complete Head of account to which the payment isto be debited, how theamount of the payment isto
beall ocated between the different unitsunder the same mgjor headsand the amount or amounts, if any,
to be debited to other State Governments;
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(c) that separatebillsshall be presented for withdrawal s by one sanction for different mgjor, sub-major,
minor, schemeor detail heads;

(d) that al such claimsto atreasury for payment from abank shall be presented through aDrawing and
Disbursing Officer or through Government officer authorised specifically to countersigntheclaimon
the basisof express delegation or on the basisof aGovernment order issued for this specific purpose.

4.007. (1) No Treasury Officer shall haveageneral authority to make payment on demands presented at
thetreasury, except otherwise provided under theserulesin respect of the authority to make payment by him.

(2) If ademand of any kind ispresented at atreasury for payment whichisnot authorised by or under these
rules, or such authority isnot covered by sanction of the State Government or not received from the A ccountant-
Genera (Accountsand Entitlement), West Bengd,, the Treasury Officer shall decline payment for want of authority.

(3) A Treasury Officer hasno authority to act under an order of the State Government sanctioning a
payment, unlessthe order isan express one directing him to make the payment and specifying the name of the
treasury, the name of the Drawing and Disbursing Officer, purpose of sanction and the Head of account infull, for
the purpose of such payment.

(4) TheTreasury Officer shal check theorder received and verify, theauthenticity of theorder communicated
tohim.

(5) Incasethe Treasury Officer hasnot received the communication directly from the concerned sanctioning
authority, hemay act upontheorder onthebasisof acopy of the sanction duly attested by the sanctioning authority
and in such case, sufficient precaution shall be taken by the Drawing and Disbursing Officer and the Treasury
Officer to guard against payment onthebasisof original order.

4.008. A Treasury Officer shal not honour aclaim, which he considersto bedoubtful. Heshall returnthe
bill with necessary commentsor clarifications. He may, in case heisnot satisfied with the clarification of the
Drawing and Disbursing Officer, refer the sameto the Director of Treasuriesand Accounts, West Bengal, for
further clarification of orders. Hemay either return thebill with necessary commentsto the Drawing and Disbursing
Officer or seek further clarification from the Director of Treasuriesand Accounts, West Bengdl. In order to ensure
checking of billswith referenceto sanction order or authority, asuitablerecord shall be maintained at thetreasury
for noting the sanction order or authority with attestation by the Treasury Officer. After payment of thebill, the
relevant sanction order or authority shall becancelledinredink. An Allotment Register (showing DDO wiseand
Unitwise) shal aso bemaintained at thetreasury for noting theexpendituredrawn against the allotment of fund. If
the Government direct otherwise, no bill shall be entertained unlessthereisallotment of fund.

4.009. Exceptasprovided by T.R. 4.010 and 4.011, apayment shall, unless Government by general or
specia order otherwise directs, be made by thetreasury under jurisdiction of whichtheclam arises.

4.010. (1) Theleave-sdary and other alowancesof the Government employeesincluding officersmay be
paid from the officefromwhich their pay and allowanceswere being drawnimmediately beforethey proceeded on
leave.

(2) Incaseof transfer, the leave-salary may be drawn from the new place of posting onthe basisof Last
Pay Certificateand non-drawal Certificate.

(3) Incaseof retirement or superannuation, the claim of retired or superannuated employeeshal bedrawn
fromthe placefromwhereheretired or superannuated, by thelast Drawing and Disbursing Officer or by an officer
authorised by the Government and arevised Last Payment Certificate shall beissued accordingly.

4.011. Thepension payableinIndiamay be paid from any treasury of the State, unlessaparticular
pensionispayableby the bank.

4.012. (1) Nowithdrawal of money shall be permitted in order to meet the pay, leave-sdary, areward or
afeeinrespect of agroup A Government employeewithout the order of the Head of the Office or Department or
the authority empowered by the State Government to sanction those charges.
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(2) Thewithdrawal of money in order to meet increment in pay in respect of permanent Government
employeesof all categoriesmay bedrawn by the Drawing and Disbursing Officers on the due date without any
order of the Head of the office or the higher authority, unless otherwise withheld by written order. In respect of
large establishmentslike Secretariat establishment, increment in pay shall bedrawn by the Drawing and Disbursing
Officer onthebasisof increment certificateissued by the authorised Officer empowered for the purpose. This,
however, does not dispense with recording of annual or periodical increment in pay inthe Service Book by the
Head of the office.

(3) Nowithdrawal of money shall be permittedin order to make payment of any pension and gratuity until
the Accountant-Genera (Accountsand Entitlement), West Bengdl, or the Director of Pension, Provident Fund and
Group Insurance, West Bengal or the Legidative Assembly Secretariat hasissued authority for suchdrawal. This
restriction shall not apply in respect of provisional pension or provisiona gratuity payment ordered by the head of
theoffice.

4.013. Nowithdrawal of money shall be permitted on aclaimfor thefirst time of any seriesof payment
from atreasury on salariesto a Government employee other than a person newly appointed to a Government
sarvice, unlesssuch claimissupported by alast pay certificatein T.R. FormNo.13. Thelast pay certificate shal be
issued by the Drawing and Disbursing Officer, inall cases. Unlessalast pay certificateis surrendered to the
concerned Drawing and Disbursing Officer with dueorder for drawal of persond entitlement on salaries, etc, from
the new station, the Treasury Officer shal not permit any withdrawal of money in respect of salary of theofficer.

4.014. TheTreasury Officer shall beresponsibletothe Accountant-Genera (Accountsand Entitlement),
West Bengdl or the Accountant-General (Audit), West Bengal and the Director of Treasuriesand Accounts, West
Bengal for acceptance of thevalidity of aclaim against which he has permitted withdrawal of money.

4.015. TheTreasury Officer shall obtain sufficient information asto the nature of every payment heis
making and shall not accept aclaim, which doesnot formally present that information, unlesstherearevalid
reasons, which heshall record inwriting for omittingit.

4.016. (1) A Treasury Officer may object to the payment of abill through objection memo, asprescribed
inAppendix 10. The Tressury Officer may aso passany claim after retrenchment giving intimation of retrenchment
through aretrenchment dip prescribed inthesaid Appendix 10.

(2) A bill containing an arithmetical inaccuracy or an obvious mistake may be cleared by the Treasury
Officer indicating thedeficiency inthebill through half margin memo givenin Annexure E of Appendix 10.

(3) A Treasury Officer may make payment of abill onaprovisional basisasrequired under theserules
indicating the objectionsraised, which shall beclarified by the Drawing and Disbursing Officer within 15 days.

4.017. (1) A Government official whoisauthorised to draw money by meansof cheques, shall notify to
thebank and the Treasury Officer upon which hedraws, the number of each cheque book brought into useand the
numbersof chequefoliosit contains.

(2) Unlessotherwise permitted by the State Government, al paymentsat thetreasury shall be made by
drawing chegues. Therulesin respect of payment by chequesat treasuriesshall be prescribed in Appendix 10.

(3) The proceduresfor payment of pens on through the public sector banksshal be prescribedin Appendix
15 Part-A and Part-B.

4.018. (1) WhenaGovernment officia whoisauthorised to draw or countersign chequesor billspayable
at thetreasury or thebank, makes over charge of hisofficeto another, he shall send aspecimen of therelieving
Government officer’ssignatureto the Treasury Officer or the bank, asthe case may be.

(2) Thespecimen signature of aDrawing and Disbursing Officer in respect of anewly established officeor
an office shifted from thejurisdiction of onetreasury to another treasury, shall beforwarded to the concerned
Treasury Officer dongwithaletter of authority todraw fund, by the Accountant-Generd (A ccountsand Entitlement),
West Bengdl.
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(3) The Treasury officer shall not make any payment to the new Drawing and Disbursing Officer till he
receivesthe specimen signature of the Drawing and Disbursing Officer dong with theletter of authority fromthe
Accountant-Genera (Accountsand Entitlement), West Bengdl.

(4) TheDigtrict Magistrate may, however, authorise provisiona payment of oneor two establishment bills
of such newly established office subject to the condition that heis personally satisfied about theidentity of the
Drawing and Disbursing Officer and genuineness of the said office. Asand when the District Magistrate permits
provisona payment, heshall obtain post-facto approval of the Director of Treasuriesand Accounts, West Bengdl.

4.019. (1) Four setsof specimen signature of the Drawing and Disbursing Officer or the Countersigning
Officer inrespect of anewly established office shal be sent to the A ccountant-Genera (A ccountsand Entitlement),
West Bengdl, along with the order in which the officer isdeclared competent to draw fund or, asthe case may be,
to countersign billsa ong with the Government order creating the establishment. The specimen signaturesshall be
attested by the authority sanctioning the establishment of such newly established office.

(2) Onreceipt of theauthority from the Accountant-General (Accountsand Entitlement), West Bengdl, the
Treasury Officer shall request the Director of Treasurisand Accounts, West Bengal for assgnment of code number
to the concerned Drawing and Disbursing Officer and after receiving the code number from Director of Treasuries
and Accounts, West Bengal the same shall be communicated to the Drawing and Disbursing officer and the
Accountant-Genera (Accountsand Entitlement), West Bengdl.

Section. - |1 —Procedurefor Withdrawal
Mode of withdrawal

4.020. Saveasotherwisespecialy provided intheserules, money may not bewithdrawn from
the Government Account except by presentation of billstothetreasury. If thebillsso presented arefound admissible,
the Treasury Officer shall issue chequesfor payment in accordancewith the provisionsof sub-rule(2) of rule4.021
The purpose for which and the conditions under which money may bedrawn directly by chequesare specified
herein.

Explanation. — For thepurposeof thisrule, abill isstatement of claimsagainst the Government specifying
the nature and amount of the claim either in grossor by items, and includes such astatement presented intheform
of asimplereceipt and such abill or achegque becomesavoucher when such bill duly receipted and stamped

“pad’.

Presentation of claims

4.021. (1) Saveashereinafter provided, al billsor chequesin payment of claimsagainst Government
shall be presented by an authorised Drawing and Disbursing Officer through duly authenticated Bill Transt Register
maintained in T. R. Form No. 6 at the treasury, depending on the location of the office of the Drawing and
Disbursing Officer or of the office of authorised officer for disbursement. Such billsshall be duly recei pted and
stamped, where necessary.

(2) After such checksand verification asstated intheserulesand other relevant regulationsfor thetime
beinginforce, if abill isfound admissible, the Treasury Officer shall issue cheque drawn upon thelinked bank
against thebill.

(3) Therulesfor issue of chequesagainst billsshall be prescribed separately in Appendix 10.

4.022. Whenaperson not in Government employment claimspayment for work done, servicesrendered
or goods and articles supplied, such claimsshall be submitted through the authorised Drawing and Disbursing
Officer of the Head of the office under whoseimmediate order theworksweredone, servicesrendered or supplies
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made. Such clamsshall be presented in prescribed form of bill to thetreasury through the authenti cated Bill Transit
Register of the Drawing and Disbursing Officer of theunit and shall be supported with necessary sub-voucher, i.e,
partiesbill duly receipted and stamped where required with necessary pay order issued over the same by the
competent authority.

4.023. Theprocedureto be observed by the Drawing and Disbursing Officersof the Works Executing
Departments and the Forest Department for withdrawal from the Government Account shall beregulated by the
provisionsprescribed in Appendix-5.

Arrear Claims

4.024. (1) Every Drawingand Disburang Officer shdl arrangetodraw aclamimmediately fter it becomes
due.

(2) If, for any reason aclaim has not been preferred within oneyear of itsbecoming due, the same may be
drawn in such manner as stated in sub-rule (3) to sub-rule(6).

(3) The claimsof Government employeesrelating to arrears of pay, allowances, incrementsetc., and
clamsof personsnot in Government servicewhich have been dlowed to remainin abeyancefor aperiod exceeding
oneyear but not exceeding three years may be sanctioned by the Head of the officefor drawal after verification of
therecordsof the concerned office. Before according such sanction, the Head of the office shall ensurethat details
of claimsof Government employeeshave been duly entered in the respective service booksand that acertificate
from the Drawing and Disbursing Officer about non-drawal of the claim hasbeen recorded. Thereasonsfor non-
drawa shdl beexplained by the Drawing and Disbursing Officer and the Head of the office shdl satisfy himsdlf that
thedelay isnot dueto negligenceor carelessnesson the part of the Drawing and Disbursing Officer. If the Head of
theofficeishimself the Drawing and Disbursing Officer in respect of aclaim, such verification of claim shall be
made by thenext higher authority, unlesstheamount of claimisRs.1000/- or less. Thefact of drawal of such arrear
shall also be suitably recorded in the service book of the concerned Government employee.

(4) The claimsof Government employeesrelating to arrears of pay, allowances, incrementsetc., and
claimsof personsnot in Government servicewhich haveremained undrawn for aperiod exceeding three yearsbut
not exceeding Six yearsshall be paid after the sameisverified and sanctioned by the Head of the Department with
referenceto the servicerecord, the non-drawal certificate of the Drawing and Disbursing Officer, thereason
explaining such non-drawal with referenceto any other record asmay be considered necessary for verification of
theclaim. Inrespect of arrear clamsof the office of the Head of the Department, the Head of the Department shall
himself verify the genuinenessof the claim and if satisfied, accord sanction to thedrawal. In respect of personal
claimsof theHeads of Department himself and the officersabove him, the sanction shall beaccorded in each case
by the administrative Department after verification of the entitlement to the arrearswith referenceto records
mentioned above. Thefact of drawal of such arrear shall also be suitably recorded in the service book of the
concerned Government employee.

(5) Theclamsof Government employeesrelating to arrear of pay, allowances, increment, etc., and clams
of personsnot in Government servicewhich havefaleninto arrearsfor aperiod exceeding six years, but not time
barredinaccordancewiththeprovisonsof law reaingtotheLimitation Act, 1963 (36 of 1963), shdl beinvestigated
and sanctioned by the admini strative Department. Thefact of drawal of such arrear shal aso be suitably recorded
inthe service book of the concerned Government employee.

(6) Inall casesof sanctionto arrear claims, it shall be clearly indicated that the officersand staff alowed to
draw thearrear claim areentitled to theclaim. A declaration from the concerned employeeshall be obtainedtothe
effect that in case of excess payment, the same shall berecovered from his/her pay and/or gratuity. Inall such
cases, sanctionsfor drawal shall be communi cated to the concerned treasury, theadministrative Department, the
Finance (Internal Audit) Department, the Accountant-General (Accountsand Entitlement) West Bengal, or the
Accountant-General (Audit), West Bengal, and the Director of Treasuriesand Accounts, West Bengal.

(7) Inal casesof clamsarising retrospectively on the basis of sanctionsor ordersissued on asubsequent
date, the period of oneyear or threeyearsor six yearsreferred toin sub-rule (3) to sub-rule(6), shall becalculated
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from the date of sanction order and not from thedatefromwhich the claim arises.

(8) Thearrearsof pay and alowance, including fixed alowances, leave sdary or contract allowances, shall
bedrawn, not in the ordinary monthly bill, but inaseparatebill, theamount claimed for each month being entered
separately, quoting the bill from which the chargewas omitted or withheld, or onwhichit hasbeen refunded by
deduction, or of any specia order of competent authority granting anew allowanceor anincreasein pay. A note
of thearrear bill, shall invariably be madein the office copy of thebillsor the Pay Bill Register for theperiodto
which the claim pertains, over the dated initialsof the drawer of thearrear bill, in order to avoid therisk of the
arrearsbeing claimed morethan once.

(9) Thecertificateto begiven onthebody of thebill for arrear claimsregarding non-drawa of thesamein
theorigind bill, shal befurnishedinthefollowingforms—

“Arrear clamdrawninthisbill has not been drawn before and necessary notes have been kept inthe
Officecopiesof therelevant bills / Pay Bill Register under my dated initial.”.

(10) (a) Thearrearsof pay and alowancespertaining toapost held previoudy, thearrear pay and alowances
duein respect of the old post (on account of are-fixation of pay and allowances) may be drawn by the present
Drawing and Disbursing Officer who isrespons bleto draw and disburse emoluments of the Government employee
againgt the new post under the same Department or another Department of the Government of West Bengal or any
Department of other Government.

(b) The' Dueand Drawn Statement’ in respect of arrears shall be prepared by thelatter Drawing and
Disbursing Officer and sent to that of the earlier officeor parent office, asthe case may be, for verification of the
dam.

(c) Theearlier officeor parent officemay check such‘ Dueand Drawn Statement’, make entriesintheir
recordsand return to the concerned Drawing and Disbursing Officer with acertificate that the arrearsrelating to
the Government empl oyee have been correctly cal culated and noted in therelevant office copiesof thebillsor the

Pay Bill Regigter.
(d) Onreceipt of the* Dueand Drawn Statement’ duly vetted, thearrear bill may be presented for drawal.

If inter-departmental or inter-Governmental adjustment isrequired inregard to the arrears, the concerned office
shall record the classification and acceptance of the debit.

(12) (8 Thearrearsof dearnessallowanceor additiona dearnessallowance sanctioned by the Government
retrospectively after thetransfer of aGovernment employeefrom one Department to another Department or one
officeto another in the same Department or any Department of other Government, shall be drawn and paid by the
Drawing and Disbursing Officer responsiblefor drawal and disbursement of the emoluments of the Government
employeeagaingt the new post, without getting the* Dueand Drawn Statement” verified from the previous Drawing
and Disbursing Officer.

(b) Before making such payment, it shall be verified from the service book, leave account and last pay
certificatethat thereisno spell of unauthorised absence/half-pay |eavel extra-ordinary leave, during the period for
whichthearrearsare payablein respect of aGovernment employee. (The casesinvolving such spellsshall be
regulated by theprovisonsof themainrule.).

(¢) Anintimation of the payment of such arrearshaving been made shall be sent by the new Drawing and
Disbursing Officer to the Drawing and Disbursing Officer of theearlier officefor keeping necessary noteinthepay
bill register. Hemay check thedetail sof paymentsauthorised by the new Drawing and Disbursing Officer andin
caseany discrepancy or overpayment isnoticed, heshall intimateit to the new Drawing and Disbursing Officer for
recovery fromthe Government employee.

(d) The previous Drawing and Disbursing Officer shall send aconfirmation to the present Drawing and
Disbursing Officer about hishaving kept anote of the payment of arrearsinthe pay bill register. The Drawing and
Disbursing Officer shdl watch therecei pt of such aconfirmationfrom the previous Drawing and Disbursing Officer
and shall makeanotetothiseffectinthe pay bill register of hisoffice.

(12) In case of transfer including transfer on deputation to a Department of any Government, all arrear
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persona damsof suchemployeesincuding salaries, travelling alowance advances, honorarium, overtimesanctioned
and disbursed by the competent authority, etc. relating to the old post may be drawn at the new Headquartersor
at theplaceinwhichthe pay and allowancesin respect of the new post isdrawn subject to the observance of the
provisonsof theforgoing rulesrelating to drawal of salariesand subject to the condition that Tour Diary had been
approved by the Controlling Officer at the old place of posting and travelling alowance bill issigned by the
Drawing and Disbursing Officer or countersigned by the Controlling Officer at the new place of posting and also
subject to observance of the provision of rule 166A of the West Bengal ServiceRules, Part-11.

(23) In case of Government employeestransferred onforeign serviceterms, the arrear personal claims
including travelling allowance advances shdl be drawn either from the office of theforeign employer or fromthe
place of last posting asmay be decided by the administrative Department.

(24) No persona claim shadl beallowed to bedrawn from theold place of posting after issue of thelast pay
certificateinfavour of aGovernment employeeon histransfer.

(15) In case of deceased Government employees, the arrearsof pay and allowances shall be paidto the
clamantsasmentionedin T.R. 4.084 in the same manner asmentioned in sub-rule (3) to (6).

(16)  Theprovisonsof sub-rule (1), read with sub-rule(3) to sub-rule(6), shall not be applicabletothe
clamson—

@ arrear Pension Payment;
(b) arrear interest on Government Securities; or

(© any other arrear dlams, paymentsof which aregoverned by specia rulesor ordersof the Government
or ordersof the Court.

General instructions regarding the preparation and form of Bills

4.025. (1) Theingtructionswith regard to the preparation of billsshall be such asstated in sub-rule(2) to
sub-rule(15).

(2) Theprintedformsof billsasstatedin sub-rule (1), shall be adopted inthelanguage of English or Bengali
or Nepdi. Thehillsrelating to various classes of claimsshall be preferred in such Form asmay be prescribed for
the purpose.

(3) All billssndl befilledinand signedinindelibleink or ball-point pen. Theamount of each bill shall be
writteninwordsaswadll asinfigures. Thefraction of arupee shal berounded off to the nearest rupee and theword
“only” shall bewritten after theamount in wordsand care shall betaken to leave no spacefor interpol ation.

(4) Thecontractor’shills, which aretrested as sub-vouchersfor the purpose of drawing contingent billsby
the Drawing and Disbursing Officer, may befilledinink or ball-point pen. The Drawing and Disbursing Officer shdll
record hispassorderswith signatureinink or ball-point pen. All other billsor cash memorandaare supporting
documents, which shall betreated in the sameway as sub-vouchers.

(5) Correctionsin thetotal of the bill whether madeinwordsor infiguresshall be attested by thefull
sgnatureof the Drawing and Disbursing Officer with dateinstead of dated initials. Such correction shal beavoided
and in case of acomplicated bill, such correction shall beallowed if attested by the Drawing and Disbursing
Officer.

(6) Erasuresand overwriting in any bill are absol utely forbidden and shall be avoided. If any correction
becomes necessary, theincorrect entry shal be cancelled nestly in red ink and the correction shdl beentered. Each
such correction or alteration or addition shall be authenticated by the Drawing and Disbursing Officer with his
datedinitids.

(7) The Drawing and Disbursing Officer Codeand thefull accountsclassification (17 digit/19 digit code)
with demand number, Departmental Code, shall berecorded on each bill by the Drawing and Disbursing Officer.
Theclassificationin the budget shall befollowed. When all ocation between different Heads of accountsismade by
the competent authority, aseparate bill shall bedrawn for each head of account.
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(8) Thechargesagainst two or moremgjor, sub-major, minor, scheme, or detail headsshall not beincluded
inonehill.

(9) When billsare presented on account of chargesincurred under any specia orders, theorderssanctioning
the charge shall be quoted. The copies of sanction accompanying abill shall beduly certified by aGroup A
Government employee or by the Drawing and Disbursing Officer.

(10) Theauthority under which deductionsaremadein abill, shall be quoted.

(11) Thedatesof payment shall, when possible, be noted by the payeesintheir acknowledgementsin sub-
vouchers, acquittanceralls, etc. If, for any reason, such asilliteracy or the presentation of receiptsin anticipation of
payment it isnot possiblefor the dates of payment to be noted by the payees, the dates of actua payment shal be
noted by the Drawing and Disbursing Officers on the documentsunder their initials, either separately for each
payment or by groups, asmay befound convenient.

(12) When the Drawing and Disbursi ng Officer requires payment to be made through some other person
or agency, he shall specifically endorse an order or furnish such authorisation asmay be necessary to pay to that
specified person or agency. When payment isdesired wholly or partly by aDemand draft, aformal application
alongwith the cheque obtained against therel evant bill shall be madeto the concerned agency bank.

(13) Theobliquelinesshall bedrawn to cover the spaceleft blank either inthe money column or inthe
columnfor particularsof thehill.

(14) A notetothe effect that the amount of thebill isbel ow aspecified amount expressed inwholerupees
shdl invariably berecorded onthebody of thehill inindelibleink or ball-point pen. Theamount so specified shall
bethefigure next abovethe net amount payable but not in excess of the next ten rupees.

(15) The Drawing and Disbursing Officer on every bill record acertificate stating that the amount claimed
inthebill hasnot earlier been drawn and that the office copy and thefair copy have been compared and found to
beagreed.

4.026. All billsfor drawa from Government Account shall berounded off to the nearest rupee (fractions
of 50 paise and above to be rounded off to the next higher rupee and the fractions of lessthan 50 paiseto be
ignored) in accordance with thefollowing principlesaslaid downin sub-rule (2) to sub-rule(10): -

(2) Except for petty cash (i.e. acrossthe counter type) transactionswhich arereflected in the departmental
cashbooks, al Government transactions, whether involving actua recel pt/paymentsor book adjustmentsshall be
inwholerupee.

(3) Theonly typeof transactions, which may involve paise, shall be cash transactionsfor petty purchases
or sales, tram/ busfarethat arereflected in subsidiary books of accountslike Petty Cash Books.

(4) Theinterest onloans or advancesto Government employees, which iscomputed as a percentage of
base amount and recovery of whichiseffected in instalments, shall be made recoverableinwholerupee.

(5) All inner columnsof Saary Billson account of deductionsfor premium on postd lifeinsurance, income
tax, professiond tax, etc, shal berounded off to the nearest rupee. Smilarly, all entitlementsdueto an employeeof
the Government by way of house rent allowance, or dearnessallowance or travelling allowance, etc. shall be
rounded off to the nearest rupee. All book transactionsincluding entries appearing in, inner columnsof billsshall
haveto beinwholerupee. All transactionsthrough chequesor draftsor challansshall only beinwholerupee.

(6) All damson Government by utility or serviceingtitutionslikethe Electricity Boardsor the Corporations,
etc., shal bemadeinwholerupees.

(7) All transactionsrel ating to payment of pensionsto the pensioners of the State Government shall be
madeinwholerupee.

(8) Theamount of Government transactions converted into I ndian currency from foreign currenciesshdl
berounded off towholerupee.

(9) The paymentsfor claimsin respect of office expenses, other chargesetc., where claimantshave no
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objection, shall berounded off to thewhol e rupee, subject to the condition that the rounding off of thefraction of
arupeeshall bedonein respect of the net amount payableonabill and shall not beinrespect of theindividua items
of clamsor adjustmentsinthebill.

(20) Incaseof travelling alowancebill of aGovernment employee, therounding off shall bedoneonly at
thelast stage and shal not beinrespect of eachitem, e.g., railway fare, mileage, daily allowance, etc., comprising
theclamsof theindividudl.

(11) In caseof recoupment bill of permanent advance, theclaim shal bein round figureand thedifference,
If any, shall be adjusted at theend of the Financial Year while closing the books of accounts

Signature and Countersignature on bills

4.027. Unlessthe Government hasexpresdy authorised inthisbehaf, no payment shal bemadeonabill
or order signed by an officer other than the authorised Drawing and Disbursing Officer.

4.028. (1) TheHead of anoffice, if hehimself isaDrawing and Disbursing Officer, may, asatemporary
measure and to meet an emergent situation, authoriseany Group A Government employee serving under himto
sgnabill or order on hisbehaf, communicating the name and the specimen signature of the officer to thetreasury
concerned. Thistemporary measureto authoriseaGroup A Government employee shal not relievethe Head of
theoffice, in any way, of hisresponsibility for the accuracy of the bill or for disbursement of themoney. In such
cases, the authorised Group A Government employeeshall signfor the Head of office.

[llustration. —Inany District, if the Nazareth Deputy Collector isauthorised by the Collector tosign bill,
heshal sign as* Nazareth Deputy Collector, for Collector”.

(2) The concerned administrative Department with the concurrence of the Finance Department shall issue
order for changing of aDrawing and Disbursing Officer on permanent basisfrom one Group A Government
employeeto other Group-A Government employee.

[llustration. —When the designation of the Drawing and Disbursing Officer ischanged permanently from
the Head of officeto other subordinate officer like: from Head of Officeto the Accounts Officer or from Deputy
Director tothe Assistant Director etc., the provision of sub-rule(2) shall be applicable.

(3) Theconcerned Head of the Department shall issuean order for changing aDrawing and Disbursing
Officer asastop-gap measurewhen theregular Drawing and Disbursing Officer goesonleaveor istransferred and
thenew incumbent hasnot joined and the post islying vacant i.e., the designation of the Drawing and Disbursing
Officer ischanged temporarily such asfrom the Assistant Director to the Joint Director.

(4) When Head of office himself isnot the Drawing and Disbursing Officer and theregular Drawing and
Disbursing Officer goeson leaveor istransferred and the new incumbent has not joined, the Head of office shall
issue an order directing another Group A Government employee under his control to take the charge of the
Drawing and Disbursing Officer asatemporary measure. In such casesthe designation of the Drawing and Disbursing
Officer shall not be changed.

(5) Every order under sub-rule(2), sub-rule(3) or sub-rule(4), asthe case may be, shdl be communicated
to the Accountant General (Accountsand Entitlement), West Bengd, the Director of Treasuriesand Accounts
West Bengal, the concerned Treasury Officer, thetreasury linked bank and Finance (Internal Audit) Department.

4.029. Thebillsrequiring prior counter signature shall not beaccepted by atreasury unlesssuch billshave
been countersigned.

4.030. (1) Thebills, whichrequireauthority from the Accountant-General (Accountsand Entitlement),
West Bengal, asstated in sub-rule (2), shall not be presented to the treasury without the necessary authority from
the Accountant-Genera (Accountsand Entitlement), West Bengal .

(2) Thetypesof paymentsas mentionedin clause(a), (b), (c) or (d) shall be subject to authorisation from
the Accountant-Genera (Accountsand Entitlement), West Bengd, beforewithdrawal of money under any ruleor
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order for thetimebeinginforce.

(@ dl pensonary benefitsof retired Government empl oyeesand non-Government College Teechers
and non-teaching staff;

(b) refund of lapsed deposit, the detail ed account of whichisnot maintained inthetreasury;
(¢) inter-Government settlement.
(d) payment of the Provident Fund balances of the Government employees other than Group D.

Duplicates and copies of bills, etc.

4.031. (1) No Government officer shall issueduplicatesor copiesof billsor other documentsfor the
payment of money, which hasalready been paid, on reportedlossof theoriginals. If any necessity arisesfor such
adocument, acertificate may beissued by the Drawing and Disbursing Officer that on aspecified day acertain
sum hasbeen paid to acertain person. Thisrestriction doesnot apply to caseswhere, by any ruleor specia order
issued by the Government, duplicates haveto be prepared and tendered with the originals.

(2) (8) Whereabill passed by the Drawing and Disbursing Officer or the Controlling Officer for
presentation at the treasury and subsequently such bill hasbeen lost either before payment or before
presentation at thetreasury, the Government Officer who drew the original bill shall ascertain fromthe
treasury that payment has not been made onit before heissuesaduplicate thereof.

(b) Whereaduplicatehill hasbeenissued, the Government officer shal immediately communicate
to the Treasury Officer withinstructionsto refuse payment ontheoriginal bill if presented.

(c) On necessary verification of al relevant records, the concerned Treasury Officer shall issue
non-payment certificateand also issuefirminstruction to all concerned so that no paymentismadeinits
future presentation, if subsequently traced out.

(d) Incaseaduplicate copy of thehill isissued, such duplicate copy of thebill shal bear distinctly
onitsfacetheword*“Duplicate” writtenin red ink and the Treasury Officer shall record acertificateon
suchduplicatebill stating that the original bill has not been presented for payment or no payment hasbeen
made on the origina on account of lossof the same.

3 When any kind of bill isrequired to be prepared in duplicate or triplicate, only one copy shal be
signed or countersigned in full and the other copy or copiesmay beonly initialled.

Stamps for receipts

4.032. (1) Receiptsfor al sumsexceeding rupees5000 shall be stamped under section 3, read withitem
53 of Schedule 1 of thelndian Stamp Act (Act 2 of 1899), unlessthey are exempt from stamp duty. A list of items
relating to recei pt, whichisauthorised to be exempted, shall be mentioned in Appendix 9.

(2) Indetermining whether the recei pt obtained in respect of an amount drawn on abill preferred against
Government shall bestamped or not, the net amount of thebill and not the grossamount payableshal betakeninto
account, unlessthereceipt isexempted under the exceptionsreferred to above.

(3) Theprovisionsof therule shall apply mutatis mutandisto payments made by Government funded
bodiesliketheUniversitiesor thelocal bodies.

Cheques

4.033. Saveasexpressy provided intheserules, no person shall be authorised to draw money on more
than onetreasury by meansof chequeswithout specid order of the Government and before he hasbeen placedin
account with that treasury by the Accountant-General (Accountsand Entitlement), West Bengal .
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4.034. (1) Thechequesshall bedrawn onformsin ChequeBooks, which shall besupplied by the Treasury
Officer under whosejurisdiction the office of the Drawing and Disbursing Officer islocated. The Treasury Officer
shall obtain the Cheque Booksfrom the Director of Treasuriesand Accounts, West Bengal, on proper requisition.

(2) The Treasury Officer shall maintainin Annexure R of Appendix 10 a Stock Register of Cheques
Books.

4.035. TheTreasury Officer shall supply one Chegque Book only on receipt of the printed requisitionform
of the Chegue Book under use, duly signed by the officer authorised in thisbehalf.

4.036. Separate ChequeBook shall beused for each treasury. The chequesfrom Cheque Books obtained
fromaparticular treasury shall not be drawn on other treasury-linked bank.

4.037. TheCheque Drawing Officer shall notify to thetreasury aswell asthelinked agency bank, the
number of each Cheque Book whichfromtimeto timehebringsinto useand thenumber of chequefailsit contains.

4.038. On receipt of a Cheque Book, the Cheque Book shall be carefully examined by the Cheque
Drawing Officer who shall count the number of forms contained in each and record acertificate of count onthe
flyled.

4.039. Each Cheque Book shall be kept under lock and key in the personal custody of the Cheque
Drawing Officer who, when relieved, shall indicateinthe Charge Reportsinform asmay be prescribed the exact
number of chequesmade over to therelieving officer.

4.040. In casethe Cheque Book issued to the authorised officer isno longer required for usefor any
reason, such Cheque Book containing unused cheque-formsshal be cancelled by writing theword “ Cancelled”
prominently across each cheque-form and counter-foil without signature of the Cheque Drawing Officer and
thereafter returned to the Treasury Officer concerned who shall destroy them by incinerationin the presenceof the
Collector, after keeping anote of thefact in therelevant records of thetreasury under proper attestation.

4.041. Thelossof aCheque Book or blank cheque form shall be notified promptly to the Treasury
Officer withwhom the Drawing and Disburs ng Officer concerned hasadrawing account and & so to the concerned
treasury linked bank.

4.042. (1) All cheques shall have written across them in words, “under rupees
only”, at right anglesto thetype, asum of rupee onein excessof theamount drawn

inthecheque.

Explanation. —For the purpose of thissub-rule, indrawing or cashing acheque, it shall beremembered
that acommon form of fraud consistsin atering theword* one” into“four” by prefixingan“f” and changingthe® e’
intoan*“r”, thefiguresbeing easily altered to correspond. Theword “twenty” written carelessly may be changed
into“seventy”. Thedrawer of achequeinwhichthesewordsoccur shal, therefore, so writethem asto makethe
fraud impossibleand thetreasury shall examinethewordsand corresponding figureswith special care.

(2) All chequesother than computer printed chequesshall bewritteninink or in ball-point pen.

4.043. (1) Every cheque drawn in favour of Government officers and departmentsin settlement of
Government dues shall be crossed “ A/C payeeonly-Not negotiable’.

(2) Inthe absence of aspecific request to the contrary from the payee, the chequesdrawnin favour of
corporate bodies, firmsor private personsshall also be crossed. Subject to any instructionsreceived from the
payee, achequeshal becrossed” ..., and Co.” with the addition of thewords* Not
negotiable’ betweenthecrossing. Wherethe payeeisbeieved to haveaBanking account, further precautionsshall
be adopted, where possible, by crossing the cheque specially (instead of by the general crossing

........................... and Co.”) by quoting the name of the bank, branch and account number through which
the payee shdl receive payment and by adding thewords* A/C payeeonly-Not negotiable.” Thisruleshall apply
toall caseswheretheuseof crossed chequesis prescribed.

(3) The procedure prescribed in this rule applies mutatis mutandis to Indian Postal Orders used for
remittance of money on Government account.
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4.044. (1) Every cheque drawn by a Cheque Drawing Officer on the bank shall be presented to the
treasury for necessary enfacement with the‘ Pay Order’ by the Treasury Officer. Every chequedrawninfavour of
aGovernment official in settlement of Government dues shall be payableto order only. When, however, acheque
isissued infavour of aGovernment official for payment of personal claim or duesin excess of rupeestwenty
thousand (Rs.20,000), the cheques shall be Account Payee; but when achequeisissuedinfavour of the person
not in Government employment for asum exceeding rupees two thousand and five hundred (Rs.2500/-), the
cheque shall beinvariably an Account Payee oneinthe name of the Payee.

(2) Ordinarily, acheque payableto order shall not be cashed by the bank unlessit isreceipted by the
payee himself or other personinwhosefavour it isregularly endorsed for payment. In specia cases, wherethe
authorised Drawing and Disbursing Officer isunableto receivethe cheque, himsdlf, payableto hisorder, owingto
hisabsence on tour or for any other reason, and when he considersthat strict compliancewith therule ordinarily
shdl causeinconvenience, hemay especidly authorise, inwriting, any subordinate officia to endorseon hisbehaf
chequesdrawnin hisfavour by official designation with necessary attestation of the signature of the officer so
authorised.

(3) When achequeispresented not for cash payment but for transfer credit in thetreasury accounts, the
officer desiring the remittance by transfer shall endorsethe words* Received payment by transfer credit tothe
Head of account " dongwith challan.

4.045. No advice of the chequesissued or enfaced by atreasury need be sent to the bank.

4.046. Asagenerd rule, chequesshdl not beissued for sumslessthan rupeesone hundred only(Rs.100/
-) unlessthisispermissibleunder the provisionsof any law or rule having theforce of law, except inthefollowing
cases. —

€) cheques on account of Wards and attached estates;

(b) chequesissued for withdrawal of landlords feesandlandlords' transfer feesdepositedinaPersond
Ledger Account at thetreasury.

4.047. All correctionsand dterationsin acheque shall be attested by the Cheque Drawing Officer by his
full agnature.

4.048. (1) Chequessnal bepayableat any timewithinthree monthsafter themonth of issue.
[llustration: A cheque bearing date any timein January ispayable at any timeup to 30" April.

(2) Unless otherwise directed by the Finance Department, cheque drawn at any date by the Cheque
Drawing Officer of the Forest Department or the Works Executing Departments shall be payabl e upto the end of
thefinancia year, i.e., by 31% March. Thechegue number of thelast chequedrawn onthelast working day of the
financial year shall beintimated to the concerned Treasury Officer and to the authority, who issued theletter of
credit.

4.049. (1) Whenitisnecessary to cancel acheque, such cancellation of chegqueshall berecorded onthe
counterfoil of the chequeor in case of computerised treasury, on the duplicate carbon copy of the cheque andthe
cheque, if inthe drawer’ spossession, shall be destroyed.

(2) Thefact of such cancellation or destruction as stated in sub-rule (1), shall berecorded in relevant
registers.
(3) If thechegueisnot inthedrawer’ s possession, the drawer shall promptly addressthe Treasury Officer

and the treasury linked bank to stop payment of the cheque, and on ascertaining that the payment has been
stopped, thedrawer shall make necessary cancellation entry in hisaccountsand register.

(4) A chequeremaining unpaidfor any causefor sx monthsafter themonth of itsissue or ontheexpiry of
30" June of the next financial year whichever isearlier shall be cancelled in the above manner and itsamount
written back inthe accounts.

(5) Thefact of such cancellation in respect of enfaced cheque shall beinformed to the concerned Treasury
Officer and the Treasury Officer shall record such cancellationinthe appropriate Ledger and Registers.

4.050. (1) If the Chegue Drawing Officer isinformed that achequeissued by him hasbeen lost, such
Cheqgue Drawing Officer shall immediately informto thenearest police station and shal makearequest, dongwith
copy of suchinformation to the Treasury Officer and the linked bank for stop payment of thelost cheque.
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(2) Thebank shall issuea* Stop-Payment’ certificate. If theorigina chequeispresented afterwards, the
officer of the bank shall refuse payment and return the cheque to the person presenting it after writing acrossit

“Payment stopped.”

(3) If, after search through thelists of chequespaid, the Treasury officer, findsthat the cheque hasnot been
cashed, he shall then record it in hisaccounts and Registers and issue acertificatein thefollowing formto the
Cheqgue Drawing Officer:-

“Certified that cheque No. ............. dated ............ for Rs. ........... reported by the
(the designation of the Cheque Drawing Officer) to have been drawn by him onthis
treasury infavourof ............. hasnot been paid”.

If theoriginal chequeispresented afterwards, the officer of thetreasury shall refuse payment and return
the chequeto the person presenting it after writing acrossit “ Payment stopped.”

(4) If the currency of acheque expireson aSaturday, the Treasury Officer shall also verify thelist of
chequespaid for the subsequent working day of thetreasury-linked bank.

(5) The Cheque Drawing Officer shall, on receipt of the certificatesduly signed by thetreasury and the
linked bank, enter in hisaccount the original cheque as cancelled and may issue another chegue.

4.051. (1) If achequeisissued by the Government in payment of any sum due by the Government and
that chequeishonoured on presentation to the treasury linked bank, payment shall be deemed to be made—

(a) where the cheque is handed over to the payee or his authorised messenger, on the dateit isso
handed over; or

(b) whereit isposted to the payeein pursuance of arequest for payment by post, onthe dateonwhichthe
cover containing it isput into the post.

(2) Theprovisionsof clause (b) of sub-rule (1) shall apply mutatis mutandis for payment made by the
Government by Postal Money Order or by any other recogni sed mode of remitting money by post.

(3) Thechequesmarked as not payable before aspecified date shall not be charged to the account until the
date on which they become payable.

Letters of credit, assignments and other ordersfor payments

4.052. (1) Whereunder the provisionsof theserulesor under specia ordersof the Government, aletter
of credit or assignment in T.R. Form No. 8isissued in favour of aDrawing and Disbursing Officer, such letter of
credit or assignment shal | specify the maximum amount upto which the officer credited shal haveauthority to draw
onthe particular treasury linked bank onwhich theletter of credit or the assignment, asthe casemay be, hasbeen
ISsued.

(2) A Drawing and Disbursing Officer, inwhosefavour aletter of credit or assignment has been issued,
shdl not be permitted—

€) to draw the whole amount from the concerned account; or

(b) place the whole amount in a separate drawing account at the treasury or the treasury linked
bank or in aprivate account.

(3) A Register of Allotment or letter of credit shall be maintained inthetreasury in T.R. Form No. 9.

4.053. (1) Any lettersof credit or ass gnmentsissued on thetreasury shall becommunicated to thetreasury-
linked bank.

(2) A letter of credit or assignment shall lapse at the close of thefinancial year during whichit hasbeen
Issued and acheque drawn upto adate as may be specified by the Government, shall betaken against theletter of
credit or the assignment of thefinancial year during which it wasdrawn and shall not be paid after theend of the
financial year, unlessotherwise directed by the Finance Department.

(3) A Drawing and Disbursing Officer-wiserecord isto be maintained at the treasury towatch thedrawal
against the allotment through theletter of credit. Inthe case of excessdrawal over theletter of credit, the excess
shall betrested asan overdrawal and the attention of the authoritiesconcerned shal bedrawntotheirregularity for
appropriateadministrativeaction.



38 THEKOLKATA GAZETTE, EXTRAORDINARY, JUNE 14, 2005 [ParT |

4.054. (1) Intheabsenceof any ruleor order to the contrary, an order or authority issued by an Accountant-
Genera (Accountsand Entitlement), of other States, for paymentsto be made at aplacewithin West Bengal shall
be communicated to the Treasury Officer or the Disbursing Office concerned through the A ccountant-General
(Accountsand Entitlement), West Bengal .

(2) Anorder or authority issued by the Accountant-General (Accountsand Entitlement), West Bengd, for
paymentsto be made outside the State of West Bengal, shall be communicated to the Treasury Officer or the
Disbursing Office concerned outside the State through the concerned A ccountant-General (Accounts and
Entitlement), of that State.

(3) All paymentsto third partiesincluding paymentsto private parties, for servicesrendered to the State
Government which are payable at thetreasuries, within thejurisdiction of an Accountant-General (Accountsand
Entitlement) other than the Accountant-Genera (Accountsand Entitlement), West Bengal, shdl, asfar aspossible,
bemadedirect by meansof the Reserve Bank of IndiaGovernment Draftsobtained by the Drawing and Disbursing
Officers, instead of authorising the payment to the concerned A ccountant-General (Accountsand Entitlement) in
whosejurisdiction the paymentsare to be made, through the Accountant-General (Accountsand Entitlement),
West Bengal.

(4) A certificateto the effect that the payment has been made to the proper person and that a proper
acknowledgement has been obtained and filed in his office, may be sent to Accountant-General (Accountsand
Entitlement), West Bengal, by the Drawing and Disbursing Officer, asand when the payment ismadeto aprivate
party.

(5) The procedurefor issue of Cheque Booksto the Drawing and Disbursing Officersauthorised to draw
chequesunder |ettersof credit shall bementionedin Appendix 5. A register inthefollowing form shal bemaintained

at thetreasury for noting theamount all otted under letter of credit or assignment to the Divisional officer and the
drawa made againgt such alotment.

DRAWING AND DISBURSING
(Designation of the Divisional Officer) OFFICER Code
Grant No.
For the year Head of account
Sl. [ Sanction No. [ Bywhom | Amount Cheque Amount Blance Remarks
No. | and Date of issued Allotted No. and drawn to be | available
the allotment Date of noted from
order drawal foils of paid (4-6)
cheques
@ ) ©) @) ©) (6) @) ®)

(6) Separate page shall be opened for each Drawing and Disbursing Officer. On receipt of thedaily bank
scroll, column (5) and column (6) of theregister asstated in sub-rule(5), shall haveto befilled up and thebaance
availableshall beworked out and noted in column (7). If theamount isoverdrawn, the entry in column (7) of the
register shal bemadeinredink.

(7) Theresponsibility for watching the drawal withinthelimit restswith the concerned treasury linked
bank. However, in case of overdrawad revea ed fromtherecordsof treasury, the Treasury Officer shall immediately
report the matter to the concerned Drawing and Disbursing Officer and to the A ccountant-General (Accountsand
Entitlement), West Bengal. Copy of such reference shall be endorsed to the concerned treasury linked bank and to
the authority whoissued thealotment order.

Endorsement on cheques, hills, etc.

4.055. All cheguespreferableat atreasury for enfacement with pay order being anon-negotiableinstrument
may be endorsed only onceinfavour of another party to whom themoney isto be paid:
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Provided that when the endorsement ismadein favour of abanker, the second endorsement may bemade
by the bank infavour of amessenger or an agent for collection only.

Provided further that when the second endorsement ismade by the bank in favour of an agent, such agent
may endorse the chequein favour of hismessenger for the purpose of collecting thesame.

Explanation|. - Inthisrule, an agent meansany bank acting asacollecting agency for and onbehalf of the
payee'sbanker.

Explanation 1. —Nothird endorsement ispermissibleinview of theabolition of the system of endorsement
onhills

Explanation I11. - Chequesdrawn directly on the bank without theintervention of the Treasury Officer,
shall betreated asnegotiableinstrumentsand shall not be subject to the provisionsof thisrule.

Specimen signature and other safeguards

4.056. (1) Every Government officer who isauthorised to draw cheques, or sign, or countersign bills
payable by atreasury shall send hisspecimen signaturein the signature card to the Treasury Officer through his
appropriate higher authority or any other officer whose specimen signatureisonrecordin thetreasury. When such
an officer makesover chargeof hisofficeto another, heshall send the specimen signature of therelieving officerin
thesignature card to the Treasury Officer concerned.

(2) Theprocedure prescribed in thisrule shall be observed mutatis mutandis by all Government officers
who are authorised to draw upon thetreasury linked bank or any other office of disbursement.

(3) A Controlling Officer, who hasto countersign bills, etc., to be paid from atreasury other than theone
onwhich hedrawshills, shall, at thetime of hisjoining the new station, forward directly to that treasury his
specimen signature duly attested by therelieved officer. When there has been any omissionin the matter, such
specimen signature shal beforwarded separately through hisown Treasury Officer a thetimewhenthebills, etc.,
areactudly countersigned.

(4) Thespecimen signatureof all Drawing and Disburaing Officersof bills, chequesand other instruments
or documentsof payment, shal be suppliedin the prescribed form of signature card and after authentication by the
Treasury Officer, such signature card shall be securely kept in proper order.

(5) The Treasury Officer shall check onceinamonthto verify whether the specimen signaturesarein
proper order in all respect.

4.057. (1) Thespecimensignatureof each of theofficersof theoffice of the Accountant-Generd (Accounts
and Entitlement), West Bengd, who are authorised to i ssueauthority for payment or draw chegquesor sign payment
orderson billsor toissueletter of authority for payment to be madeat thetreasury or inany disbursing officewithin
the accounting circle of Accountant-General (Accountsand Entitlement), West Bengal, shall be sent by the
Accountant-Genera (Accountsand Entitlement), West Bengal, to thetreasury or to the Drawing and Disbursing
Officer with an attested copy of specimen signature of the authorised officer.

(2) The specimen signature of the officer authorised to draw cheques or sign payment orders on the
treasury linked bank or issuebank adviceshal be supplied by the Accountant-Genera (Accountsand Entitlement),
West Bengal, to thetreasury linked bank.

(3) Whenany change of authorised officer occurs, thefact shal beintimated, and attested copy of specimen
signatureof therdieving officer shall be supplied, to the Treasury Officer and the Drawing and Disbursing Officer
aswell astothetreasury linked bank.

4.058. (1) Thespecimensignatureof theofficer of the Accountant-General’ sofficeauthorised toissue
ordersand authoritiesfor payment to another accounting circle, shal bestamped with specia sedl. Thisspecial sedl
shdl remaininthepersona custody of the officer signing them. The specimen signature of such officer embossed
with specia sedl, shall be supplied to al the Accountant-General concerned.

(2) The specimen signature of the officers of the Defence A ccounts Department who are authorised to
Issue payment orders payable at atreasury shall beforwarded by the Controller of Defence Accountsto the
Treasury Officer. If any changeof office occursfor the authorised officer, thefact of such changeshall beintimated,
and attested copy of specimen signature of therelieving officer shall be supplied to the Treasury Officer. Such
specimen signature shall securely be kept in proper order. The Treasury Officer shall check oncein every quarter
to ensurethat such specimen signatures arein proper order.
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Section I11. - Paymentsof Claimsat the Treasary

Checksto be applied at the treasury on claims presented

4.059. (1) Thehbill, cheque or other document presented asaclaim for money shall be received and
examined by the Accountant and then put up to the Treasury Officer.

(2) TheTreasury Officer shall verify that the claim isadmissible and such claim hasbeen preferred ona
valid authority. The signature and the countersignature where necessary on thebill aregenuineand in order and
thereisareceipt of lega quittance.

(3) The Treasury Officer shal then sign the order for payment at thefoot of thebill or claim, taking careto
adopt thegenera instruction asmentionedin T.R. 4.025. Careful attention shall also begivento theinstructions
contained in these rulesregarding the completion of bills, cheques, etc., presented in support of al claimsagainst
the Government. All payment ordersshall be signed by hand and in ink, specifying theamount payablebothin
wordsandinfigures.

(4) When apayment ismade by transfer to revenue Head, the order shall be given asstated below: —

‘PayRs............. by transfer to credit of — (revenue head concerned) or ‘Pay Rs....... by transfer
and creditit asadistinct iteminthe Cash Book’.

(5) Atthetimeof receipt of bills, theentriesintheBill Transt Register in T.R.Form No.6 shal be compared
withthe billsand token No shall beentered in each of such billsaswell asin column (5) of thesaid register and
dated legibleinitialsshall bemade on each of such billsaswell asagainst theentry in column (6) of thesaid register.

(6) TheTreasury Officer shall make paymentsafter pre-check of al billsin respect of State Government
payments.

(7) The payment of billsof establishment of other State Government Officeslocated in Kolkataand any
other payment relating to other States shall be made by the Kolkata Pay and A ccounts Office, subject to the
conditionthat ageneral order for such payment has been received from the Accountant-General (Accountsand
Entitlement), West Bengd.

(8) Thepre-checking of dl billsby the Treasury Officer shal mean checking theadmissibility of clamswith
referenceto rules, statutesand other provisionsof statutory rules such asthe West Bengal Financia Rules, the
West Bengal Treasury Rules, theWest Bengal Service RulesPart | and Part 11, the West Benga Services (Death-
cum-Retirement Benefit) Rules, 1971, or other relevant rulesand executive ordersissued thereunder. Itincludes
checking of theformsof thebill on thebasisof relevant order or rule, Heads of accounts, arithmetical accuracy of
the claim, checking of therecovery schedulesand verifying thesignaturesof the Drawing and Disbursing Officers,
checking of availability of fund with reference to the Drawing and Disbursing Officer wise Allotment Register
maintained at the treasury, and the checking with reference to the sanction order or the authority lettersand
checking the competence of the officer i ssuing sanction order with referenceto the del egation of financial power.

(9) TheTreasury Officemay, for the purposeof pre-checking, call for such certificatesand other informetion,
asmay be deemed necessary, for passing billsthrough the return Memo. Thereturn Memo. shall contain al the
requirementsfor passing thebill and no bill shall bereturned on thefrivol ousgrounds.

(10) If the Treasury Officer considersthat any referenceto the Government shall be madefor direction or
clarification of any order or instruction, such reference shall be made to the Finance Department through the
Directorate of Treasuriesand Accounts, West Bengal, and thedirection or clarificationissuedin thisbehalf by the
Finance Department shall be binding on the Treasury Officer.

4.060. (1) All correctionsand aterationsin theorder of payment including chequesshall be attested by
the Treasury Officer with dated initials.

(2) Correctionsand aterationsin ordersof payment given by the Treasury Officer onthetreasury linked
bank shall beattested with hisfull signature.
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4.061. (1) Thespecid precautionsshal betaken by the Treasury Officer asregardsall billsand documents
showing overwriting or alterationsand if such documentsarefrequently received from any office, the persona
attention of the Head of the office shall beformally drawn to thesefactsor irregul arity.

(2) No document bearing an erasure shall be accepted and payment on such document shall berefused by
the Treasury Officer and afresh document may becalledfor.

4.062. Withregardtothe clamspresented either onbillsor on cheques, the signature of the Drawing and
Disbursing Officer shall be compared with his specimen signaturereceived under T.R. 4.056, before payment is
ordered. Inthe case of payment to be made on the authority of an order purported to have been issued fromthe
officeof the Accountant-Genera (Accountsand Entitlement), West Bengal, the Treasury Officer shal verify the
signature on the order by compari son with the specimen signature of the signing officer received under sub-rule (1)
of T.R. 4.057.

4.063. (1) TheTreasury Officer shall check thearithmetical computationson bills.

(2) Whenthehillspresented for payment contain obviousarithmetical mistakesor trifling mistakes, which
can easily becorrected, the Treasury Officer shall not return such billsbut shall correct them and pay the correct
amount of thebill.

(3) Wherethebillscontain doubtful itemswhich can easily bediminated, the Treasury Officer shdl disalow
thedoubtful itemsand pay theresidua amount of thebill.

(4) Indl cases, the correctionsmadeand thereasonstherefor shall beintimated to the presenter of thebill
and, if necessary, to the Accountant-General (Accountsand Entitlement), West Bengal.

4.064. A Treasury Officer shall not entertain correspondence from a Government employee or a private
individual making aclaim to any special alowance or concession, but he may request the person concerned to address
the concerned administrative Department of the State Government either direct or through his own official superior,
as the case may be.

Payment by Postal Money Order

4.065. (1) Saveand except asprovidedintheserulesor any other specia rulesor order for thetimebeing
inforceor specially authorised by the Government in thisbehalf, no payment shall be made by Postal Money
Order.

(2) In casesinwhich aclaim against the Government isto be paid by Postal Money Order, the cost of
remittance shal, in the absence of any special rule or order to the contrary, be borne by the payee.

4.066. (1) When thewhole or apart of the amount of abill isrequired to be remitted to a person or
persons by Postal Money Order, the Treasury Officer shall, if thebill isin order, passit for the net amount after
deduction of the commission due, credit the deductions by book transfer to the Post Office and send the money
order form or formsto the Post Office certifying that the amount of the money order with the commission due
(which shall be specified in the certificate) has been credited to the Post Office by book transfer. Thewords
“adjusted by book transfer” shall invariably bewritteninred ink acrossthe money order form. The Treasury
Officer shall also seethat the purpose of the money order isstated in the acknowledgement portion of themoney
order form.

(2) On obtaining the money order receipt, the Treasury Officer shall check it with theamount deducted
fromthebill and transmit it, where necessary, to the Drawing and Disbursing Officer concerned.

(3) Theprocedure mentioned inthisrule shal apply mutatis mutandisto all casesinwhich money orders
areissued by the Treasury Officer under the provisionsof theserules.

Section I V. —Personal Claimsof Gover nment Employees
Due date
4.067. Unlessotherwisedirected by the State Government, the billsfor monthly pay and allowances



42 THEKOLKATA GAZETTE, EXTRAORDINARY, JUNE 14, 2005 [Parr |

including fixed alowances of Government employeesand official smay besigned and presented to thetreasury by
the Drawing and Disbursing Officer at any timenot earlier than 15 (fifteen) daysbeforethelast working day of the
month and shall be duefor payment on the last working day of the month when the bank isopen:

Provided that the pay and alowancesfor the month of March shall be paid on the 1% working day of April.
4.068. (1) WhenaGovernment employee—

(8) isonvacation, or proceeds on deputation or on leavewithin India or

(b) quitsthe service of Government or istransferred to Foreign Service,

separate billsfor leave-salary or pay and allowances of such Government employeefor part of amonth
shall be presented to the treasury and such separate billsmay be paid before thelast working day of themonth as
statedin T.R. 4.067.

(2) When aGovernment employee proceedson leave out of Indiaand ispermitted to draw leave-sdlary in
India, separate billsfor pay and alowancesfor the broken period of themonth alongwith leave-salary for therest
of themonth shall be presented to the treasury and such bill shall not be paid upto the date of hisrelief and such
Government employeeshall beallowed to draw such pay and alowancesand |leave-salary at the commencement
of thenext month:

(3) When atemporary Government employeefindly quitsserviceon the 31% March, thepay for thewhole
month dueto him may be paid onthe afternoon of that day subject to theavailability of fund or alotment for the
purpose.

4.069. (1) If thelast three days (including Sunday) of amonth are public holidays on which pay and
alowancescannot be disbursed, the Government may, at itsdiscretion, direct the payment on thelast working day
beforethe holidays except for the month of March which shall be paid on the 1% working day of April.

(2) Thisruleshall beapplicableto both theindustrial and non-industrial establishments. Inthe caseof an
industria establishment, where paymentsare staggered and made on days specialy fixed for the purpose, the pay
dueon any of the specified daysmay bedisbursed on the preceding working days (including Sunday) commencing
with the specified date on which pay isdue and are public holidays.

(3) TheGovernment may, in special cases, relax any of theconditionsspecifiedinthisrule.

Presentation of Billsto Treasary

4.070. (1) Theformfor drawal of billsfor claimsrelating to pay and allowances of employeesor the
officidsof Government, contingenciesor officeexpenses, etc., and the proceduresto be observed inthe preparation
and presentation of such claims, shal beregulated by sub-rule (2) and sub-rule(3).

(2) All Heads of officeswho are authorised to draw money on billssigned by them shall maintaina’‘Bill
Register’ intheform prescribed in the West Bengal Financia Rules. An authorised officer shall review the*Bill
Register’ monthly and theresult of thereview shall be recorded thereon.

(3) All Headsof officeswho are authorised to draw money fromthetreasury shall maintaina’‘Bill Trangit
Register’ intheform prescribedin T.R. Form No. 6 To prevent presentation of fraudulent bills, such ‘ Bill Transit
Register’ shall be authenticated by the Treasury Officer and it shall bereviewed bi-weekly by the Drawing and
Disbursing Officer and theresult of thereview shal berecorded thereon.

Fund deductions

4.071. (1) Theduty of noting the proper deductionsto be madefrom pay bill on account of Provident
Fund and other funds shall devolve on the Drawing and Disbursing Officer, but nodiscretionisalowedin carrying
out any order received from the Accountant-General (Accountsand Entitlement), West Bengd,, or the Accountant-
Genera (Audit), West Bengal, to make any particular deduction.

(2) The procedureto befollowed in making such deductionsislaid down in subsequent sections of these
rules.
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Deductions of taxes on income

4.072. Theincome-tax deductionsfrom pay billsshall be madestrictly in accordance with therelevant
provisionsof thelncome-tax Act, 1961 (Act 43 of 1961), asmodified fromtimeto time, and therulesand orders
issued thereunder and adeduction Schedulein T. R. Form No. 10 shall be attached with each pay bill inevery
month, where necessary.

House rent deductions

4.073. (1) Thedemand statement for the monthly assessed rent or licencefeefor occupation of apublic
building for residentia purposesin respect of Government employeesor officialsrecoverablefromthesaary bill
shall beforwarded in quadruplicate by the Divisond Officer or any other officer incharge of thepublic buildingsto
which therent relatesto the concerned Drawing and Disbursing Officer, who shal| make necessary deduction of
theamount from respectivemonthly bills.

(2) Onecopy of the demand statement shall be returned by the Head of the office or the Drawing and
Disbursing Officer after noting the amountsrecovered from the occupantsand other particularswhich arerequired
to befurnished therein and one copy shall be attached with the salary bill to be submitted to the Treasury Officer,
third copy being retained by the Drawing and Disbursing Officer. If the demand statement isnot received before
presentation of thesalary bill, aSchedulein T.R. Form No. 11 shall be attached with thebill.

(3) If the rent or the licence fee in respect of any Government accommodation recoverable from a
Government employeeislimited to acertain percentage of the emoluments of the Government employee, the
particularsof such emolumentsshal be noted by the Drawing and Disbursing Officer in the remarks column of the
demand statement beforeitsreturn. Where, after thereturn of the demand statement, the emol umentsof aGovernment
employeearerequired to be changed retrospectively, such changes shall either be shown in the next demand
statement or intimated to the authority concerned by aspecial |etter.

(4) Notwithstanding anything contained in thisrule, therecovery of rentsfrom Government empl oyee of
the Union Government in repect of public buildingsbelonging to this State, may be madein accordancewith such
procedure asmay be prescribed by the Government fromtimetotime.

(5) Theprovisonsof thisruleshall apply asoto other charges, e.g., additional rent recoverablefor furniture,
electric, water, heating and sanitary instal lations, chargesfor cost of water, electric energy, etc., which may, under
the ordersof competent authority, berecoveredin the sameway as, and together with, rents of buildings proper.
A Schedulein T.R. Form No. 11 shall be attached with the salary bill for such deduction.

Recoveries ordered by the Accountant-General, West Bengal

4.074. (1) Therecovery onaccount of overdrawal and/or sum disallowed from pay billsshall be made
gtrictly inaccordance with theinstructionsissued by the Accountant-General (Accountsand Entitlement), West
Bengal, or Accountant-General (Audit), West Bengdl, or by any other competent authority of the Government, as
the case may be. Therecovery of the sumsoverdrawn or disallowed may be made form the next bill(s).

(2) Therecovery of asumdisallowed or overdrawn on account of travelling allowance bill shall bemade
fromthenext travelling allowancebill or in cash or fromthe pay bill when Government empl oyee concerned does
not, withinamonth, present any other travelling allowancebill from which the recovery can be effected.

Attachment of pay and allowance, etc. for debt

4.075 (1) When the pay of aGovernment employeeisattached by any order of aCourt, itistheduty of the
officer receiving theattachment order to seethat the proper deductionismadein satisfaction of such order fromthe
pay of the Government employee concerned, and to keep arecord of such deductionsin Form prescribed inthe
West Bengd Financia Rules.
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(2) If aGovernment employeeisadjudged insol vent, the attachabl e portion of hissalary vestsin the Court
that passed the order of insolvency or the Receiver appointed by the Court.

(3) Theamountswhich have been under attachment in execution of the decree against theinsolvent, shall,
after theorder of insolvency, vest in such Court or the Receiver and such attached amountsshall, instead of being
sent to thevarious Courtswhichissued the orders of attachment, be sent to the Insolvency Court or the Receiver
for proratadistribution among al the creditors of theinsolvent Government employee.

(4) Theextent to which theemoluments of aGovernment empl oyee are exempt from attachment for debt
islaid downinsub-section (1) of section 60 of the Code of Civil Procedure, 1908 (5 of 1908). Thefollowingisan
extract of therelevant provisions of the said sub-section: —

“60 (1) The following property is liable to attachment ............... in execution of a

........ NAMEL Y - e e e

(i) salary to theextent of thefirst onethousand rupeesand two-thirdsof theremainder in execution of any
decree other than adecreefor maintenance:

Provided that where any part of such portion of the salary asisliable to attachment has been under
attachment, whether continuoudly or intermittently, for atotal period of twenty-four months, such portion shall be
exempt from attachment until theexpiry of further period of twel ve months, and where such attachment hasbeen
madein execution of one and the same decree, shall, after the attachment has continued for atotal period of
twenty-four months, befinaly exempt from attachment in execution of that decree.

(ia) One-third of the salary in execution of any decreefor maintenance;

(I) any allowance forming part of the emoluments of any employee of the Government
............................ which theappropriate Government may, by notificationin the official gazette, declareto
be exempt from attachment, and any subsistence grant or allowance madeto any suchemployee................
.................................. Whileunder SUSPENSION; ......ve i et e ee e e e

BExplanation|l.—Indauses(i) and(ia) ‘ sdlary’ meansthetotal monthly emolumentsexcluding any alowance
declared exempt from attachment under the provisionsof clause (€), derived by aperson from hisemployment
whether onduty or onleave.

ExplanationI11. - ‘ appropriate Government’ means

M as respects any person in the service of the Central Government ......... ...........
...................... the Central Government;

(i) asrespects any other employee of the Government or an employee of any other local
authority, the State Government.

Explanation I V. — For the purposes of thisproviso, “wages’ includesbonusand “labourer” includesa
skilled, un-skilled or semi-skilled labourer”.

5) Thefollowing declarations have been issued by the Government of West Bengal under clause (1) of
the proviso to sub-section (1) of section 60 of the Code of Civil Procedure: —

(1) “Thefollowing allowances payableto any public officer in the service of the Government, shall be exempt
from attachment by order of a Court: —
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(0] al kindsof travelling alowances,

(ir) al kindsof conveyancealowances,

@)  alowancesgranted for meeting the cost of —
€) uniforms, and
(b) rations,

(iv)  dlowancesgranted ascompensation for higher cost of livinginlocalitiesconsidered by the
Government to beexpengvelocdities, including hill sations,

) al houserent alowances;

(Vi)  dearnessAllowanceor any other allowancegranted to providerelief against theincreased
cogt of living;

(vii)  medical dlowanceand al amountspaid by way of reimbursement of medical expenses.

Explanation| - Dearness pay, whichisreally part of the dearness allowance and istreated as pay for
certain specific purposes only, isa so exempt from attachment by order of aCourt.

In accordance with the above provision, the maximum amount attachable by aCivil Court, for decrees
other than decreesfor maintenanceisto be cal culated thus:-

If thetota grossemolumentsearned by the Government employeearerepresented by * X' and thealowances
declared to be exempt from attachment (vide Note 2 and bel ow the preceding rule) and the subsistence grant or
allowanceto such Government employeeif heisunder suspension, arerepresented by * Y’ , theamount attachable
shall be (X-Y-400)/3.

Explanation 11 - The decrees awarded by Courts prior to thefirst day of February. 1977, would have
been based upon thelimit of first two hundred rupeesand one-half of theremainder, inforcefrom 4" September,
1963 or thelimit of thefirst hundred rupeesand one-half of theremainder, inforce prior to that date. Such decrees
would continueto bevalid until revised by the courts.”.

4.076. (1) If an order of attachment agai nst a Government employeeisreceived before aprevious order
of attachment against the same Government empl oyee has been fully complied with, therecoveriesshall bemade
by the Drawing and Disbursing Officer so long asthetotal amount recoverablewith referenceto the attachment
ordersiswithinthemaximum limitsspecifiedin T.R. 4.075.

(2) If anew attachment order hasthe effect of increasing theamount beyond the maximum limit specified
InT.R. 4.075, the Drawing and Disbursing Officer shal return the attachment order to the Court concerned witha
statement showing particularsof the existing attachment, particularsof the amount withheld and paidinto the Court
concerned up to date and the amount remaining unrecovered.

4.077. (1) Any deductionswhich may have to be made on account of subscriptionsto provident funds
recogni sed by Government, taxes onincome payabl e by the Government empl oyee, recoveriesof principa amount
and interest on house building loan from the State Bank of Indiaunder the Government Guaranteed Schemeand
other debts dueto Government, shall be made from the non-attachabl e portion of the Government employee's
day.

(2) Therecovery of outstanding instalments of loans, when intimated by any Co-operative Societiesin
termsof section 51 of the West Bengal Co-operative Societies Act, 1983 (West Ben. Act XLV of 1983), shall be
made by the Drawing and Disbursing Officersfrom the non-attachabl e portion of the Government employee’s
salary. The procedurefor disposal of such recoveriesshal bethesameaslaiddowninT.R. 4.077to T.R. 4.080.

Procedure for recovery arising from attachment orders and remittance to the court

4.078. (1) Without prejudice to the appropriate provisions of the Code of Civil Procedure, 1908 (5 of 1908),
the procedureto be followed by the Drawing and Disbursing Officersin making recoveriesfrom pay and allowances
of Government employees of amountsin compliance with attachment ordersissued by the Court, shall beregulatedin
accordance with the provisions of sub-rule (2) to sub-rule (5).
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(2) Subject ashereinafter provided inthisrule, thegrossamount of pay and alowances of the Government
employeeshall beworked out in the pay bill asusua. Wherever the payment to the Government employeeishby
means of cheque, the net entitlement arrived at after making deductions on account of provident fund, taxeson
incomeas per sub-rule (1) of T.R. 4.077, shall be split into the amount attachable under the Court attachment
order and the balanceto be disbursed to the Government empl oyee concerned, to enablethetreasury toissuetwo
separate cheques to be prepared for the respective amounts to be remitted to the Court concerned and that
payableto the officer. Wherever thesalary is payablein cash, thereisno need of any break up to be showninthe
pay bill, but thismay bedonedistinctly inthe acquittanceroll in T.R.Form No: 66

(3) Inthe case of an attachment order issued by aCourt in Indiaagainst a Government employee whose
pay and alowances are to be disbursed outside the local limitsto which the Code of Civil Procedure, 1908,
extends, the concerned Drawing and Disbursing Officer shall be responsiblefor drawing theamount recoverable
monthly in compliancewith theattachment order and remitting themto the Court concerned, unlesstimely intimation
isreceived by him of the death of the Government employee or of any other event necessitating the discontinuance
of such payments.

(4) In casesin which ajudgment-debtor does not sign the acquittanceroll and allowshispay to remain
undisbursed so that the payment on account of an attachment order issued by aCourt cannot be effected, theHead
of the office may draw the pay of the judgment-debtor in satisfaction of the attachment order, subject to the
restrictions as contained in sub-section (1) of section 60 of the Code of Civil Procedure, 1908 (5 of 1908), and
remit theamount to the Court concerned.

(5) Theamountsdrawn under sub-rule (2) and sub-rule(3), shall betreated for all purposesaspayment of
the dues of the Government employeeto that extent and particularsof theattachment order shall becitedinthe pay
bill or the acquittanceroll asan authority for the charge and the Court’ sreceipt for theamounts shal befiled with
attachment register or such other suitablerecord asmay bekept by the Drawing and Disbursing Officer.

4.079. Thecost, if any, of remittance to aCourt of money recovered under its attachment order, shall be
deducted from the amount reali sed and the net amount remitted to the Court.

4.080. (1) Wherethe recoveriesfrom the salaries of Government employees on account of taxeson
profession, employment, etc., have beenlevied under an Act of a State L egidlature or wherethe duesof various
Co-operative Societiesregistered under the West Bengal Co-operative SocietiesAct, 1983 (West Ben. Act XLV
of 1983) and such Actsimpose astatutory obligation on the Government to effect such recoveriesor where
recoveriesfrom the salaries of Government empl oyees on account of principal amount and interest on house
buildingloan have been levied under housing loan schemefor theemployeesof the Government of West Bengd in
association with the State Bank of 1ndia, such recoveriesshall be made by the Drawing and Disbursing Officer in
accordancewith such proceduresasmay belad down by the State Government fromtimetotime. Thededuction
onaccount of taxeson profession, employment, etc., shal bemadefrom pay billswith Schedulein T.R. FormNo. 12.

(2) A Drawing and Disbursing Officer may effect recoveriesathough such Drawing and Disbursing Officer
islocated outsidetheterritoria limitsto which such Actsof the State L egidature extends, from thesaary payable
to a Government employee, provided that such Government employee, in the case of dues of Co-operative
societies, authorisesthe Drawing and Disbursing Officer inwriting, to effect such recoveriesand the Drawing and
Disbursing Officer ensures, before effecting the recoveries, that the authori sation given to him by the Government
employeeisclear, unambiguous and has not been revoked.

First payment of pay, allowances, etc.

4.081. (1) When the name of aGovernment employee appearsfor thefirst timeinapay bill, thebill shall
be supported by aL ast Pay Certificate as specifiedin T. R. Form No. 13 prescribed for the purpose.

(2) If the Government empl oyee has not previoudy held any post under the Government or isre-employed
after resignation or forfeiture of the past service, acertificate by the Drawing and Disbursing Officer to the effect
that themedical certificate of fitnessin the prescribed form hasbeen in conformity with therulesprescribed by the
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State Government fromtimetotimeand if sorequired, by any ruleor order governing the conditionsof theservice
towhich hebelongs, shall befurnishedinthe pay bill.

(3) Indl casesof transfers, deputationsand foreign service, thelast Drawing and Disbursing Officer of the
Government employee shall send acopy of thelast pay certificateto the new Drawing and Disbursing Officer.

(4) In caseof first appointment or transfer the Treasury Officer shall verify the appointment | etter or
transfer order, the availability of vacant sanctioned post or order for creation of new post, asthe case may be.

(5) Incase of transfer, the Head of office may alow to draw salary of both thetransferor and transferee
againgt asingle post for one month.

(6) Incaseof first gppointment in Government service, the Drawing and Disbursing Officer shall furnisha
certificateinthefirst pay bill regarding receipt of satisfactory reportsof medical fitnessand policeverification.

Payment on quitting the service

4.082. (1) Thelast payment of pay or allowances shall not be madeto, or in respect of, a Government
employee, finally quitting the service of the Government by retirement, resignation, dismissal, death or otherwise,
or placed under suspension, until the Drawing and Disbursing Officer has satisfied himsdif, by referenceboth tothe
Accountant-Genera (Accountsand Entitlement), West Bengal, and hisown records, that there are no demands
outstanding against him. In other cases, payments may be made by the Head of the office concerned without
referenceto the Accountant-General (Accountsand Entitlement), West Bengal.

(2) Inthe case of contract officersand officerspurely in thetemporary employment of the Government
proceeding onforeign servicein or out of India, fina duesshall bepaid only after ascertaining that no demandsare
outstanding against them.

(3) The procedure mentioned in these rulesin respect of aGovernment employeewhofinally quitsthe
sarviceof the Government, shdl gpply to thelast payment of duesor honorariumto non-officias, including members
of any Commission or Committee, whether statutory or not.

Death of payee

4.083. The pay and dlowancesmay bedrawn for theday of aGovernment empl oyee'sdeath and the hour
at which death takes place shall have no effect ontheclaim.

Explanation. —For the purpose of thisruleand T.R. 4.192, theword “ day” shall mean acalendar day
beginning and ending & midnight.

4.084. (1) Subject tothe provisionsof T.R. 4.082, the pay and allowances of al kinds claimed on behal f
of adeceased Government employee may be paid without the production of theusual legal authority-

€) If thegrossamount of the claim does not exceed rupeestwenty thousand (Rs. 20,000/-),
under the order of theHead of the office, wherethe Government employeewasemployed
at thetimeof hisdesath, subject to the condition that the Head of the officeisotherwise
satisfied about theright and title of the claimant;

(b) If the grossamount of the claim exceeds rupeestwenty thousand (Rs. 20,000/-), under
theorder of theadministrative Department of the Government on execution of anindemnity
bond, for doublethe grossamount duefor payment by the claimant, with such suretiesas
may be deemed necessary. The obligor aswell asthe sureties executing theindemnity
bond shall have attained mgjority on thedate of the execution of the bond so that the bond
shdl havelegd effect or force.

(2) Incase of any doubt, payment shall be made only to the person producing an heirship or succession
certificatefrom acompetent authority.
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(3) Theform of indemnity bond mentionedinthisruleisprescribedin T. R. Form No. 14. Thesuretiesfor
such bondsshall befinancialy sound to meet the obligations undertaken. Thebond shall be properly stamped and
shall be executed on behalf of the Governor by an officer authorised under article 299 of the Congtitution of India.

(4) Thisruleshdl also apply totheclaimfor pay and allowances of aGovernment employeewho died after
retirement but before hispens on was sanctioned.

(5) Thisruleshall dso apply to any claimfor payment of duesor honorarium payableto any deceased non-
officia member of any Commission or Committee, whether statutory or not.

Place of payment of pay and allowances

4.085. (1) Saveashereinafter provided, and subject to any specia ruleor procedurethat may be prescribed
by departmental regulations, billsfor pay and alowances, including leave salary, of Government employeesof an
establishment shdl beordinarily payableonly at thetreasury under whosejurisdiction the office of the Drawing and
Disbursing Officer isstationed.

(2) InacasewhereaGovernment officia ison tour and the payment hasto be madeto him on hisrequest
at the stationwhere heison tour, the Drawing and Disbursing Officer shall remit theamount to him by Bank Draft
at par or Postal Money Order. The Chargesinvolved in sending the Draft by registered post or remitting the same
by Money Order shall be charged to the office contingencies or expenses.

(3) Nothing contained in thisruleshal havethe effect of withdrawing any concession that hasbeen or may
be allowed by the Government to individual Government employee or aclass of Government employeesfor
drawing apart of their pay at places other than the treasury in whosejurisdiction the Drawing and Disbursing
Officer isstationed.

(4) No Drawing and Disbursing Officer shall be allowed to draw from morethan onetreasury.

4.086. (1) Thebillsfor pay and allowances of the establishment of the Public Works Department, the
I rrigation and Waterways Department and other departments executing worksshall be payableat thetreasury with
which they shall be placed in account by the Government in consultation with the Accountant-General (Accounts
and Entitlement), West Bengdl.

(2) The Drawing and Disbursing Officer of the Divisond Officeshdl, for the purposeof timdly disbursement
of salary of the staff of asub-division whichislocated within thejurisdiction of atreasury other thanthetreasury
withinwhosejurisdiction the Divisiond Officeislocated, obtain Bank Draftsfor payment of thesdary billsof the
sub-divisiond staff and remit the sameto the Assistant Engineer-in-Charge at | east seven daysbeforethe close of
themonth.

(3) TheBank Draft shall beinfavour of the concerned Assistant Engineer and encashable on thelast
working day of themonth so asto enable him to disburse salary to theindividualson thefirst of the next month.

(4) Inexceptiond cases, whereno banking facility isavail able at the station wherethe sub-divisond office
islocated, the Government may issueordersfor making special arrangement for disbursement of salary.

4.087. Incaseof transfer, including transfer on deputation, the pay, leave salary and other allowances,
including travelling allowance duein respect of the old post, which hasnot been drawn at thetime of thetransfer,
may bedrawn at the new headquartersor at the place wherethe pay in respect of the new postisdrawn. A non-
draw! certificatefrom the Drawing and Disbursing Officer in respect of old post shal beobtainedif thefact of non-
drawal of thearrear claimisnot mentionedinthelast pay certificate.

Leave salary

4.088. (1) Subjecttoany specia order issued by the Government inthisbehalf or to any specia procedure
that may be prescribed by adepartmental regulation, theleave-salary of aGovernment employeeshall bedrawn
from thetreasury or office of disbursement from which hispay wasbeing drawnimmediately before proceeding on
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leave. Normally the Government official shall makehisown arrangement for getting hisleavesdary remittedtohim.
When aGovernment employeeison earned | eave exceeding one month and specifically requestsremittance of his
net duesby meansof demand draft, the Drawing and Disbursing Officer concerned shal arrangefor such remittance
in accordance with the provision of sub-rule(2) of T.R. 4.085.

(2) When leave salary isdrawn for aGovernment employee, thebill inwhichitisfirst drawn shall be
accompanied by acertificate of the Drawing and Disbursing Officer, showing the cal culation of theamount of the
leavesdary drawn or citing theruleor order under whichtheleave salary isdetermined. If thecal culation isbased
on pay drawnintemporary or officia capacity, areferenceto thebill in, or the establishment or officefromwhich
such pay wasdrawn, shall begiveninthe certificate.

Pay due to Government Employees absent out of India

4.089. If pay or dlowancesduein Indiato aGovernment employee absent out of India, such Government
employee shal makehisown arrangement toreceiveitinIndia:

Provided that when the Government employee hasfindly left Indiaand it isnot possiblefor himto makehis
own arrangement for receiving his pay and allowancesin India, payment may be madeto him by Bank Draft
through the High Commissioner or the embassy inthe concerned country.

Pay and allowances

4.090. (1) Saveashereinafter provided, pay and allowancesor leave salary may be paid only uponthe
personal claim of the Government empl oyee concerned, and to hispersonal receipt, and not otherwise, except
under the specid authority of the Government in each case.

(2) The Government employee may be allowed to recei ve payment through amessenger duly authorised
by him to receive the money on hisaccount provided that the Government employee’ sformal acquittanceis
produced by the messenger and in such acase, the Government accept no responsibility in respect of money,
cheque or draft that may be handed over to the messenger.

(3) Pay and dllowancesof apersonwhoiscertified by aMagistrateto belunatic shal bepaid in accordance
withthe procedurelaid down under the provisions of sub-section (1) of section 95 of thelndian Lunacy Act, 1912
(4 0of 1912).

(4) Onreceipt of information that a Government employee has been certified to bealunatic, the Head of
theofficein which the Government empl oyee before hisbeing certified to bealunatic waslast employed shal, on
thebasisof the order issued by the appointing authority indicating the person(s) to whom and the proportionin
which the pay and alowances admissible to the Government empl oyee may be disbursed in accordancewiththe
provisionsof sub-section (1) of section 95 of theIndian Lunacy Act, 1912, drawsthe pay and alowance of the
Government employeeintheappropriatebill formfrom thetreasury or other officeof disbursement. Theclamshall
be supported by all therelevant certificates, which the Head of the officeisrequired to furnishin the normal
circumstances. However, in respect of the certificates which solely depend on the personal knowledge of the
Government empl oyee and which cannot be furnished in such cases, the Head of the office shall record, if heis
satiSfied about the reasonabl eness of theclaim, acertificateto theeffect that the claimisnot susceptibleof verification
but isconsidered reasonable. If the Government employeeisinvalidated from service, theclaim shall belast one
and therequisite payment shall bemade only after the Head of the office has satisfied himsalf by referencetothe
Accountant-General (Accountsand Entitlement), West Bengal, the Departmental authorities, if any, and hisown
records that no Government dues are outstanding against him. In other cases payment may be made on the
respong bility of theHead of the office concerned.

(5) Theamount withdrawn inthe manner stated above may be paid to the person(s) referred to abovein
the proportion determined by the appointing authority and recei pts obtained, stamped, where necessary. The
recel ptsin acknowledgement of the payment made shall not be personal receipt of the Government employee
concerned asrequired under sub-rule(1).
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(6) WhereaGovernment employeehasbeeninvaidated from serviceand it isfound that some Government
duesare outstanding against him even after the adjustment of hisclaimfor pay and allowances, the samemay be
adjusted against the amount of hisdeath-cum-retirement gratuity, if any, and if the sameisa soinsufficient, the
bal ance of the outstanding duesmay bewritten off under sanction of the competent authority.

(7) Thepay and allowancesand leave sdary of aGovernment employee, who isunableto present himsalf
in personto receive payment, may bepaid to abanker or agent duly authorised by himto receivethe money and
givealegal quittance, provided that the banker or the agent holdsalegally valid power of attorney to actinthis
behalf. Intheabsence of such apower of attorney, the Government employee desiring to receive payment through
abanker or agent shall furnishthelatter with alega quittancefor themoney claimed, sgned by himsdlf, which shall
haveto be surrendered to the Drawing and Disbursing Officer, with aletter of authority for the payment to be
made. The banker or the agent shall also furnish aformal receipt, which need not be stamped, to show that the
money hasbeen actually received by him.

(8) Notwithstanding anything containedinthisrule, the Government may, in specid circumstances, authorise
payment of such part of aclaim of a Government employee be made to a person and to the extent, as may
specifically beasked for inwriting in thisbehalf by the Government employee concerned. In such acase, the
recei pt given by the person so authorised to receive the sum specified shall constitute avalid quittancefor the
amount paid to him and areceipt for thebalance only, if any, when paid, shall be obtained from the Government
employee concerned.

(9) A Government employeeor asingle person may not be constituted as an agent for the purpose of this
rule, except when he holdsalegally valid power of attorney to act for the Government empl oyee concerned.

(10) If the pay and all owances of the Government employees of an office arepaid under the\West Bengal
Disbursement of Salary to Employeesthrough Banks Rules, 2005, as stated in Appendix-19, the credit to the
concerned bank account of the employee by issuing acertificate of disbursement by the bank to the Drawing and
Disbursing Officer shdl bealega quittancefor the purpose of payment of salary to that employee.

Leave salary through agents

4.091. (1) The Government employees may make arrangementswith their agentsto draw their leave-
salary, vacation pay and alowanceson thebasisof powersof attorney to enablethem to do so and theagentsshall,
insuch case, givethe Government anindemnity bond asasecurity against any lossin the case of overpayment.

(2) A register of power of attorney shall bemaintainedin T.R. FormNo. 15 by the Drawing and Disbursing
Officer intheform specifiedin the Government SecuritiesManua and al casesinwhichthe power of attorney has
been given shall berecorded therein.

(3) Theindemnity bond shall beexecutedin T.R.Form No: 16 on astamp paper of proper value by abank
acting asagent..

(4) The Drawing and Disbursing Officer shall verify that the person signing the bond hasauthority to bind
abank, acting asagent, in accordancewith the provisonsof T.R. 4.092.

(5) Whereabank isappointed for acting asagent in respect of aGovernment employee, such Government
employee shall not be required to execute abond separately.

4.092. Thebanksasareincludedinthe Second Scheduleto the Reserve Bank of IndiaAct, 1934, may
be allowed to execute general bondin T. R. Form No.17 to cover the pay, |leave-salary, pension, etc., of their
condituentsingenerd.

Exception.-The State Co-operative Bank, State owned or controlled Banks, which arenot included in
the Second Scheduleto the Reserve Bank of IndiaAct, 1934, may bealowed by Government in consultation with
the Reserve Bank of India to execute agenera bond of indemnity under thisrule provided they undertake
commercid banking andther financia positioniscons dered satisfactory.
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Introductory to preparation of bills

4.093. Theproceduresspecified herein shall apply primarily to persona claimson account of pay and
allowancesincluding fixed allowances payable on billsdrawn directly on thetreasury. Inthe application of such
procedureto personal claims, which are payable at adepartmental office of disbursement, these procedures shdll
besubject to such variation or modification asmay beauthorised by the departmenta regul ationframedin consultation
with the Finance Department.

Monthly bills

4.094. For purposes of this section, parts of an establishment under the same officer in the district
adminigtration, which appertainto different magjor Heads shall beregarded asdigtinct establishments, eg., aDistrict
Officer’sExcise establishment shall betreated distinct and separate from hisLand Revenue establishment.

Form and preparation of bills

4.095. (1) Billsfor pay and alowancesincluding fixed allowance, leave-saaries, contract alowance, or
other allowances admissibleunder variousrulesand ordersof the competent authority fromtimeto time, shall be
preparedin T.R. Form No. 18. Separate billsfor permanent and temporary establishment shall bedrawn. Thefull
nameand full designation of every substantive and officiating or temporary incumbent shall be shown against each
sanctioned post and in respect of each temporary post; therelevant sanction order shall be noted showing therate
of pay claimed with the scal e of pay.

(2) Insalary hill, each category of permanent and temporary postsshall be shown separately mentioning
the number of sanctioned postsunder each category with full designation, scale of pay, full nameand General
Provident Fund account number.

(3) All fixed dlowances, including permanent travelling alowance, conveyancedlowance, horsealowance,
etc., shal bedrawnin the establishment pay bill.

4.096. If for any reason, theleave-salary admissibleto aGovernment employee on leaveisnot known (as
for example, when thekind of leaveto begranted to him has not been finally decided by the sanctioning authority),
theamount of pay to which hewould have been entitled had he remained on duty, shall be entered in themoney
column of theformwhichisintended to show leave-sa ary, theamount being left undisbursed and treated asheld
over pending thefixation of theamount of hisleave-saary.

4.097. (1) Theentriesinall themoney columnsof thebill shall betotalled separatel y under each section
andthetotalsshall bewritteninink or shall be computer print. Thetotalsshall be checked by the Drawing and
Disbursing Officer himsealf or by someresponsible person other than theclerk preparing thebill.

(2) The Drawing and Disbursing Officer shal satisfy himsdlf that thetotal sof both office copiesof thehill,
or pay hill register, and fair copiesof thebill agreeand record in them acertificate of such agreement.

4.098. If leave-sdary isbased on actual pay, the Drawing and Disbursing Officer shal attach tothebill a
certificateinthefollowing form:-

“That theleave-salary claimed isadmissible under (number and name of therule
under whichtheleave-sdary hasbeenclaimed.”.

Absentee statement

4.099. (1). If any personin service was absent during the preceding month, either on special duty or
suspension, or with or without leave other than casud leave, or when apost isleft vacant substantively whether any
officiating arrangements have or have not been made against it the monthly bill shall be supported by an absentee
statement in respect of the preceding monthin T. R. Form No. 19.
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(2) Theofficersdrawing establishment pay billsin which compensatory allowances, etc., aredrawn for
absenteesshdl furnish onthe pay bill acertificateinthefollowing form: —

“Certified that in caseswhere compensatory alowances have been claimed during leave/temporary transfer,
thelikelihood of the officersreturning to the same or smilar postswasrecorded in the origina orderssanctioning
theleave/temporary transfer.”.

(3) When an officer signsan absentee statement accompanying an establishment bill, such officer shall
draw alinediagonally acrossany blank spaceafter thelast entry. Inthecomputer print out such lineshal bedrawn
manualy by the Drawing and Disbursing Officer.

4.100. Whenever leave-saary isdrawn in respect of aGovernment employee, who has served under
another Government or department whichistreated asaseparate unit for purposesof alocation of leave-sdary, a
detail ed statement showing the all ocation of such leave-salary shall be prepared and attached to the absentee
statement of themonthly bill inwhichtheleave-saary isfirst drawn.

I ncrement certificate

4.101. A cetificateinT. R. FormNo. 20 shall be appended tothefirst bill inwhichaperiodica increment
isdrawnfor aGovernment employee.

4.102. Clamsfor houserent and/ or any fixed allowance shall be supported by such certificateasmay be
prescribed by the Government fromtimetotime.

4.103. (1) Subjecttoany genera or special order issued by the Government inthisbehalf, every bill in
which overtimealowancesareclaimed, shall contain acertificate of the Head of the officeto theeffect asstated in
sub-rule(2).

(2) Thecertificate of the Head of the office as stated in sub-rule (1), shal beto the effect that—

€) the personsfor whom overtimealowancesareclamedinthishill haveactualy performed
overtimeduty;

(b) theperiodsfor which overtimealowancesareclamedinthishbill have been checked with
theinitia recordsand found correct;

(© the overtimeallowances are claimed at rates sanctioned by competent authority; and

(d) the overtime all owances have been taken into account in cal cul ating theincome-tax due
from the Government employeenotedinthishill.

(3) In casesin which overtimeis paid out of fees recovered from private parties and credited to the
Government Account, the Drawing and Disbursing Officer shal certify onthebill that the prescribed feeshave
been realised and credited into the Government Account.

Travelling allowances hill

4.104. (1) Billsfor travelling allowance, other than permanent or fixed allowances, shal be prepared and
presented in accordance with the procedure as stated in sub-rule (2) to sub-rule (4).

(2) Thebillsshall bepreparedin T.R. Form No. 23 for travelling allowanceontour, in T.R. Form No. 21
for travelling dlowanceontransfer andin T.R. FormNo. 22 for leavetravel concesson and theingtructionsprinted
on respective forms being strictly observed. When acircuitous routeistaken, the reason for doing so shall
invariably bestatedinthehill.

(3) When actual expensesare drawn on account of carriage of conveyances, details of the conveyances
transported shall befurnished inthetravelling alowanceshill.
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(4) For the purpose of drawing the allowanceson account of afamily, acertificateshal befurnished by the
Government employee of the number and relationship of themembersof hisfamily for whom theallowancesare
claimed. No other detailsin these or other cases need be furnished, but every claimfor the cost of carriage of
persond effectsand conveyancesshall be supported by acertificate that the actual expensesincurred wasnot less
than thesum claimed.

(5) All travdling alowancebillsshall bear acertificate of the Drawing and Disbursing Officer inthefollowing
form: -

“Certified that | have satisfied myself that the amountsincluded in thebillsdrawn 1 month/ 2 months/ 3
months previousto this date, with the exception of those detailed below (of which thetotal amount has been
refunded by deduction from thishill), have been disbursed to the Government employeestherein named and their
receiptstakeninthe office copy of thebill / Pay Bill Register or in aseparate acquittanceroll.”.

4.105. Thehill completed under the preceding rule may be presented at the treasury on thereceipt of the
Drawing and Disbursing Officer, but no bill requiring previous countersignature of acontrolling authority shall be
presented at thetreasury, before such countersignature has been obtained.

4.106. (1) Thetravellingalowancehillsof sub-ordinate Government employeesaccompanying an officer
ontour, shal bepresented a convenientinterval sduring the officer’ stour or immediately on returnto the heedquarters
andinany case, beforethe 31st of March.

(2) Thetravelling alowancehbill may be presented at the treasury with therecel pt of the Head of the office
or the Drawing and Disbursing Officer who shd| disbursethetravelling alowanceinthe samemanner asinthecase
of theestablishment bill.

Cost of medical treatment

4.107. Theexpenditureincurred by, and to be reimbursed to, Government employeesor officialson
account of medical attendance and trestment may bedrawnin T.R. Form No. 24 under thesub-Head “ Salaries’.

Theamount drawninthebill shall be supported by proper receipt and vouchersinal cases.

Section V. —Contingent Char ges
General

4.108. Theterm*“contingent charges’ or “contingencies’ meansall incidental and other expenseswhich
areincurred for the management of an office or for theworking of technical establishment, such as, |aboratory,
workshop, etc., which are chargeableto the primary unit of appropriation “ Office Expenses’ and includes other
expenseswhich areincurred for the purchase of service postage stampsor other charges, except thosewhich
under prescribed rulesof classification of expenditure, fal under some other head of Account, e.g., ‘Works', * Tool
and Plant’, etc.

4.109. (1) TheproceduresasmentionedinT.R.4.110to T.R. 4.140 shdl gpply primarily to contingencies.

(2) Themiscellaneous expenditures, which are not classified as contingencies, shall be subject to these
rules, except insofar asit may be governed by any special rulesof procedure by any departmental regulations.

4.110. (1) Theseprovisonsshall apply primarily to contingent chargesof Heads of offices, etc., who
draw money required by them to disbursethese chargesby billsdrawn onthetreasury.

(2) The contingent charges of other departments, like, Forest Department and other offices of similar
nature shall be subject to theserules, except in so far asthey are supplemented or modified by the departmental
regulations
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Classification of Charges

4.111. (1) Thecontingent chargesincurred onthe public service shdl bedivided into thedifferent classes
as stated in sub-rule (2) to sub-rule (6) and, the classification adopted in each department or office shall be
determined by ordersof the competent authority.

(2) Contract contingencies are lump sum amounts placed annually at the disposal of a Drawing and
Disbursing Officer for expenditurewithout further sanction of any kind and shal generally consist of such charges,
the annual incidence of which can be averaged with reasonable accuracy.

3 Scale-regulated contingencies are those contingent charges as may beregulated by scaleslaid
down by the competent authority, e.g., rewardsfor destruction of wild animals, etc.

(4) Special contingenciesare those contingent charges, whether recurring or non-recurring, ascannot be
incurred without prior sanction of the superior authority.

(5) Countersigned contingenciesarethose contingent chargesasmay requiretheapprova of thecontrolling
authority beforethey can be admitted aslegitimate expenditure against the Government, such approval usualy
taking theform of counter-signatureafter payment on adetailed bill submitted to the Accountant-Generd, (Accounts
and Entitlement), West Bengal.

(6) Fully-vouched contingenciesare those contingent charges, which require neither special sanction nor
countersignature, but may beincurred by the Head of the office on hisown authority subject to fulfilment of the
necessity of accounting. Thesemay be passed on fully vouched billswithout countersignature.

4.112. Thefiveclassesof contingenciesas mentioned in sub-rule(2) to sub-rule(6) of T.R. 4.111 shall
not be necessarily mutually exclusive. There may be casesinwhich specia contingenciesmay beregulated by
scaes, orinwhichabill for scaleregulated contingenciesmay require countersignature. When acontingent bill falls
within two or more classes, the procedure of theserules for each of these classes shall, asfar aspossible, be
followed.

4.113. Thelist of contract contingent itemsaswell asthe Departmentsinwhichthesystemisinforceshdl
be such as prescribed inthe West Bengal Financia Rules, Volumell.

Permanent advances

4.114. (1) Government officers, who haveto make paymentsfor contingent expenditure, beforea lotment
isreceived for such expenditure, may make such paymentsout of permanent advancesor imprest cash which such
Government officersmay be permitted to hold under the orders of the competent authority, subject to recoupment
on presentation of contingent billsin T.R. Form No. 25.

(2) The Permanent advance shal bedrawn onasmplebill in T.R. Form No. 31 with such changesasmay
berequired.

(3) The proceduresasmentioned in sub-rule (4) to sub-rule (6) shall be observed for making paymentsout
of the permanent advance held inthe Personal Ledger Account by the Secretary to the Governor of West Bengal
on account of HisExcellency the Governors' discretionary grant.

(4) Assoon asHisExcellency the Governor announces agrant, the Assistant Secretary to the Governor
shall issueachequeinfavour of the payeedrawn out of the Personal Ledger Account and obtain areceipt from
him. Heshall at the sametime communicatethe ordersof HisExcellency the Governor sanctioning thegrant tothe
Accountant-Generd, (Accountsand Entitlement), West Bengal or the Accountant-General (Audit), West Bengal.

(5) The Assistant Secretary to the Governor shall periodically recoup the permanent advanceheldinthe
Personal Ledger Account by drawing billsto be supported by the payees’ receipts.

(6) Thetelephonebillsand eectricity bills, which arerequired to be paid within specified datesfrom the
datesof issueof thebills, may bepaidinitialy out of the Permanent Advanceto avail of the benefit of rebate.



Part 1] THEKOLKATA GAZETTE, EXTRAORDINARY, JUNE 14, 2005 55

General limitations

4.115. All chargesactually incurred shall be paid and drawn at once, and such chargesshall not be paid
from the grant of another year.
4.116. (1) Nomoney shal bedrawnfromthetreasury unlessitisrequired for immediate disbursement.

(2) Nomoney shdl bedrawn from thetreasury inanticipation of demandsor to prevent thelgpse of budget
grants.

4.117. Thechargesrelating totwo or moremajor, sub-major, minor, scheme, or detail heads of account
shall, bedrawnin separate billsand separate accounts shal | be maintained.

4.118. (1) Saveashereinafter provided inthisrule, no pay of any kind and no additionsto pay may be
drawn on billsfor contingent expenditure.

(2) Subject to any generd or specid ordersissued by the Government, thewages of casua [abourers, who
have been engaged with the approval of the Government, by the competent authority to dischargethedutiesof the
classesmentioned below may betreated as contingent expenditure:-

(8) hot wesather establishment;

(b) mazdoors engaged on manual |abour and paid daily or monthly wages,

(c) Sweepers, and

(d) other classes of Group D or casual labourers, e.g., dhobis, tailors, syes, grass-cutters, etc.

(3) Thewagesof temporary-filled establishment of Surveysand Settlementsand of extrapotdarsentertained
for accompanying remittances, etc., may a so bedrawn on contingent bills.

4.119. The contingent chargesincurred on account of the wages of workers engaged on manual |abour
and paid at daily or monthly rates, shall be supported by acertificate sgned by the Drawing and Disbursing Officer
tothe effect that theworkerswere actually engaged and that the bill drawn for the previous month had actually
been disbursed.

4.120. (1) Incaseof dl others, whose pay isdrawn on contingent bills, acertificateinthefollowing form
shdl befurnished by the Drawing and Disbursing Officer separately to thetreasury, after disbursement in the next
month:-

“Certified that all Group D/casua |abourers, whosepay hasbeenchargedinbill No.........................

encashed under Treasury voucher / TokenNoO. .............c.... ... dated..........cceennnn. under the Head of
ACCOUNME ...t were actually engaged in Government service during the period concerned and
paid.”

(2) The Treasury Officer shall ensurethereceipt of such certificatesfrom the concerned Drawing and
Dishursing Officer withthehbill.

Responsibility of Drawing and Disbursing Officers

4.121. (1) Every Government officer shdl exercisethesamevigilancein respect to petty contingent expenses
asaperson of ordinary prudence may be expected to exercisein spending hisown money.

(2) The Drawing and Disbursing Officer shall ensurethat—
€) therulesregarding the preparation of billsare observed,

(b) themoney isether required for immedi ate disbursement or hasaready been paid fromthe
permanent advance,

(© theexpenditureiswithintheavailablealotment of funds,

(d) all stepshave been taken with aview to obtaining an additional alotment of fund if the
origina allotment of fund haseither been exceeded or islikely to be exceeded, and
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(e inthe caseof contract contingencies, the proposed expenditure does not cause any excess
over theallotted funds.

(3) The Drawing and Disbursing Officer shall furnish themonthly statement of actual expenditureinthe
prescribed form to his Controlling Officer by the 10" day of thefollowing month.

Responsibility of Controlling officer
4.122. (1) TheControlling Officer shall beresponsiblefor ensuring that—

€) theitemsof expenditureincluded inacontingent bill areof obviousnecessity and areat fair
and reasonablerates,

(b) the previous sanction required for any itemisattached,
(© therelevant vouchersareall received andinorder,

(d) thecalculationsare correct, and especidly theallotment of funds has not been exceeded
nor aretheselikely to be exceeded, and

(e the Accountant-Genera (Accountsand Entitlement), West Bengal, hasbeen informed
either by aremarksonthebill or otherwise of thereason for any excessover themonthly
proportion of thealotment of funds.

(2) If expenditureisprogressing too rapidly, the Controlling Officer shall dert the Drawing and Disbursing
Officer for appropriate action and arrangewith hissubordinate officersfor reporting to himmonthly expenditureto
enablehimto exerciseacheck onthetota expenditure against thetotal alotment of fundsunder hiscontrol.

(3) Heshall verify thefigureof actua expenditureasreported by the Drawing and Disbursing Officerswith
referenceto the Allotment Register maintained by him and shall reconcilethesefigureswith those booked in the
‘booksof accounts' of Accountant-Genera (Accountsand Entitlement), West Bengal.

Cancdllation and destruction of sub-vouchers

4.123. (1) Therulesfor the prevention of the fraudulent use of sub-vouchersshall be observed by all
Drawing and Disbursing Officersand Controlling Officersin the matter of cancellation and destruction of sub-
vouchers.

(2) All sub-vouchersshall be preserved for aperiod of three completefinancia years.

(3) Every sub-voucher whichisnot required to beforwarded either to the A ccountant-General (Accounts
and Entitlement), West Bengd, or to aControlling Officer dong with billsunder the provisonsof theserules, butis
recorded in the officeto which the expenditurereates, shall be duly cancelled by meansof arubber stamp or by an
endorsement in red ink acrossthe voucher and such cancellation being initialled by the officer authorised to draw
the contingent billsof the office. The cancellation shall be made at thetimewhen the contingent bill, inwhich the
sub-voucher or sub-vouchersareincluded, isactually signed.

(4) Sub-voucherssubmitted to aControlling Officer, whichisnot required to beforward to the Accountant-
Generd (Accountsand Entitlement), West Bengd, shdl beduly cancelled by him after checking and thecancellation
shall be attested by the Controlling Officer at thetime of countersignature of thebill.

(5) Inall casesinwhich sub-vouchersarenot required to be submitted to the Accountant-Generd (Accounts
and Entitlement), West Bengd, or the Controlling Officer, the Drawing and Disbursing Officer shdll certify inthehill
that sub-vouchersother then those attached to the bill have been so defaced or mutilated that they cannot be used
again. A amilar certificate shal befurnished by the Controlling Officer in respect of sub-voucherssubmittedtohim
by the Drawing and Disbursing Officer, whichisnot required to be submitted to the A ccountant-General (Accounts
and Entitlement), West Bengal.

4.124. The sub-vouchers, which are required to be sent to the Accountant-General (Accounts and
Entitlement), West Bengdl, shal not be cancelled either by the Drawing and Disbursing Officer or by the Controlling
Officer, astheduty of cancelling the sub-vouchersor keeping them in proper custody to prevent fraudulent use,
shall devolve onthe Accountant-Genera (Accountsand Entitlement), West Bengal.
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Contingent Register
4.125. A register of contingent expenditure shall bekept in each office and eachitem of expenditureshall

be entered in the said register with dated initial of the Head of office or any Group A Government employee
authorised by him.

4.126. (1) Theform of the contingent register shall be such as prescribed inthe West Bengal Financial
Rules. Theactua detailssuch asthe number of columnsto be opened, the sub-heads and detailed headsand such
further detailed classification asmay berequired for the purpose of control, may be settled by the Accountant-
Genera (Accountsand Entitlement), West Bengal, and the controlling Department to suit the conditions of each
department and office.

(2) Themost common sub-Heads and detailed Heads may have separate columnswith allotment of funds
noted at thetop. Thelessimportant and trivial itemsmay be lumped together in one column when each of the
separateitems need not be accounted for or watched separately. Any chargefalling under any of the separate
columns, but requiring explanation may be described in the column headed “ Description”, and therel evant amount
isentered only initsspecial column. The same*Description” column shall servealso for noting of the month or
period during which any recurring charges (e.g., rent, wages, etc.,) wereincurred.

(3) For convenience, aseparate register may be maintained for each class of contingent charges.

(4) If during the absence of the Head of the office and of the Officer to whom the duty of maintenance of
contingent register hasbeen delegated, the entriesin the Contingent Register have beeninitialed by aGroup B or
C Government employee, theregister shall bereviewed and the entriesre-initialed by the Head of the office or
such Officer onreturnto duty inthe headquarters.

4.127. Aseachpaymentismade, entriesshall be made, in the contingent register of the date of payment,
the name of payee and the number of sub-vouchersin thethree columnsto theleft, and theamount in the proper
column, and in the case of any charge requiring explanation, theinitial of theofficer incurringit, shall betaken
againgt thedescription.

4.128. Toenablethe Drawing and Disbursing Officer towatch the progressof the expenditureunder each
detailed Head, as compared with the allotment, aprogressivetotal of all the columnsshall be made monthly,
immediately after themonthly total, so astoincludeall paymentsunder each Head.

General instructions

4.129. (1) Whenitisnecessary todraw money for contingent expenses, asfor example, whenthe permanent
advance beginsto run short or when atransfer of charge takesplace, and in any caseat theend of every month,
alineinredink shall bedrawn acrossthe page of theregister or registers, the columns added up severally and
total sposted in separate bill for each class of contingent expenditure. The Head of the office, or the Officer to
whom thisduty hasbeen delegated, shal carefully scrutinisetheentriesin theregister or registerswith the sub-
vouchers, initid themif thishasnot a ready been doneand signthebill which shall then be dated, numbered and

presented for payment at thetreasury.
(2) Thenatureof contingent expenditure may beindicated inthebill and thetotal s posted against them:

Provided that in cases of expenditurerequiring explanation, full detailsof the chargesshdl beenteredinthe
bill, except when these are given in the sub-vouchers sent to the A ccountant-General (Accountsand Entitlement),
West Bengdl.

(3) In computerised bills, such detail sshall be printed in computer.

4.130. (1) Contingent billspreferring claimsfor rents, e ectricity and other connected chargesincurred on
account of hireof private buildings by the Government for office accommodation shall be accompanied by the
following certificatessigned by the Drawing and Disbursing Officer, namely:

“ Certified that theamount drawn on account of rents, ratesand taxesin contingent bill vide No.
dated , T.V./Token No. dated inrespect of the previous month wasactually paid to
the parties concerned and that no portion of the building for which expenditure wasincurred during that month was
utilised for resdentia or any other purpose.”.
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(2) Inthe casewhereany portion of the building hasbeen used for residentia or any other purposeduring
the period for which chargeshave been or areto be paid, thefollowing certificate shall befurnishedinlieu of the
certificateasmentioned in sub-rule (1), namely:

“Certified that the expenditureinrespect of the portion of thebuilding which wasused for resdentia or any
other purpose permitted by competent authority during the period for which thechargeswere paid inthe previous
month videbill No. dated , T.V./Token No. dated has been recovered from
the Government empl oyee/person concerned fromwhom it wasdue.”

4.131. Thecontingent billswhichinclude chargeson account of purchase of goodsonwhich salestax has
also been charged shall be supported by thefollowing certificate signed by the Drawing and Disbursing Officer,
namdy:

“Certified that the goods on which salestax has been charged have not been exempted under the Central
or State Sales Tax Act or the rules made thereunder, and that the charges on account of salestax on these goods
arecorrect under the provisionsof those Actsor the rulesmadethereunder, and that in the case of suppliesagainst
regular contracts, therelevant contract includes aspecific provision that salestax ispayable by Government.”.

4.132. Thefollowing certificate signed by the Drawing and Disbursing Officer shall be attached with al
the contingent billswhichinclude chargeson account of expenditure on light refreshment at formal meetingsand
conferences, namely:

“Certified that the expenditure on entertainment chargesincluded in thishill wasincurred in accordance
with theeconomy circular issued/ termsand conditionslaid down by the Government from timeto time and that
the prescribed monetary limitshave not been exceeded.”

4.133. Unlessotherwise provided inthe departmental regulations, every bills presented in support of
paymentsfor purchase of storesshall be accompanied by acertificatein support of stores purchasebillsstating that
thearticdlesdetalledinthevouchers and thelr quantitiesarecorrect, their quaity isgood and according to specifications,
that therates paid are not in excess of accepted or market rates, and that suitable notes of payment have been
madeintherelevant indents, supply ordersand invoicesto prevent double payment. Theauthority, unlessitisa
genera one, under which the purchaseismade, shall aso be quoted.

4.134. When, inpaying rewardstoinformers, or inany other case, itisnot desirableto disclosethenames
of payees, the Drawing and Disbursing Officer shal in hishandwriting, furnishinthe Current bill thefollowing
certificateinlieu of the payee srece pt ordinarily required, namely: —

“Certified that the amount drawn in the previous bill vide T.V. No.
................ Dated............ccun.........N@sbeen duly made.”. [Appendix 8]

Fully vouched contingent charges

4.135. (1) Theofficerswhose contingent billsdo not require counter-signature and who do not embody
intheir bills, chargesof any officer dealing separately with the treasury, need not submit monthly billsand such
officer shall draw money from thetreasury by billsin T. R. Form No. 25 showing full detail sof thecharges.

(2) Thecontingent billsof officers, which do not require countersignature, may bedrawn by presenting bills
inT. R. Form No. 28 showing full detailsof the charges and supported by sub-vouchers:

Provided that in caseany officer hasto embody in hishill, chargesof any subordinate officer who normally
drawsmoney by presenting hishillsdirectly to thetreasury, the countersigning officer shall submit monthly billsin
themanner stipulated in above mentioned formin adjustment of theabstract billsdrawn by himself or hissubordinates.

Explanation |.—For thepurposeof thisrule, in caseswheretheamount required for payment of telephone,
el ectricity and water charges are more than the permanent advance sanctioned and cannot, therefore, be paid out
of it, fundsrequired for making only thesethreetypes of contingent paymentsmay be drawn on fully-vouched
contingent bills(T.R. Form No. 26) under the provisions of theserules, attaching thereto aduplicate copy of the
demand/bill received, assub-voucher and such case shall betreated asaspecid case. For such payments, wherever
only one copy of thedemand or bill isreceived from the Telephone Department or the State Electricity Board or a
local body and the paymentsare made only by cheques, fundsrequired may be similarly obtained by attaching
Photostat copy of the demand or bill (duly attested) which shall serve asasub-voucher in support of relevant
contingent bill.
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Explanation I1. —For the purpose of the proviso to thisrule, aHead of Department or the Controlling
Officer hasto submit countersigned monthly detailed billsto the concerned treasury, in adjustment of the abstract
billsdrawn by himself and hissubordinates as per provisonsmadeherein.

(3) Theprovisionsof Explanation | of sub-rule(2) shall not be extended to any other case or eventothe
threeinstant typesif the payment accruesto aprivate party. Inthe case of billsliketelephone, e ectricity or water
charges, the chequein favour of the Drawing and Disbursing officer may bedrawn. Cheques, in other cases, shall
becrossed as ‘ A/C Payeeonly’. The stamped recel pt or recei pt thereon against payment of such abill by cheque,
may beretained by the Drawing and Disbursing Officer and shall be accorded the sametreatment asprovidedin
theserulesregarding the cancellation and destruction of sub-vouchers.

Charges regulated by Scales and Special Contingencies

4.136. (1) Thechargesregulated by scalesand specid contingencieswhich requirethe previous sanction
of the Government before these can beincurred shdl bedrawn intheabstract bill forminT. R. FormNo. 27 with
afull description of chargesand accompanied by Government order and proformainvoice, whereavailable. Inthe
caseof gpecial contingencies, theordersof sanctioning authority shall be quoted; and when expenditurefor which
alump sumisgranted under asingle special sanction, iscontinued over more than one month, the second and
subsequent months’ billsshall bear anote of the progressive up-to-date expenditure under the sanction.

2 The conditions under which the Secretary to the Public Service Commission, West Bengal, is
alowedto draw money on abstract contingent bill sfor payment of remuneration to examinersand printersappointed
in connection with the various examinations held by the Commission shall belaid downin Appendix 11.

4.137. Thebillsfor contingent chargesrequiring countersignature before payment shall bedravninT. R.
Form No. 26, and such countersignature being aform of sanction to the charges drawn in such billsand the
relevant sub-vouchersfor morethan Rs. 500/- for eachitem shall be attached with thebill.

Explanation. —For the purpose of thisrule, theterm “item” refersto theitems of expenditure and not the
item of charges, e.g., achargefor Rs. 250/- for section writers would not require to be supported by a sub-
voucher if theamount comprises sumspaid to severa personsnone of which exceedsRs. 500/-. Thelimit of Rs.
500/- is, however, subject to alteration by the Government in consultation with the Accountant-General (Accounts
and Entitlement), West Bengal.

4.138. (1) Thedifferent authorities shall be empowered to draw advancesin abstract contingent billsin
T.R. Form No. 27 (which shall be of pink colour) on condition such advances are adjusted by submission of
detailed bills. Thedrawal of such advancesand submission of adjustment thereof shall be made by presenting bills
tothetreasury. Thefollowing procedures as stated in sub-rule (2) to sub-rule (14) shall be observed inthe matter
of drawal of advancesand their adjustments.

(2) Theadvancesmay bedrawn only when the administrative Department i ssues sanction for thedrawal of
the samewith the concurrence of the Finance Department. The advances may be drawn under del egated power
where specific delegation has been madeto the Heads of Directorate, the Heads of offices, etc.

(3) Theadvancesshall bedrawn by presentation of bill in T.R. Form No. 27 on the condition that detail ed
bill in adjustment thereof shall be presented to the Controlling Officer without avoidable del ay for countersigning
and transmission to the Accountant-General (Accountsand Entitlement), West Bengal through the concerned
treasury in accordance with the procedure hereinafter prescribed.

(4) Assoon asabill relating to an advance presented in T.R. Form No. 27 ispassed for payment, anote
shall be kept in the Advance Check Register to be maintained by the Treasury Officer in T.R. Form No. 29
indicating the particularsof thebill showing bill number and date, token number and date, amount, full Head of
account, purpose of the advance and the name of the Drawing and Disbursing Officer. There shall be separate
columnsshowing the detailed bill number and date on which adjustment of the advancesismade, amount, date of
rece pt of the Detail ed contingent Bill from the Drawing and Disbursing Officer, whether adjustment madeinfull, if
not, the challan number and date of refund of the unadj usted amount, remarks, etc. The Treasury Officer shall Sign
thisRegister assoon asabill ispassed and al so when the advanceis adjusted.

(5) A detailed bill in adjustment of an advance shall be submitted within one month from the date of
completion of the purposefor which advance was drawn and in no case beyond the period of sixty daysfromthe
dateof drawal of such advance unlessotherwise permitted by the administrative Department with the concurrence
of the Finance Department. A certificateto the effect that the aforesaid conditions have been fulfilled shall be
recorded inthebill for drawing asecond such advance. A statement of advancesremaining unadjusted in respect

of each quarter shall be submitted by the Drawing and Disbursing Officer to the Controlling Officer, Finance
Department and the Treasury Officer. Such statement in respect of each quarter (e.g., April to June) shall be
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submitted within 10 daysfrom the end of the quarter. The Advance Check Register mentioned in sub-rule (4)
aboveshdl beclosed at theend of each financial year and the detail s of any unadjusted advance shall be brought
forwardinthenew Register for the next financia year. If there be any advance remaining unadjusted for aperiod
over six months, areport of such outstanding advancewith the particularsof drawal shall be sent by the Treasury
Officer tothe Drawing and Disbursing Officer, the Controlling Officer, the Finance Department, the Finance (Internal
Audit) Department and the Accountant-Genera (Accountsand Entitlement), West Bengal.

(6) Thedetailed bill in adjustment of an advance shall bepreparedin T. R. Form No. 28 which shall be of
Yellow colour headed * not payableat the Treasury” . All sub-vouchersabove Rs. 500/- shall beenclosed withthe
detailed bill. Thedetailed bill shall besigned by the Head of the office besidesthe Drawing and Disbursing Officer
and submitted to the Controlling Officer. In caseswhere the office of the Drawing and Disbursing Officer and that
of the Controlling Officer arelocated at different places, the detailed bill may be submitted direct to the Treasury
Officer for onward transmission to the Accountant-General (Accountsand Entitlement), West Bengal, without
being countersigned by the Controlling Officer. In such casesacopy of thedetailed bill (without sub-voucher) shal
be submitted to the Controlling Officer for scrutiny and record.

(7) Theadminigtrative Department shall ensurethat no advanceis sanctioned without the existing del egated
power or concurrence of the Finance Department and availability of fund for drawal of such advance. Thetreasury
shall also watch that the advances are drawn within the del egated power or with the concurrence of the Finance
Department and alotment of fundisavailable.

(8) The Secretary of the administrative Department isthe Controlling Officer in respect of ademand for
grant. The Secretary may nominate an officer under himto performall thefunctionsof the Controlling Officer. But
the overall responsibility for control of expenditure shall rest with the Secretary of the Department. The officer
nominated to act asthe Controlling Officer shall not be an officer below the rank of Deputy Secretary to the
Government or the Head of the Directorate under the Department. On recel pt of thedetailed bill in the office of the
Controlling Officer, it shall bereviewed by the Controlling Officer with the assistance of such staff asmay be
necessary. After scrutiny of thebill with referenceto sub-vouchersand wherethereisno sub-voucher with reference
to the detail sof expenditure, the Controlling Officer shall countersignthebill and despatchit to thetreasury or the
Drawing and Disbursing Officer within 15 daysa ong with the sub-vouchersfor itemsfor morethan Rs. 500/- for
onward transmissionto the Accountant-General (Accountsand Entitlement), West Bengal. The Controlling Officer
shdll keep arecord of all billscountersigned by him and any amount disallowed by the Controlling Officer shall be
noted in theregister maintained in hisoffice. The copiesof adjustment bills, the origina of which aresent by the
Drawing and Disbursing Officer direct to thetreasury, shall also be subjected to the same scrutiny at the Office of
the Controlling Officer and therecord of such billsshall bekept inthe Register mentioned above.

(9) (8) Onrece pt of an adjustment bill from the Controlling Officer or the Drawing and Disbursing Officer,
thetreasury shall send it to the Accountant-General (Accountsand Entitlement), West Bengd, after examination of
the charges, withreferenceto existing rulesand ordersbesides verifying arithmetica accuracy of theclamand aso
keeping necessary noteinthe Advance Check Register mentioned hereinbefore.

(b) Thetransmission of thehill to the Accountant-Genera (Accountsand Entitlement), West Bengal, shall
be made within 15 daysfrom the date of the receipt of the bill under intimation to the Controlling Officer or
Drawing and Disbursing Officer.

(10) (a) After despatch of thedetailed bill to the Accountant-General (Accountsand Entitlement), West
Bengal, through thetreasury, the Controlling Officer shall inform the Head of the office asa so the Drawing and
Disbursing Officer any amount disallowed and thisamount shall be recovered by short drawal inthe next bill
presented to thetreasury.

(b) Thegrossamount of each sub-voucher shal be enteredin such bill and below thetota shall beentered
“deduct Rs. disallowed fromthebill no. ", thereceipt being given for the net
amount only. If after correspondence, the Controlling Officer withdrawshis objection, thedisall owed amount may
beredrawn subsequently inabill presented to thetreasury.

(112) (a) For the purpose of adjustment of advanceif thedetailed bill doesnot cover the entireamount, the
balance shall be deposited into the Government Account with achallan. In respect of theadvancesdrawnina
financia year adjusted within thesamefinancia year, theba anceamount shal beshown asareduction of expenditure
under the detailed Head from which theamount wasoriginally drawn.

(b) In caseswherethe adjustment of the advance, ismadein thenext financia year and if certain amount
isrequired to be deposited to Government Account for full adjustment of the advance, the amount shall begiven
the sametreatment as stated at sub-rule 11(a).

(12) Incase, theadvanceisdrawnfor transfer to the Personal Ledger Account under specific order of the
Government, thesameshall bedrawninusua manner in T. R. Form No. 43. Such drawalsshall not benotedinthe
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Advance Check Register maintained at the treasury. The Administrator, on whose account, the amount hasbeen
transferred, shal maintain proper record of the expenditure and submit the utilisation certificate to the appropriate
authority.

(23) Inrespect of advancesdrawn by different Heads of offices or the Drawing and Disbursing Officers
within 60 daysfromthedate of drawal, the adjustment bill shall be submitted to thetreasury. The Treasury Officer
shdl pursuetheadjustment of outstanding advancesthrough the Advance Check Register and every Drawing and
Disbursing Officer / Head of the office shall berequired to furnish acertificate by the 15". May of every year tothe
effect that dl the amountsdrawn up to the end of thelast financial year has been disbursed.

(14) (a) The Drawing and Disbursing Officer and the Head of office shall record such certificate of
disbursement after carefully verifying the cash balance and the cashbook or any other officerecord.

(b) The Finance Department shall arrange through itsown officer(s) nominated for the purpose, test check
of theamountsof the Drawing and Disbursing Officersor the Heads of officesto find out whether the provisionsof
theserules have been complied with. Lapse on the part of the Drawing and Disbursing Officersand the Heads of
officesin adjustment of the advances and disbursement of the amounts drawn shall attract disciplinary action,

where necessary.

I nterdepartmental Transactions

4.139. (1) Uptothelst April 1977, theinter-departmental adjustmentsof costsof suppliesor services
were being made by book transfer through the Accountant-General (Accountsand Entitlement), West Bengd,
resultingin delay in settlement of claimsand largeamountsremai ned unadjusted. The settlement of such claimsshall
henceforth be made by cashv/draft/cheque.

(2) Thecost of suppliesmade or servicesrendered by adepartment or an Office to other department or
Office of the Government of West Bengal shall be settled by exchange of cheque or draft to the Drawing and
Disbursing Officer of the supplying department or the office.

(3) Wheretheofficer recelving the suppliesand officer giving such suppliesarewithin thejurisdiction of the
sametreasury, the existing system of adjustment of cost for suppliesor servicesby transfer shall continueto bein
force. Under thissystem, the Treasury Officer instead of making cash payment, shall effect payment by crediting
the Department supplying and debiting the department served or supplied. Insuch cases, thebillspresented to the
treasury shall be supported by challans showing clearly the Head of account to which theamountsare creditable.

(4) Inthecase of suppliesmade or servicesrendered by adepartment of the Government of Indiaeither in
Indiaor outside Indiaor any other State Government, the cost of the suppliesor servicesmay be settled either by—

€) issuing asanction order infavour of the Accountant-General (Accountsand Entitlement),
West Bengdl, to raisedebit against the Government by per contra credit to the concerned
supplying department indicating therein the Head of account where the debitsand the
credits are to be adjusted. On receipt of the sanction order, the Accountant-General
(Accountsand Entitlement), West Bengal, shall make necessary accounts adjustment and
shall effect monetary adjustment as per theprovisionsof thisrule, or

(b) by presenting bill at the treasury to effect payment by raising credit to the supplying
department. In such case, the officer who hasreceived the suppliesor servicesshall make
the bill and the Head of account to which theamount isto betransfer credited (8658-
Suspense Account-101 PAO Suspense -name of the PAO-for the Departments of
Government of Indiaand 8793-Inter State Suspense Account-Name of the State-for
other State Government), shall beindicated clearly inthechallan attached with thebill.

Service postage stamps

4.140. (1) Thepayment for purchase of service postage slampsand Franking Machine shall be made by
thecrossed * Government Account’ chequein favour of the Post Master and such cheque may be obtained by the
Drawing and Disbursing Officersfrom thetreasury by preferring abill indicating the value of postage stamps of
various denominationsrequired, and giving acertificate that the stamps shall be used on prepaying postage on
bona fide communicationin the publicinterest and that the expenditure could not be avoided.

(2) Indl contingency hills, sub-vouchersabove Rs. 500/- shall befurnished with thebillsunlessotherwise
directed by the Government.
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Section VI. —Paymentsfor purchase of stores
I ntroductory

4.141. For the purpose of this Section, theterm * Stores’ isused toindicate all articlesand materials
required for the public service and coming into an office for various purposes which are budgeted under
classifiable Heads of expenditure such asworks, toolsand plant, machinery, equipment, material and supply.

4.142. Subject to such general or specia rules or subsidiary instructions as may be issued by the
Government for the guidance of officers who are required to make purchase of stores on Government
account, the payments shall be regulated in accordance with the provisions of this Section, except in so far
asthey are supplemented or varied by special departmental regulations. Local purchase of petty articlesor
consumabl e stores out of office contingency is not subject to the rulesin this Section.

Purchaesesin India

4.143. Subject as hereinafter provided, the provisions of Section on contingent charges of this
Chapter shall apply generally to payments for stores purchased in India even when purchases in respect of
the Director General, Supplies and Disposal, Government of Indiarate contract items are made, which the
State Government’s Departments may directly procure.

4.144. (1) Asageneral rule, the payment for supply is not permissible unless the stores have been
received and surveyed.

(2) The payments prior to verification of the quality and quantity of the materials may be permitted
in exceptional casesonly, subject to the condition that adequate safeguards exist to protect the Government
interest against all lossesin the event of the materials being found short or not as per specification.

(3) In al such cases as stated in sub-rule (1) and sub-rule (2), abill based on actual measurement
shall be obtained as soon as possible after payment has been made for submission to the Accountant-
Genera (Accounts and Entitlement), West Bengal, through treasury.

4.145. (1) If not provided otherwise by departmental regulations, bills presented in support of
payments for purchases of stores shall be accompanied by a certificate stating —

@ that the articles detailed in the vouchers have been actually received and entered in the
Stock Register,

(b) that their quantities are correct and their quality according to specifications,
(© that the rates paid are not in excess of accepted or market rates and

(d) that suitable notes of payment have been made in the indents and invoices concerned to
prevent double payment.

(2) The name of the authority, unlessit is a genera one, under which the purchase is made, shall
also be quoted in the certificate as stated in sub-rule (1).

4.146. (1) The provisions of T.R. 4.139 shall apply to supplies of stores by one department of the
Government to another, where the adjustment of the cost of such supplies hasto be made by book transfers
where permissible.

(2)  Thefollowinginstructionswould be printed on all formsof invoicesfor the supply of stores,
etc., and the officer receiving the supply shall comply with them before the invoice is countersigned: —

“Itisessential for purposes of accounting and audit that the entries below shall befilled in. Failure
to do so may result in unnecessary delay and return of thisinvoice for compliance.

@ Head of account (Major, Minor, sub-head and detailed Head)

(b) Month and year to which the charges related ................ccooih i il

(© Accounts Officer by whom the amount isadjustable ......... ......... oo i
(d) Department to which the charges are debitable .................. ..oooh i ol
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Section VII —Works Expenditure
General

4.147. Therulesin this Section shall apply to expenditure on specia services connected with the
construction, repair and maintenance of buildings, roads and other works of public utility, whether carried
out by the Public Works Department or under special orders of the Government, by the user department or
the department requiring such works. The expenditure on petty construction and repairs, which under any
ordersissued by the Government, istreated, as contingent expenditure of the department incurring it, shall
be subject to the provisions of the rules regarding contingent charges of this Chapter.

Mode of obtaining cash

4.148. (1) The Drawing and Disbursing Officer shall be authorised to obtain funds by drawing
chegues on the bank or cash required for works expenditure in accordance with the provisions of T.R.
4.150.

(2) Wherethe Drawing and Disbursing Officer isnot so authorised under the provisions of sub-rule
(2), the Drawing and Disbursing Officer shall obtain funds by drawing contingent billsin accordance with
the procedure mentioned in the rules regarding contingent charges of this Chapter.

4.149. (1) When contingent bills are drawn for works expenditure incurred by any administrative
Department other than the Department executing the works, details showing the name of the work, the
number and date of the order sanctioning the work and the amount of the sanctioned estimate shall invariably
be entered inthebill. A full description of each item of expenditure, together with details, where necessary,
showing the rates and quantities shall be given, and sub-vouchers, together with the payees’ receipts, shall
be furnished under the rules regarding contingent charges of this Chapter.

(2) When it is not possible to give details of the expenditure at the time of drawing the bill, the
detailed, expenditure shall be given subsequently inabill in T.R Form No. 28 (in yellow colour), with the
heading “Not payable at the Treasury,” to which the necessary sub-vouchers shall be attached. The
transmission to the Accountant-General (Accounts and Entitlement), West Bengal, of the detailed bill and
the sub-vouchers shall be completed within a month.

(3) The paymentsfor labour charges shall be supported by the certificate mentioned in sub-rule (1)
of T.R. 4.120.

4.150. (1) All payments in respect of works expenditure shall be made by cheques drawn by the
authorised Public Works Disburser in accordance with the provision of Part A of Appendix 5. Drawal of
such chegues shall be guided by the general rules laid in the relevant rules for drawl of cheques in these
rules.

(2) Eveninthe caseswhereworksis executed by adepartmental officer directly, the payment to the
contractors and suppliers shall be made by Account Payee Cheques by drawing bills from the treasury in
the form prescribed for contingent charges.

(3) Where the work is executed by an Engineering Division on behalf of a Department of the this
Government and where charges are paid directly from the concerned departmental service or functional
Head of account, fundsin such cases shall be placed at the disposal of the concerned Engineering Division
with the authority to obtain necessary Letter of Credit (L.O.C.) from the Competent Authority.

4.151. (1) Subject to the provisions as provided in these rules regarding payment by cheques, petty
sums under five hundred rupees shall not be paid by cheques and for the disbursement of these and other
claimswhich haveto be paidin cash, e.g., wages of labourers and of the establishments charged directly to
works, etc., the Drawing and Disbursing Officer may draw money from time to time from the treasury or
the bank by cheque to replenish his cash chest.
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(2) Save as provided in sub-rule (1), no cheque shall be drawn unlessit is required for immediate
payment and cheques drawn in favour of contractors and others shall be made over to them by the Drawing
and Disbursing Officer direct, though occasional delivery of achequethrough asubordinate may be permitted
at the discretion and responsibility of the disburser.

(3) It is not permissible to draw cheques and keep the amount unspent in the departmental cash
chests at the end of the financial year for the purpose of showing full utilisation of the allotment.

Paymentsto Labourers

4.152. (1) Asageneral rule, and subject to such exceptions as may be authorised by departmental
regulations, wages of labourers engaged departmentally shall be drawn monthly on muster rolls showing
the names of the labourers, number of days they have worked and the amount due to each. The daily
attendance and absence of labourersand fines, if any, shall be so recorded asto prevent any tampering with,
or unauthorised additions to, the entries once made.

(2) Subject to the provisions as provided above, the muster rolls may be kept in such form and in
accordance with such methods as may be authorised by the departmental regulations.

3 The payment made on muster rolls shall be made or witnessed by a Group A Government
employee available in the disbursing office, who shall certify the paymentsindividually or by groups. The
amount paid on each date shall be noted in words aswell asin figures at the foot of the muster roll.

4) If any item remains unpaid, the detail sthereof shall be recorded separately in the muster roll
in which they were originally drawn, before it is finally, passed by the person who made the payment.
Unpaid items shall subsequently be carried forward until they are paid, the payments being recorded and
certified in the same way as current items. Notwithstanding anything contained in this rule, it shall be
optional to the Drawing and Disbursing Officer to adopt any other aternative method of making payment
of unpaid wages, subject to the conditionsthat a systematic record of items remaining unpaid is maintained
onthebasisof theorigina entriesinthe muster roll in whichthey weredrawn, and that reasonabl e precautions
are taken to prevent double payment or payment to wrong person(s).

Payments to Work-charged Establishment

4.153. (1) The wages of the work-charged establishment shall be drawn and paid in such form as
mentioned in the West Bengal Financial Rules.

(2)  Thepay hill of thework-charged establishment shall be acombined pay bill and acquaintance
roll form.

3 A consolidated bill in thisform shall be prepared monthly either for the whole sub-division
or for one or more sectionsof it, asmay be convenient, but the namesand the claims of the entire establishment
concerned including absentees, shall be shown in each bill. Names shall be grouped in the bill by workson
which the labourers are employed. Sanction to the entertainment or the establishment shall be quoted in
each case, and the Sub-Divisional Officer shall certify in the space provided for the purpose, that the
labourers were actually engaged in work during the periods shown against their names.

4) The deductions on account of fines, income-tax, Provident Fund, Group Insurance, etc.,
with necessary Schedules, shall be shown by special entries against the names concerned.

() If the acknowledgment of the payee cannot conveniently be obtained on the bill itself, it
may be obtained separately and attached to the bill as a sub- voucher.

4.154. Thepay billsmay be signed at any time not earlier than five days before the last working day
of the calendar month in which the wages are earned though they are not due for payment before the first
working day of the following month, on which the bank is open. Any amount, if drawn in excess, shall be
adjusted in the next month. When, however, the service of an individual isdispensed with, it ispermissible
and advisable to settle his accounts at once.

4.155. The wages remaining unpaid on a passed bill on the date fixed for closing the accounts of
the month, may be paid subsequently when claimed, on aseparate bill, after quoting the referenceto the bill
in which the charge was originally included and to the particular item thereof. In making payment of
arrears, suitable note of payment shall be kept against the original entriesin the bill or other records as to
guard against second payment. The wages drawn but not disbursed for more than three months shall be
adjusted immediately by short drawal.
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Payments to Suppliers and Contractors

4.156. Unlessinany casethe Government after consultation with the Accountant-General (Accounts
and Entitlement), West Bengal, direct otherwise, the payments for all work done otherwise than by daily
labour and for all supplies shall be made on the basis of measurements recorded in measurement books
kept for the purpose. The claims for such payments shall be prepared as far as possible by the claimants
themselves in authorised forms of bills and vouchers and no payment other than an advance payment may
be authorised unless the correctness of the claim in respect of quantities and rates as well as the quality of
thework done or supplies made have been accepted and all cal culations carefully checked by the concerned
Divisional / Sub-Divisional Officer. Subject to such general or special instructions as may beissued by the
Government after consultation with the Accountant-General (Accounts and Entitlement), West Bengal,
measurement books may be kept in such form and according to such methods as may be authorised by
departmental regulations.

Payments for Works done through Local Bodies

4.157. (1) When the maintenance of any Government buildings or roads is entrusted to a local
body the payment madeto it on thisaccount shall betreated in the same way asapayment for work done by
acontractor.

(2) If thelump sum payments have been agreed upon, each payment shall be supported by acertificate
recorded by the concerned Divisional / Sub-Divisional Officer that the work has been done in accordance
with the conditions agreed upon.

(3) When payment is made in advance for execution of such departmental works by drawing the
advance amount in abstract contingent bill in T.R. Form No. 27 by the Drawing and Disbursing Officer of
the concerned Department, the adjustment of such advance shall be made by presenting a detailed bill in
T.R. Form No. 28 supported by adisbursement certificate, astatement of expenditure, acertificateregarding
completion of the work duly signed by the Chief Executive Officer of the Local body, entrusted with the
execution of theworksin question, asthe original vouchersin support of the expenditure are required to be
retained by the Local body for audit as per rules.

Advances to Contractors

4.158. Asagenera rule, and subject to such exception as may be authorised by the Government,
no payment shall be made to a contractor, except for work actually done or supplies actually made. Subject
to such general or special ordersasmay beissued by the Government in thisbehalf, advances, if any, made
to contractors during the execution of awork, shall invariably be recovered from their billsfor the value of
work done or supplies made before making thefinal payment, which shall not be permitted without detailed
measurement.

Bills and Vouchers

4.159. Without prejudice to the generality of the rulesin this Section, the detailed procedure to be
observed by departmental Drawing and Disbursing Officers in making payments for works expenditure
and the forms of bills and vouchers on which such payments are to be made, may be prescribed by
departmental regulations.

Section VII1. —Payment of pension

4.160. (1) The pensions of the State Government Pensioners may be paid from any treasury in
India or from the office of the Accountant-General (Accounts and Entitlement), West Bengal, or from the
authorised public sector banks performing the function of a Drawing and Disbursing Officer in respect of
the pensioners desiring to draw their pension from any place in the Kolkata metropolitan area with the
consent of and subject to such conditions, as may be laid down by the Government.

(2) The pension may aso be paid to the pensioners of non-Government Educational Institutions
other than non-Government Collegesfrom any treasury of the State and from Pension Disbursement Office
in Kolkata on the authority issued by the Director of Pension, Provident Fund and Group Insurance, West
Bengal.



66 THE KOLKATA GAZETTE, EXTRAORDINARY, JUNE 14, 2005 [ParT |

(3) The procedurefor payment of pension through the public sector Banks banks shall be mentioned
in Part A and Part B of Appendix-15.

4.161. (1) (@) Thepayment of pensions may be made only on the basis of Pension Payment Orders
issued by the Accountant-General (Accounts and Entitlement), West Bengal, in
respect of retired State Government empl oyees, teaching or non-teaching employees
retired from non-Government Colleges and Freedom Fighters.

(b) As regards payment of pension to teaching and non-teaching retired employees of
non-Government educational institutions (other than Colleges) and Local Library
Authority, the payment may be made on the basis of Pension Payment Ordersissued
by the Director of Pension, Provident Fund and Group Insurance, West Bengal.

(2) Inissuing a Pension Payment Order, the issuing authority shall —

@ attach to the Pension Payment Order, aspecimen signature of the pensioner if hecan
sign hisname. In the case of purdanashinladiesand illiterate pensionerswho cannot
sign, higher left thumb and finger impressions shall be attached. The specimen
signature and | eft thumb and finger impressions shall be duly attested by the Head of
the office concerned or by any authorised officer of the Pension Payment
Order issuing authority, and

(b) paste an attested copy of the joint passport size photograph of the pensioner and his/
her spouse on the Treasury Officer’s portion of the Pension Payment Order. This
requirement shall not apply to family pensions granted under the Wound and
Extraordinary Pension Rules or to any other person specially exempted by the
Government from the operation of thisrule.

Explanation : For the purpose of pensions payable at the office of the Accountant-
Genera (Accounts and Entitlement), West Bengal, the Treasury Officer’s portion
of the Pension Payment Order, shall be maintained by the Audit Register kept by the
Accountant-General (Accounts and Entitlement), West Bengal, in which the
necessary particulars relating to each pensioner are entered in full.

4.162. (1) On receipt of a Pension Payment Order at the treasury, the pensioner’s portion shall be
made over to the pensioner after proper identification when he appears to receive his pension for the first
time. The specimen signature or the left thumb impression, as the case may be, of the pensioner shall be
taken, where necessary, in the space provided for the purpose in the Treasury Officer’s portion of the
Pension Payment Order and shall be identified with reference to the photo pasted on the Pension Payment
Order. In case of Purdanashin ladies and pensioners, who cannot sign, he/she shall put his’her Left thumb
impression in both portions of the Pension Payment Order.

(2) The Treasury Officer’s portion of the Pension Payment Orders shall be pasted in serial order in
separate files, one for each class of pensions, such as Service, Freedom Fighters, Educational, etc. These
filesshall be kept inthe personal custody of the Treasury Officer in such amanner that pensioners shall not
have access thereto.

(3) In cases where pension is drawn through authorised agents (who have indemnified Government
against over payments) under the special provisions made herein, personal appearance of the pensioner
shall not be necessary even on the first occasion.

4.163. When pensioner is specially exempted from personal appearance, the fact shall be noted by
the Pension Disbursing Officer on pensioner’s copy of the Pension Payment Order and in all cases of non-
appearance of a pensioner, a note shall be made on the Pension Payment Order about the proof of the
pensioner’s continued existence, in the space provided for noting the appearance in person. Theinitials of
the Pension Disbursing Officer or of the officer verifying the fact shall be put against the note.

4.164. (1) The Treasury Officers shall be authorised to renew Pension Payment Orders without
reference to the Pension Payment Order issuing authority in cases in which Pensioner’s portion is lost
supported with diary number of local police station, worn or torn, or the entries on the reverse of either the
Pensioner’s or the Disburser’s portion are completely filled up.
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(2) The renewed Pension Payment Orders shall bear the old number and date and signature of the
Issuing officer and the old ones, if available, shall beretained after cancellation by the Treasury Officer for
three years and then destroyed. A note of theissue of the new Pension Payment Order shall be madein the
“Remarks’ column of the bank wise Pension Register.

4.165. Ontherenewal of aPension Payment Order, the portion of the original order containing the
facsimile of the pensioner’s signature, or his thumb impression, as the case may be, and the copy of his
photograph, where it is kept, shall be cut off from the old and pasted on the renewed Pension Payment
Order. The Treasury Officer shall personally supervise the entire process of renewal of a Pension Payment
Order before signing the new Pension Payment Order.

4.166. (1) Each Treasury Officer shall keep a Register of the Pension Payment Orders received in
his treasury in the Form as mentioned in Annexure B of Part A of Appendix 15, which shall serve as an
index to the files of ordersreferred to herein.

(2) After ensuring that anew order iscorrectly entered in the said register, the Treasury Officer shall
put hisinitialsin the column of “Name of pensioner,” and draw alinein red ink across the page below the
entry by the Pension Disbursing Officer or Treasury Officer. The column of remarks shall be kept in blank
aslong asthe order of payment isin force; but when both portions of the order are returned on account of
death of the pensioner or application for transfer or otherwise, name of the pensioner shall be permanently
struck off the list of pensioners and the date and the cause of return shall be entered under the initial of the
Treasury Officer.

(3) The Pension Disbursing Officer or Treasury Officer shall maintain abank wise Pension Payment
Check Register in the form as at Annexure D of Part A of Appendix 15.

4.167. (1) Onthereceipt of intimation about the death of a pensioner, prompt action shall be taken
to record the fact in the bank wise Pension Check Register and on the Disburser’s portion of the Pension
Payment Order.

(2) Thefact of death shall be noted in the Pensioner’s Death Case Register and also on the Pensioner’s
copy of the Pension Payment Order and the same shall be kept in the custody of Treasury Officer or the
Pension Disbursement Officer. Incase no family pension is payable thereafter, action shall be taken as per
the provision of sub-rule (7) of T.R. 4.192.

(3) In the case of pensioners whose pensions are paid by money order under the provisions made
herein, the necessary note shall be made on both portions of the Pension Payment Order.

(4) The Treasury Officer shall also furnish a detailed statement of the preceding financial year,
indicating the date of death of pensioner and commencement of family pension and also the date of death
of family pensioner to the Accountant-General (Accounts and Entitlement), West Bengal within the 15"
April, of every year .

(5) The detailed statement as stated in sub-rule (4), shall be such as stated below: —

(1) name of the deceased pensioner, Pension Payment Order No., date of death and date
of commencement of family pension, if any;

(i)  name of the deceased family Pensioner, Pension Payment Order No., date of dezth,
date of return of Family Pension Payment Order No. to the office of the Accountant-
Genera (Accounts and Entitlement), West Bengal, for cancellation;

(i)  particularsof ceasing of family pension to the minor on attaining the age of majority;

(iv)  details of Dependant/Family Pension stopped due to marriage/re-marriage of
dependent/family pensioner.

4.168. Thepensionsfixed at monthly rateswhich become duefor payment on thefirst working day
of the following month shall be disbursed as per schedule fixed by the Competent authority:

Provided that when there isavariation in the rate of a pension consequent on the disbursement of
the commuted value of a portion thereof, pension for the broken part of the month at the original rate may
be paid before the end of the month.
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4.169. (1) If thefirst three days of amonth are public holidays on which pensionsare not disbursed,
the payment may be made on the date as may be decided by the Government.

(2) In Kolkata, where payment of pension is made by the Accountant-General (Accounts and
Entitlement), West Bengal, such payment of pension shall be subject to such condition asmay belaid down
by the Comptroller and Auditor-General of India.

4.170. (1) Save as hereinafter provided, pension shall be disbursed after proper identification of
the pensioner.

(2) Pension paid from the counter of the office of the Accountant-General, (Accounts and
Entitlement), West Bengal or from the treasury shall, as far as practicable, be made through cheques.
However, at the request of the pensioner, pension upto Rs. 2,000/- per month may be paid in cash.

4.171. (1) A pensioner specially exempted by the orders of the Competent authority from personal
appearance, afemal e pensioner not accustomed to appear in public, or apensioner who is unable to appear
in consequence of illness or physical infirmity, may receive his/ her pension through arepresentative upon
the production of alife certificate signed by any officer as authorised herein below.

(2) A pensioner of any description shall berequiredto furnish alife certificate onceayear inthe
month of November in the form as mentioned in Annexure V1 of Part B of Appendix 15. Officers of the
Reserve Bank of India and of the public sector banks, any Group A employee of the State or Gazetted
Officer of the Central Government, any Registrar or Sub-Registrar appointed under the Indian Registration
Act, 1908, (16 of 1908),a Police Officer not below the rank of a Sub-Inspector in charge of a Police
Station, a Post Master / Departmental Sub-Post Master / Inspector of Post Offices, Assistant Inspector or
Sub-Inspector of Schools, any officer of the subsidiary bank of the State Bank of Indiaor any bank included
in the Second Schedule to the Reserve Bank of India Act, 1934, wherefrom the pensioner draws his
pension, head of a Gram Panchayat / Panchayat Samity / Zilla Parishad, Head of any non-Government
school/college, any Registered Medical Practitioner, any Member of Parliament or Member of Legislative
Assembly / Councillor / Chairman of aMunicipa Corporation or Municipality, Managing Director / Director
|/ Executive Director of a State or Central Public Sector Undertaking are authorised to issue life certificate
in the aforesaid form.

3 A pensioner of any descriptionisrequired to furnish adeclarationin November each year in
the form mentioned in Annexure VI of Part B of Appendix 15, about acceptance or non-acceptance of re-
employment, commercial employment within two years from the date of their retirement or thereafter and
also about acceptance or non-acceptance of any employment under any Government outside India.

4) In case where the commercial employment or employment under a Government outside
India has been accepted (within two years from the date of retirement) without obtaining Government’s
approval, the paying branch shall seek Government’s approval through the Accountant-General (Accounts
and Entitlement), West Bengal, before making further pension payments.

(5) () In case the recipient of family pension is a widow, the certificate of non remarriage
mentioned in Annexure V11 of Part B of Appendix 15 shall not be necessary. An undertaking in theform as
may be prescribed by the bank shall be obtained from the widow that she shall report remarriage to the
pension disbursing office immediately after her remarriage. Thisfacility shall also be enjoyed by widows
drawing their family pension in cash from the office of the Accountant-General (Accountsand Entitlement),
West Bengal.

(b) In the case of other recipients of family pension (i.e. anh unmarried daughter or awidower), the
certificate of non-marriage/ remarriage in the form mentioned in Annexure V11 of Part B of Appendix 15is
required to be furnished by the recipients once in ayear in November.

4.172. (1) A pensioner not resident in India may, with the permission of the Reserve Bank of
India, draw hispension in Indiathrough an agent duly authorised by alegally valid power of attorney.

(2) The said agent shall produce a life certificate on each occasion, unless he has executed an
indemnity bond to refund overpayments and in such cases he shall produce the life certificate at |east once
every year.
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4.173. A pensioner of any description resident in Indiais exempted from personal appearanceif he
draws his pension through an agent who has executed a bond to refund over payments and produced alife
certificate at least once every year, signed by a person authorised herein before to sign such certificates.

4.174. A person drawing his pension through an agent in terms of the foregoing rule shall not be
entitled to receive his pension for more than ayear after production of the last life certificate. The Pension
Disbursing Officer shall satisfy himself about the continued existence of such pensioner and shall take
prompt action to stop further payments on receipt of report of death of the pensioner.

4.175. (1) When apensioner isa minor, or isfor any other reason incapabl e of managing hisown
affairs, and has no legally appointed manager or guardian, the Collector may, on application by, or on
behalf of, the pensioner, and subject to such conditions as he may impose, declare any suitable person to be
the manager or guardian for the purpose of receiving, on behalf of the pensioner, the pension due to him.

(2) The payment of pension may be made to such manager or guardian in the same way asis done
in case of the original holder, subject to the condition that sufficient proof isfurnished at thetime of every
payment that the original holder is alive and eligible to receive the pension for the period in question.

(3) Such declaration of manager or guardian as stated in sub-rule (1), may, at any time, be revoked
or altered at the discretion of the Collector.

4.176. (1) If aperson, to whom any amount of pension and/ or gratuity isto be paid, isalunatic for
whose estate a Manager has been appointed in this behalf under the Indian Lunacy Act, 1912(4 of 1912),
the payment of pension shall be made to such Manager in terms of section 95 of the Indian Lunacy Act,
1912(4 Of 1912), to the person having charge of the lunatic under the order of the Collector or to such a
person under orders of the Court as well.

(2) The Pension Disbursing Officer shall pay the amount which he thinksfit to the person having
the charge of the lunatic and the balance, if any, or such part thereof as he thinksfit is to be paid for the
maintenance of such members of the family of the lunatic as are dependent on him for maintenance.

4.177. (1) Saveashereinafter providedinthisrule, claimsfor payment of pensionsshall be presented
inbillsintheform of AnnexureVIl11 of Part B of Appendix 15 for payment at the office of the Accountant-
Genera (Accounts and Entitlement), West Bengal, or for payment at the counter of treasuries.

(2) A copy of theform as stated in sub-rule (1), shall be supplied by the Pension Disbursing Officer
duly initialled by him (so as to guard against fraudulent drawal) to each pensioner or his agent or
representative.

(3) Thehill shall beduly receipted by the pensioner or by some other person authorised to givelegal
acquaittance on his behalf, and if the pensioner cannot sign or where thisis not possible due to physical
incapacity, his thumb or the great toe impression being duly attested by a well known and respectable
person shall be taken on the bill.

(4) Saveasprovided hereinafter, the pensioner’s portion of the Pension Payment Order shall invariably
be presented with the hill.

(5) In the case of physically handicapped pensioners who are unable to sign or put their thumb /
fingers/ great toeimpression, and purdanashin ladies, quittance by seal mark attested by aGroup A employee
of the State or a Gazetted Officer of the Central Government, may be accepted in lieu of signature or thumb
/ fingers/ great toe impression.

(6) The Treasury Officer may, instead of requiring each individual pensioner to present a separate
bill and subject to such genera or special instructions asthe Accountant-General (Accountsand Entitlement),
West Bengal, may issuein thisbehalf, prepare asingle bill in Form as mentioned in Annexure |11 of Part B
of Appendix 15 for all on account of each class of pensions. On the Plain the receipt of each pensioner
appearing personally shall be taken in the column provided for that purpose, or on life certificates, note
being made in the latter case on the separate receipts of the names of the person actualy receiving the
money. On all such documents shall be entered the number of the entry in the bill.
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4.178. A lifecertificate shall accompany every claim, which isnot personally presented, except in
the cases of non-resident pensioners and pensioners who receive payment through their agents. When
payment is made on life certificate, it can be made only for periods completed on or before the date of the
certificate. Thelife certificates shall be signed by a person duly authorised under these rules.

4.179. When apensioner draws his pension through an agent or representative, the claim shall be
supported by the written authority of the pensioner to pay the pension to the agent or the representative to
receive payment on his behalf. In such cases, the endorsement “ Received payment” shall be signed by the
pensioner and aseparate recel pt, which need not be stamped, shall be endorsed by the agent or the nominee,
as the case may be, in token of having actually received the payment.

4.180. A declarationintheform asmentioned in Annexure VIl of Part B of Appendix 15, shall be
furnished in the month of November every year by al classes of family pensioners, whose pension is
terminable by their marriage or remarriage. Widows above 60 years of age are, however, not required to
furnish non-remarriage declaration.

4.181. (1) A certificate of non-employment in the form as mentioned in Annexure V1 of Part B of
Appendix 15, shall be furnished in the month of November every year by all pensionersin receipt of any
kind of pension.

(2) If a pensioner who is required to sign the certificate is re-employed either permanently or
temporarily inaGovernment establishment, or in any local body, or autonomous body or in any commercial
establishment, during the period for which pension is claimed, such pensioner shall furnish the necessary
particularstherein, and the Pension Disbursing Officer shall ascertain and report whether therulesregarding
such re-employment have been duly observed.

(3) In the case of a pensioner permitted under rules of the Government to draw pension after re-
employment, the certificate of non-employment shall be modified according to facts.

(4) The Pension Disbursing Officers (including public sector banksin Kolkata) shall keep record of
receipt of certificates or declarations in the Register of Pension. The pension or relief shall be withheld as
per rule from the subsegquent month in case of non-receipt of certificates/declarations from the pensioners.

4.182. (1) On appearance of a pensioner claiming payment of pension, his personal marks of
identification shall be checked by the Pension Disbursing Officer and the signature in the receipt shall be
matched with the facsimile of the signature taken on the Disburser’s portion of the Pension Payment Order.
If the pensioner cannot sign his/her name, thumb/fingers/great toeimpression on thereceipt shall be matched
with the original impression taken on the Pension Payment Order. In cases of doubt, payment may be made
on the strength of the resemblance between the pensioner and his photograph, where one is pasted on the
Disburser’s portion of the Pension Payment Order, pending final settlement of any question which may
arise about identification marks, signature or finger impressions.

(2) A pensioner drawing pension for the first time shall be required to produce the copy of the
order by which the sanction to his pension was communicated to him/her, and his’her signature or thumb/
fingers/great toe impression on the bill shall be matched with the specimen signature or thumb/fingers/
great toe impressions received with the Pension Payment Order. The Single Name Special Bank Account
of the pensioner shall be checked with reference to his/her bank passbook to be produced at thetime of first
appearance at the treasury/Pension Disbursement Office for identification.

4.183. When apensioner draws his pension through another person, the Pension Disbursing Officer
shall take special precautions against fraudul ent presentation of claims and satisfy himself of the existence
of the pensioner and of the identity of the payee before any payment is ordered, and if he has any doubt,
shall refer it to the pensioner before payment.

4.184. Inview of the special risk of fraud involved in the payment of pensions of women who do
not appear in public, specia care shall be taken for the identification of such pensioners. The descriptive
rolls, when originally prepared and the periodical certificates of the pensioners’ continued existence shall
be attested by two or more respectable persons in the town, village, sub-division or district.
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4.185. Every payment made at the counter of the treasury or the office of the Accountant-General
(Accounts and Entitlement), West Bengal, shall be entered on the reverse of both portions of the Pension
Payment Order and attested by the signature of the Treasury Officer or an authorised officer of the Accountant-
Genera (Accounts and Entitlement), West Bengal .

4.186. (1) The payment of basic pensions not exceeding rupees two thousand five hundred (Rs.
2500/-), amonth may be made by postal money order at the option and expense of the pensioner.

(2) The pensioners suffering from infirmity due to old age and physically handicapped pensioners
can draw their pension at option by money order at Government cost irrespective of the amounts of pension
drawn.

(3) When the mode of payment by postal money order is adopted, therules as stated in sub-rule (4)
to sub-rules (15) shall be observed.

(4) A pensioner who elects to have his/her pension paid by money order shall present himself/
herself in person to the Treasury Officer and furnish adeclaration to that effect in the form as mentioned in
Annexure V of Part B of Appendix 15 with his copy of the Pension Payment Order.

(5) The Treasury Officer shall identify the pensioner in the manner aslaid downin theserules, paste
the declaration on the disburser’s portion of the Pension Payment Order and keep both portions of the
Pension Payment Order in a separate file headed “ Pensions Payable by Money Order.” On adate not later
than the 10th of every month, the Treasury Officer shall arrange to make out amoney order form for each
pension recorded in the file mentioned above, less money order commission and make corresponding
payment entries in the table on the Pension Payment Orders.

(6) The Treasury Officer shall sign the money order form and initial the entries on the Pension
Payment Orders.

(7) The amount of pension, including commission on money order shall be remitted by chequein
favour of the Post Master of the concerned post office.

(8) In order to minimise the risk of fraud, the Treasury Officer shall compare the signature on the
money order receipt every month with the pensioner’s signature on the Disburser’s portion of the Pension
Payment Order.

(9) The Treasury Officer shall satisfy himself once every year in such manner ashethinksdesirable,
that the pensioner isactually alive. Intoken of having done so, he shall endorse on the schedule of payment
for the month of December/January each year, acertificate to the effect that he has satisfied himself that the
pensioners were actually alive on the dates on which the pensions were remitted to them.

(20) The Pension Disbursing Officer or the Treasury Officer shall indicate pension amount and
commission on money order separately in the schedule of payment every month with the monthly accounts.

(12) In case of a female pensioner whose pension is terminable on marriage or remarriage, a
declaration in the form as mentioned in Annexure V11 of Part B of Appendix 15, shall be furnished by the
pensioner to the Treasury Officer in the month of November every year before remitting the pensions for
the month of December.

(12) The Treasury Officer shall furnish to the Collector or Collector-in-charge half-yearly in the
month of January and July every year, alist of pensioners or family pensioners with full address, whose
pension or family pension are paid by postal money order in order to verify whether they are alive. The
Collector shall arrange with the Gram Panchayat or other suitable subordinate agency, such asthe police,
for reporting promptly to the Treasury Officer the fact of such verification.

(13) It shall not be necessary to prepare separate pension billsfor such payment. The payments shall
be shown in a separate schedule, which shall serve asvoucher. A certificate in the following form shall be
endorsed on the schedule:—

“Certified that | have satisfied myself that all payments noted in the schedule have actually been
remitted by money order.”.
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(14) In the schedulesfor January every year, an additional certificatein thefollowing form shall be
added :-

“Certified (1) that | have obtained, where necessary, from each pensioner a declaration that he has
not received any remuneration for serving in any capacity under Government or under a local body/
autonomous body/commercia establishment during the past year, and (2) that | have obtained from each
female adeclaration in the form as mentioned in Annexure V11 of Part B of appendix 15 that she has not re-
married/married and that the pensioner whose pension is terminable on her re-marriage or marriage, has
not been married during the past year.”.

(15) In the schedule for the month following the month of payment, the Treasury Officer shall
furnish the following certificate: —

“Certified that | have satisfied myself that all pensions included in the schedule for the previous
month have been paid to the proper persons and that | have obtained all money order receiptsin support of
these payments and filed them in my office.”.

4.187. (1) Where owing to old age or infirmity or in consequence of some physical disability, itis
not possible for apensioner to present in person to the Treasury Officer, the Treasury Officer may accept a
declaration electing to have his pension paid by money order, signed by the pensioner duly verified under
hisseal by a Gazetted Officer of the Government of Indiaor aGroup A employee of the State Government,
aMagistrate, a Justice of Peace, aBlock Development Officer, a Police Officer not bel ow the rank of Sub-
inspector in charge of apolice-station or any Government officer of equivalent rank having his Headquarters
at the place where the pensioner is living for the time being. The officer verifying the declaration shall
specify the circumstance for which it is not possible for the pensioner to present the declaration in person
to the Treasury Officer.

(2) Where the pensioner is physically incapable of signing the declaration, the Treasury Officer
may authorise payment on production of a certificate from, the Chief Medical Officer of Health of the
district or a registered medical practitioner known to him to the effect that the pensioner is alive but is
unable to sign the required declaration. In such a case, the pension may be paid to the heir, not being a
minor, who would receive payment of the arrears of pension in the event of the pensioner’s death, subject
to the condition that such certificate is certified by the Collector that the person claiming to bethe heirisin
fact the heir and continued to be the heir throughout the period for which he draws the pension.

4.188. (1) The payment of the commuted value of a portion of a pension may be made upon the
authority issued—

@ by the Accountant-General (Accounts and Entitlement), West Bengal, or

(b) in case of non-Government educational Institution (other than Colleges) by the
Director of Pension, Provident Fund and Group Insurance, West Bengal.

(2) The payment of the commuted value of a portion of a pension shall be made only to the person
legally entitled to receiveit.

4.189. (1) Gratuities shall be paid on the authority received from Accountant-General (Accounts
and Entitlement), West Bengal, or in case of non-Government educational Institution (other than Colleges)
the Director of Pension Provident Fund and Group Insurance, West Bengal, to whom the sanction is
communicated by the sanctioning authority.

(2) In case of pensioners of other State Governments such authority, as stated in sub-rule (1), shall
be issued by the Accountant-General (Accounts and Entitlement), West Bengal, to whom the sanction is
communicated by the Accountant-General or the Accountant-General (Accounts and Entitlement), of the
concerned State.

(3) In case of State Government pensioners, the Gratuity and commuted value of pension shall be
drawn by the concerned Drawing and Disbursing Officer and in case of pensioners of non-Government
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educational institutions (including Colleges) and pensioners of other States, such claim shall be drawn by
the concerned Treasury Officer or the Pension Disbursing Authority. In thelatter case, the payeeisrequired
to produce his personal copy of the letter from the Accountant-General (Accounts and Entitlement), West
Bengal or the Director of Pension, Provident Fund and Group Insurance, West Bengal, authorising the
payment of Gratuity to the Treasury Officer or the Pension Disbursing Authority who shall record the fact
of payment having been made on the copy of the order so produced.

4.190. (1) The recovery of Government dues shall be effected from the Gratuity and if necessary
from the relief on pension asindicated in the authority for payment.

(2) In the case of recovery of Government dues from the gratuity, the Drawing and Disbursing
Officer shall prepare the bill for gross amount and the amount of recovery of Government dues shall be
transfer-credited to the appropriate Head of account supported with a challan. The Treasury Officer or the
Pension disbursing Authority shall make payment for the net amount.

(3) If the Government dues are required to be recovered from the relief on pension the Treasury
Officer or the Pension Disbursing Authority shall recover such dues and deposit the recovered amount by
transfer through challan(s) to the appropriate Head(s) of account.

(4) In the case of payment made through public sector banks under Part A of Appendix 15, the
concerned paying branch of the bank shall furnish a certificate with the monthly advice showing the name
of the pensioner, Pension Payment Order number, gross amount of payment, amount recovered and net
amount paid to the link branch for onward transmission to Pay and Accounts Office, Kolkata, through
Reserve Bank of India

4.191. (1) Unlessthe Government by general or special ordersdirect otherwise, apension remaining
undrawn / undisbursed for more than ayear shall cease to be payable by the Pension Disbursing Officer
and if the pensioner appears afterwards or a claim is presented on his behalf, the Pension Disbursing
Officer may makethe payment, but the arrears may be paid after the Pension Disbursing Officer issatisfied
asto the genuineness of the case and subject to the conditions: -

@ the arrears shall not be paid for thefirst time;

(b) that prior sanction of the Collector of the district or Director of Treasuries and
Accounts, West Bengal in Kolkata district, in which the Pension Payment Officeis
located, has been obtained if the amount of arrears does not exceed Rs. 50,000/-
(Rupees Fifty Thousand); or

(© that prior sanction of the authority by whom the pension has been sanctioned, has
been obtained if it exceeds Rs.50,000/- (Rupees Fifty Thousand).

(2) In case a pension remains undrawn or undisbursed for more than three years in the case of a
service or education pension or more than six years in the case of a political pension, it cannot be paid
without the authority of the Accountant-General (Accounts and Entitlement), West Bengal, or Director of
Pension, Provident Fund and Group Insurance, West Bengal, as the case may be.

(3) If the suspension of payment is attributed to error or neglect by any Government Officer, the
Accountant-General (Accounts and Entitlement), West Bengal, may direct for the payment of the arrears
on his own authority.

4 @ A Gratuity or Commutation Payment Order shall remain valid for twelve months
from the date of its issue unless therwise directed in the payment order.

(b) No such order shall be retained by the Drawing and Disbursing Officer or by the
Pension Disbursing Authority, if payment has not been made onit withinthevalidity
period.

(©) Theorder shall bereturned just after expiry of the validity period to the order issuing
authority of Gratuity or Commuted Value Payment with a non-payment certificate.
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4.192. (1) Subject to any rule or order issued by the Government in this behalf, the procedure for
payment of arrears of pension duein respect of adeceased pensioner shall be regulated in accordance with
the provisions of sub-rule (2) and sub-rule (3).

(2) The pension may be drawn for the day of apensioner’s death and the hour at which death takes
place shall have no effect on the claim.

Explanation. — For the purpose of this sub-rule, “Day” means acaendar day beginning and ending
at midnight.

(3) On the death of a pensioner, the payment of any arrears actually due may be made to hig/her
nominee(s) or in the absence of nominee(s) or nomination, to his’her heirs on production of an indemnity
bond of double the amount due for payment, duly stamped subject to the condition that such heirs shall
apply within oneyear of hisdeath. Such heirsshall not be paid thereafter otherwise than in accordance with
the provisions made herein before. A Death Case Register shall be maintained by each treasury in T.R.
Form No. 30:

Provided that, if the arrears of pension do not exceed Rupees Fifty Thousand (Rs50,000/-) and the
case presents no peculiar features, the pension disbursing authority may pay the arrears on hisown authority.

(4) Subject to the provisions as provided in sub-rule (2) and sub-rule (3), the provisions of T.R.
4.084 shall apply to payment of arrears of pensions of a deceased pensioner.

(5) Any person claiming as the nomineg(s) or heir of a deceased pensioner shall be required to
produce the pensioner’s portion of the Pension Payment Order, or if no Pension Payment Order has been
issued, the copy of the order in which the sanction to the pension was communicated to the pensioner or the
heir. If a pensioner’s portion of the Pension Payment Order or the copy of the order sanctioning pensionis
not available or lost, the loss shall be reported to the local police station and the claim for such arrear shall
have to be supported by an affidavit sworn before the competent authority, mentioning therein the General
Dairy entry number for such loss of Pension Payment Order or order.

(6) After payment of the arrears of pension, both portions of the Pension Payment Order shall be
returned to the A ccountant-General (Accounts and Entitlement), West Bengal, with areport of death of the
pensioner.

(7) In case family pension arises after the death of the pensioner, both portions of the Pension
Payment Order may be retained with the Pension Disbursing Authority. The report of death and fact of
payment of arrears of pension and commencement of family pension shall be sent to the Accountant-
Genera (Accounts and Entitlement), West Bengal.

4.193. (1) Each Treasury Officer shall submit in the month of January and July every year to the
Accountant-General (Accounts and Entitlement), West Bengal, a half-yearly statement of cases of failure
to draw pensions. The statement shall be prepared in two parts, one part showing the names of all pensioners
who have not drawn their pensions for three years, and the other part showing the names of pensioners
other than thoseincluded in theformer part, who have not drawn their pensionsfor morethan oneyear. The
reason for the non-drawal, if known, shall be stated against each name.

(2) The Disburser’s portions of the Pension Payment Orders of all pensioners whose names are
includedin Part | of the statement, asal so of deceased pensioners, wherethe arrears of pensionsdue are not
claimed within one year of the pensioner’s death, shall be returned to the Accountant-General (Accounts
and Entitlement), West Bengal, or the Director of Pension, Provident Fund and Group Insurance, West
Bengal, along with the half-yearly statement except in the case of commencement of family pension. The
Treasury Officer shall sort out such cases by examining the Register of Pension Payment Order every
month in the Form as at Annexure B of Part A of Appendix 15.

(3) In case, the pension is disbursed through the bank, such bank shall send such statement to the
linked treasury or the Accountant-General (Accounts and Entitlement), West Bengal, as the case may be.

(4) In case of undrawn pension including the undrawn pension due to death of pensioner, the bank
shall take steps to refund such undrawn pension immediately to the linked treasury or the Accountant-
Genera (Accounts and Entitlement), West Bengal, as the case may be for credit to Government account.
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Section | X. — Grant-in-Aid
Grants-in-aid, Contributions, etc.

4.194. Theterm“grants-in-aid, contributions, etc.,” includes such classes of expendituresasgrants
to local bodies and other bodies or organisations funded by the Government, religious, charitable or
educational institutions, stipends and scholarships, contributions to public exhibitions and fairs and
compensations to Government employees or person(s) not in Government service for accidental losses,
etc. Bill for Grantsin aid shall be drawn by aregular Drawing and Disbursing Officer.

4.195. (1) Unlessin any case the sanctioning authority directs otherwise, all billsfor grants-in-aid,
contributions, etc., tolocal bodies, religious, charitable or educational institutions and other non-Government
bodies or persons, shall be presented in T. R. Form No. 31 for payment through any Government official
namely, the Chief Executive Officer or the Executive Officer or the Project Officer or the Finance Officer
or such other officer of that organisation as authorised in Government Order sanctioning the grant, etc. For
drawal of bills for such grants-in-aid, etc. in favour of a non-Government Organisation, a departmental
officer at the level of the District or Sub-division in which the headquarter of the grantee Institution or
Organisationislocated or an officer of the administrative Department at the headquarter centrally, in absence
of any district level set-up of that Department, may be authorised to that effect.

(2) Thetreasuries shal allot Drawing and Disbursing Officer Code to the concerned officer for the
purpose as per guideline issued by the Director of Treasuries and Accounts, West Bengal.

(3) The recurring and non-recurring grants may be drawn by the Principals of the Colleges or
Finance Officers of the Universities without any countersignature, if so authorised by the Government.

4.196. (1) Billsfor educational scholarships, stipends, etc., shall be presented in T. R. Form No. 33
or in such other form as may be prescribed by the Government after consultation with the Accountant-
General (Accounts and Entitlement), West Bengal. In the case of payments to institutions under private
management, such bills shall be prepared and vouched for by the authorities of the institutions concerned
and countersigned by such Government official as may be nominated in this behalf by the Government.
The orders sanctioning the payment shall be quoted in each case. If any conditions are attached to the
payment of scholarships or stipends, the bill shall bear a certificate of the countersigning officer to the
effect that the prescribed conditions have been fulfilled.

(2) Where the amounts of scholarship in respect of students awarded scholarship under various
scholarship schemesare drawn by presentation of billsby the authorised officer of the Departments concerned
In accordance with the rules governing such schemes and the cheques or bank drafts obtained in favour of
the Heads of theinstitutions concerned are sent to them for making paymentsto the students concerned, the
provisions of thisrule shall not be applicable to the various scholarship schemes of the Government.

4.197. (1) The payment of salaries to teaching and non-teaching staff of aided non-Government
Secondary Schools, including Junior High Schoolsor Madrasahs covered by salary-deficit schemethrough
public sector banks are made by drawing cheque in favour of the nominated branch of the public sector
bank linked with the treasury. On the basis of allotment of fund against sanctioned posts, the District
Inspector of schools or the Assistant Inspector of Schools shall prefer bill in the form, as stated in T. R.
Form No. 32 to the concerned treasury.

(2) Thehill shall accompany astatement showing the name of theinstitution, the number of sanctioned
posts with category and scale of pay, gross emoluments claimed for each number of category of post,
amount of Provident Fund recovered and transfer credited to the Provident Fund Deposit Account, other
Governal duesrecovered by transfer credit to the appropriate head of Account and the net amount claimed.

(3) Thebill shall accompany challan, showing institution-wise amount recovered on account of the
Provident Fund. For other Government dues separate challans shall accompany the bill for separate heads
of accounts. In case of vacancy or leave against the sanctioned post, no amount shall be claimed on such
vacancy or leave and the fact of such vacancy or leave shall be recorded in the statement.
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(4) In the month of September and March every year the District Inspector of School shall
communicate the number of sanctioned posts under each category against each institution and the all otment
of fund, to the treasury concerned within the District.

(5) The information shall be recorded properly in the treasury in a suitable Register under
authentication of the Treasury Officer and the amount claimed in the monthly bill shall be checked with
reference to the sanctioned post. The allotment of fund and arithmetical accuracy of the bill shall also be
checked.

(6) After scrutiny of thebill, if it isfound that the amount claimed isin order, the same bill shall be
passed for payment and the cheque may be drawn for the net amount in favour of the bank with which the
ingtitution is attached.

(7) The cheque shall be delivered to the Drawing and Disbursing Officer concerned.

4.198. The compensation to Government employees or to an individual not in Government
employment for lossesduetofire, riot, flood, cyclone, earthquake or for any other causes may be drawn by
the Drawing and Disbursing Officer of the concerned Department in T.R. Form No. 31 and the bill so
drawn shall be supported by necessary sanction order noted in the bill.

Section X. — Refund of revenue
Refunds of Revenue

4.199. (1) Saveasotherwise providedinsub-rule(2) , refundsof revenue may be drawn on demand
and on receipt only of the person entitled to receive them after production of proper authority, and the
provisions of this section shall not be applicable on the receipt of a departmental officer and subsequently
kept in adeposit account pending demand.

(2) For facilitating payment to the persons entitled to receive them, refunds of revenue shall be
drawn on the receipt of a departmental officer as stated in sub-(rule (3), on the strength of a special order
issued in thisbehalf by the admini strative Department concerned in consul tation with the Finance Department.

(3) The departmental officers may draw amounts in lump sum on their receipt and make payment
(by obtaining separate chequesin favour of each of the refundees or by cash where the amountsare upto Rs.
1000 in each case) to the refundees concerned in certain types or classes of recel pts handled by them which
are specified by any departmental regulations or by any special or general order issued by the Government.

(4) Thehill for such drawal shall be madein T.R. Form No. 34 and such form shall be accompanied
by a statement showing the names of the refundees, the amount refundable to each, and the number and
date of the challan through which the money was originally credited.

4.200. Every refund shall be noted against the original credit in the departmental accounts or other
documentsin which the moneysreceived are entered in detail, and a certificate of such anote having been
made shall be given in all vouchersfor refunds.

4.201. (1) Except as hereinafter provided, or unless some other form has been prescribed by
departmental regulationsfor any particular clause of refunds, billsfor drawing money from the treasury on
account of refunds of revenue shall be prepared in T. R. Form No. 34 and presented to the treasury through
the authenticated Bill-Transit Register of the officer, so authorised. The officer who received the original
amount shall fill in column 1 to column 5 of the form and sign at the foot of the certificate, while the
Treasury Officer shall verify the credit by means of the particulars in column 4 column 5 and affix his
signature in column 6 in token of his having done so.

(2) Where under the provisions of sub-rule (2) of T.R. 4.199, a departmental officer isrequired to
draw the amount for refund of revenue, such departmental officer shall prepare abill in T.R. Form No. 34
supported—

@ by the original challan through which the money was credited to the Government
Account, or
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(b by a duly attested copy of the challan along with a statement showing the names
of the refundees, the amount to be refunded and the number and date of the challan
through which the money was originally deposited to the Government Account and
the amount, if any, already refunded, in cases where the amounts received from
more than one person were credited by asingle challan and present it for payment of
refund, after acknowledging the receipt thereof in the space provided for “payee’s
signature” and after scoring out the words “ payee’s signature.”

(3) The Treasury Officer shall then make payment to the departmental officer after verifying the
credited amount as herein above.

(4) Asan exception to the general rule laid down herein, the numbers and dates of challans under
which the cost price of country spirit, ganja and bhang isdeposited in the treasuries shall not berequired to
be furnished with the refund bill for refunding the cost price to contractors and other persons concerned.
The billsfor such refunds shall be prepared in T. R. Form No. 35.

(5) The District Excise Officers shall, however, have to send to the treasury at the end of every
month a statement showing the balance of unrefunded cost price brought forward, the total amount deposited
by vendors during the month, the amount in respect of which arefund bill has been issued during the month
and the closing balance so that the Treasury Officer may verify the figures with his books.

4.202. (1) If the amount of an examination fee, originally deposited into the agency bank or any
part of it, isto berefunded, abill in T. R. Form No. 34 shall be drawn in the manner laid downin T.R. 4.199
and 4.201 hereinabove. Such bill shall be submitted with the original copy of the challan duly receipted and
stamped, where necessary by the candidate and after being passed for payment, shall be presented to the
Pay and Accounts Officer, Kolkata by the authorised Drawing and Disbursing Officer of the Public Service
Commission, West Bengal through his Bill Transit Register.

(2) If theamount of an examination fee originally received from acandidate by means of a Crossed
Postal Order, or any part of it, is to be refunded, the Deputy Secretary, Public Service Commission, West
Bengal, shall present to the Pay and Accounts Officer, Kolkata, a bill for the amount to be refunded duly
supported by the original challan crediting the money to the Government account along with the money
order forms duly filled in.

(3) The accompanying challan shall indicate under the dated signature of the Deputy Secretary,
Public Service Commission, West Bengal, thetotal amount to be refunded. If the amount were deposited in
lump sum into the bank, a statement showing the names of the candidates demanding refunds, the amount
to be refunded to each, the numbers and dates of the challansin which the fees were originally deposited,
and theamount, if any, already refunded, duly attested by the Deputy Secretary, Public Service Commission,
West Bengal, shall be attached with the bill instead of the challan.

(4) ThePay and Accounts Officer, Kolkata, shall after necessary check and verification with reference
to the original entry in the bank scroll, passthe bill and forward the money order form to the post office
along with a* Government Account’ Cheque for the total amount of the bill (including the commission on
money order) in favour of the Postal Department under intimation to the Drawing and Disbursing Officer
of the Commission.

(5) The Drawing and Disbursing Officer of the Public Service Commission or an officer duly
authorised in this regard shall watch the ‘money order receipts and record them by pasting on the office
copy of the bill of refund. On receipt of the intimation, the Drawing and Disbursing Officer of the Public
Service Commission, West Bengal, shall make necessary note of the amount refunded in the original copy
of the challan under his dated signature.

4.203. Unlessotherwise provided by any law or rule or departmental regulation, an order for refund
of revenue shall remain in force, for a period of 1(one) year or upto the end of the financial year during
which the order was passed, whichever is earlier and no payment shall be made on its authority thereafter
unlessit is revalidated by the sanctioning authority.
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Section XI.—Public Debt
I nterest on Government Debt.

4.204. The procedurewith regard to paymentsof interestson different form of Government securities
shall be regulated by the rules and orders contained in this behalf in the Government Securities Manual
issued under the authority of the Government of Indiaread with the West Bengal Government, Securities
Rules, 1938 and Appendix 18 of these rules.

Government Promissory Notes

4.205. Government Promissory Notes, on which interest becomes due, shall be presented to the
Treasury Officer, who shall make payment observing the procedure laid down in Appendix 18 of thisrules.

Bearer Bonds

4.206. Theinterest warrant attached to a Bond shall be presented to the Treasury Officer, who,
having made scrutiny of relevant records, shall issue necessary orders on the bank in the warrant to make
the payment.

Stock Certificates

4.207. Theinterest on Stock Certificates shall be paid by the bank on interest warrants issued by
the Public Debt Office of the Reserve Bank of Indiawithout the intervention of the Treasury Officer. The
bank shall arrange to pay the interest due on the Warrant to the holder of the Stock Certificate.

Repayment of Principal

4.208. Theprovisionsof theforegoing rulesshall apply mutatis mutandisto repayment of principal
of any Promissory Note, Bearer Bond or Stock Certificate, which may be notified for discharge; but nothing
intheserules shall be deemed to override any rule or order contained in the Government Securities Manual
issued by the Government of India, regulating the procedure for the payment of interest on or principal of
any Public Debt.

4.209. When under theterms of aloan, notification issued by the Government, subscriptionsto any
new |loan are receivable at the treasury, the procedure to be observed by the Treasury Officer in receiving
such subscriptions and crediting them into the Consolidated Fund, shall be regulated by the provisions of
Chapter VII of the Government Securities Manual issued by the Government of India, and by such
supplementary instructions, if any, as may be issued by the Government in this behalf.

4.210. The procedure to be followed by Treasury Officers and the Public Debt Office in making
payments in respect of the principal of any loan when it falls due, shall be governed by the rules contained
in Chapter VIII of the Government Securities Manual issued by the Government of India, and by
supplementary instructions as may be issued by the Government in this behalf.

Treasury Bills

4.211. Unlessthe Government direct otherwise, the treasury bills shall be issued from and repaid
at the office of the Reserve Bank of India. The procedure to be observed by the bank in connection with the
sale and discharge of such bills shall be governed by such instructions as may beissued by the Government
to the bank.

4.212. The treasury bills may only be paid on maturity at the Office of the Reserve Bank. After
payment the discharged bills shall be transmitted to the Accountant-General (Accounts and Entitlement),
West Bengal, or the Treasury Officer, as the case may be, in the same way as other paid vouchers.

Ways and Means Advances

4.213. When Ways and Means Advances are taken by the Government from the bank, the request
to the bank shall be accompanied by a demand promissory note for the amount to be issued by the Finance
Department on behalf of the Governor, simultaneously communicating the particulars of the advance, that
is, the amount and the interest payable thereon to the Accountant-General (Accounts and Entitlement),
West Bengal.

Explanation.— Theterm Promissory Notes as defined in Government SecuritiesManual — (Fourth
Edition) —
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“A promissory Note containsapromise by the President of Indiaor the Governor of the State, asthe
case may be, to pay to the person or persons named therein or to his or their order, a sum expressed in
rupees either on a specified date or after certain notice, according to the terms of the particular loan to
which it relates, and to pay to the holder interest thereon at a certain rate periodically on certain dates
specified therein.”

4.214. When notifying a payment the Government shall endorse to the Accountant-General
(Accounts and Entitlement), West Bengal a copy of the instructionsto the bank. The bank shall cancel the
promissory note for the advance repaid or make a note on it, if it is a part payment. The note on final
cancellation shall be returned to the Government through the Accountant-General (Accounts and
Entitlement), West Bengal.

4.215. The interest on the advance shall be debited to the appropriate service head (i.e., 2049-
Interest Payment) by the bank at the time of repayment. The debit voucher shall be sent by the bank to the
Accountant-General (Accounts and Entitlement), West Bengal, directly.

Section XII —Miscellaneous
Compensation for Land

4.216. The procedureto be observed for the payment of compensation for land acquired for public
purposes shall be regulated by the special orders contained in Appendix 12 and procedure for payment of
principal and interest on “West Bengal Estate Acquisition Bond” as contained in Appendix 18 of thisrule.

Sale and Discount on Stamps

4.217. (1) When discount on sale of stamp is alowed by deduction from purchase money, the
stamp vendor shall deposit the net value of stamps including the amount of Income Tax [if any, to be
deducted at source as per Income Tax Act, 1961(43 of 1961), on Discount/Commission], through challan
under the Head “ 0030-Stamp and Registration Fees”.

(2) The Treasury Officer or the Additional Treasury Officer shall preparea’Nil Bill’ by debiting the
head *2030-Stamp and Registration’ with the gross amount of discount or commission alowed to the
vendor and by transfer credit to the Head “ 8658-Supense Account” with the amount of Income Tax (if any)
and also to the Head “0030-Stamp and Registration Fees’ with the net amount of discount/commission
(i.e., balance amount).

(3) The ‘Nil Voucher’ shall be accounted for as per normal rule and shall be sent to Accountant-
General (Accounts and Entitlement), West Bengal, along with the monthly accounts.

(4) The stamp clerk/treasurer shall maintain in the single lock register (in which the vendor —wise
Issue of stampsisnoted) inter alia, the amount deducted from each vendor towardsincometax (if any) for
issuance of T.D.S. certificate.

(5) The procedure regarding the supply, distribution, custody, etc., of stamps of al classes, which
are the property of the State Government, shall be regulated by the instructions contained in the West
Bengal Stamp Manual and Appendix 20.

Payments to the Reserve Bank

4.218. (1) Thesumspayableto the Reserve Bank of India, e.g., billsin connection with thefloatation
of new loans, management of Public Debt, etc., shall be discharged on the authority of the Government for
debiting the Government Account upto the extent of the amount due for payment on this account.

(2) The bank shall be authorised to debit to Government account, in advance of the submission of
consolidated bill for expensesincurred in connection with the floatation of a Government loan and payments,
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made on account of brokerage, subject to the condition that the bank accepts the responsibility in regard to
the correctness of the amount debited in advance and in case of any excess amount debited, the advance so
made shall be adjusted against the final bill of the bank.

Commissions and Committees

4.219. The procedure to be observed by the Commissions and the Committees of the Government
in drawing moneys for their expenditure shall be governed by the orders embodied in Appendix 13.

Expenditure against Grants at the disposal of an administrative Department of the Government

4.220. (1) A Government Order issued by an administrative Department for expenditure on specified
objects, al appropriations sanctioned against it shall be supported by an order of the Department concerned
stating that —

@ the object of the expenditure, which shall be within the general purpose of the grant;
(b) the amount of the money which has been sanctioned for it;

(© the person who is authorised to draw the amount;

(d) the treasury or treasuries where from the money shall be drawn and

(e the Head of account (17/15-digit) to which the amount is to be debited.

(2) A copy of the order shall be sent to the concerned treasury and the A ccountant-General (Accounts
and Entitlement), West Bengal or the Accountant-General (Audit), West Bengal.

4.221. The Drawing and Disbursing Officer may draw the money on the basis of his receipt,
specifying the order under which it is sanctioned. He shall not draw more than what he actually requires
from time to time for meeting his immediate requirements. He may also make his recei pts payable to any
other person, advising the Treasury Officer appropriately for this purpose.

4.222. Anaccount of the expenditure agai nst the appropriation shall be rendered to the Accountant-
Genera (Accounts and Entitlement), West Bengal, in which the officer shall enter on the receipt side all
sums he has drawn from the treasury and on the expenditure side all amounts he has spent. Vouchers shall
be furnished in the same way and under the same rules as in the case of a contingent bill. A copy of this
account (without vouchers) shall also be sent to the administrative Department concerned.

4.223. The account of every month shall be sent by 7" of next month, except when it is estimated
that the sanctioned amount shall be spent and the account shall be closed within three monthsfrom the date
of the sanction. In such a case, the account may be withheld till the end of the said period of three months,
and thereafter, the compl eted accounts shall be sent to concerned authorities. An account shall in any case,
be made and sent up to the 31% March of any year.

I nvestment by Government

4.224. The Bills for Government’s investments, viz. subscribing to the equity of a Government
Company or a Corporation, etc. and giving loans to the said organisations, shall be drawn by the Drawing
and Disbursing Officer in the office of the sanctioning authority by presentation of abill in T. R. Form No.
36 duly supported by a copy of sanction order for such payment.
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CHAPTER 5—-Loans and advance

Section |. — General
I ntroductory

5.01. Therulesin this section shall apply to loans and advances of different classes, which are
granted by the Government to various organisations like local bodies, quasi- Government organisations,
Public Undertakings, etc., and to the private individuals, except in so far as they are governed by any
special rules contained in other Chapters of these rules or in any departmental regulations.

Mode of drawing and repaying

5.02. (1) A bill for drawal of aloan or advance shall be supported with a copy of the order of the
authority sanctioning such loan or advance and the number and date of the said order shall also be quoted
on the bill itself.

(2) Subject to the provisions of Section |1 of this Chapter, a Treasury Officer shall allow payment
of any loan or advance only if the bill for such drawal has been signed or countersigned by the authority
competent to sanction such loan or advance, or by an officer authorised for the purpose.

5.03. Loans to Co-operative societies, Statutory Corporations and other organisations may be
drawn onsimplereceiptin T. R. Form No. 36 (necessary changes may be made in manuscript, asand when
required, depending on the nature of loan/advance). L oans and advances for Government employees (other
than G.PF. and Festival Advance) shall be drawn in T.R. Form No. 37. The Bill for Loans and Advances
shall be presented through the Bill Transit Register of the authorised Drawing and Disbursing Officer.

5.04. (1) Therepayment of loan or advance shall be made through challan. Before presenting the
challan to the agency bank, the classification and the rate of repayment shall be authenticated by the
departmental officer who has sanctioned theloan. In the absence of the departmental officer, the same shall
be authenticated by the concerned Treasury Officer.

(2) If the repayment is made by deduction from the amount of a claim against the Government, the
original date and amount of the loan or advance shall be stated on the bill for such aclaim and also in the
accompanying schedule in T.R. Form No. 38 and give sufficient particulars for linking. If the amount
repaid includesinterest aswell asthe principal, the interest shall be separately paid through challan. If the
repayment of principal and interest thereon is afixed amount with a specified periodicity, the number and
date of such order fixing the amounts shall be quoted on the challans and schedules.

Section 11
Special Rulesfor Different Classes of L oans Advances
Loansto Municipalities, Panchayats etc.

5.05. (1) Unlessin any case the Government direct otherwise, all loans issued by the Government
shall be governed by such conditions and restrictions as stated in sub-rule (2) and sub-rule (3).

(2) Every loan granted to a Municipality, Panchayat or any other organisation funded by the
Government or to any person, shall be recorded by the departmental officer sanctioning the loan in a
separate register for the purpose of watching recovery.

(3) Thefunds spent for the purpose of granting such loan as stated in sub-rule (1), shall bereckoned
for interest asif they were drawn on thelast day of the month in which they areincluded in the accounts by
the spending department or officer.
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Revenue Advances

5.06. Thespecial procedureasstatedin T.R.5.07 to T.R.5.09 for the drawing of revenue advances
under the Land Improvement Acts, and any other advances which Revenue Officersare allowed or directed
to make under the provisions of any law, or under special order of the Government.

5.07. (1) Subject to necessary sanction by the Government or by any other authority specially
empoweredinthisbehalf, the payment of advancesmay be madeto the Departmental Drawing and Disbursing
Officer for disbursement to the parties concerned on their duly stamped receipt.

(2) The bills for such advances shall be supported by a certificate to the effect that the payments
have been madeto the proper partiesand their receiptsduly taken and filed in the departmental office. Such
bill may be drawn on abstract billsin T.R. Form No. 27.

(3) The drawal of such advances shall be subject to such restrictions as stated in clause (a) to
clause(d):-

@ no officer disbursing these advances shall be allowed to draw a second abstract bill
without producing adetailed bill to account for the amounts already disbursed from
the last advance taken, any balance left being at the same time refunded into the
treasury;

(b)  the submission of the detailed bill shall be made within sixty days following the
date in which the advance was drawn from the treasury.

(© the Drawing and Disbursing Officers shall take the receipts of the payees on the
spot as soon as the advances have been made, and certify at the foot of the detailed
bill that the advances were duly sanctioned by the competent authority and paid in
their presence.

(d) the Payee's receipt shall not be sent with the detailed bill and their names shall not
be shown in it. The detailed bill shall be forwarded to the Accountant-General
(Accounts and Entitlement), West Bengal, through the Treasury Officer in support
of the debit appearing in the treasury accounts.

(4) No officer authorised to make advances may question the accuracy of the treasury plus and
minus memorandum. Every officer shall see that the debits and credits made to his account accurately
correspond with those recorded in his own registers and returns for each month. If he is not the Collector,
such officer shall obtain from the treasury a copy of the plus and minus memorandum with which he is
concerned and take necessary stepsfor theremoval of differences between the two sets of accounts. Special
care shall betaken in paying recoveriesinto thetreasury so that the amount of interest and principal recovered
are separately and distinctly credited, asthe former shall not, and the latter shall, be credited in the plusand
minus memorandum.

Advances under Special Laws

5.08. Advancesgranted under any special law, shall beregulated in accordance with the provisions
of therelevant Actsand rulesframed thereunder, or by such orders, general or special, as may beissued by
the Government in this regard.

Advances for Departmental Purposes

5.09. (1) Advances granted under special orders of competent authority to Government officers
for departmental or allied purposes may be drawn on the responsibility and receipt of the officersfor whom
they are sanctioned, subject to adjustment by submission of detailed accounts supported by vouchers or by
refund, as may be necessary.
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(2) In the case of advances for survey and other departmental expenditure, which are ultimately
recoverablefrom private ownersor other parties, the duty of maintaining detailed accounts of the advances,
of watching their recoveriesand of supervision thereof shall rest with the departmental authorities concerned.

(3) The Treasury Officer shall be responsible only for maintaining a plus and minus memorandum,
where necessary in accordance with the directions contained in the Accounting Rulesfor Treasuries, 1992.

The provisions of sub-rule (3) of T.R. 5.07 shall also apply to advances of this class, the detailed
accounts of which are kept departmentally.

Advances to Government Employees on Personal Account

5.10. (1) These advances may be drawn on ordinary pay or travelling allowance bill form, or on
simplereceipt formin T. R. Form No. 37, asmay befound convenient. The names of Government employees
with their designations and amounts of advances sanctioned for each shall be clearly indicated in theform
to be used for this purpose.

(2) A personal advance to a Government employee may be repaid either in cash or by deduction
from hispay or travelling allowance bill, as may be required under the rule or order applicableto each case.
In cases in which repayment is made in cash, remittance of the amount to the particular treasury or office
from which the advance was drawn shall not be necessary.

Other loans and advances

5.11. Subject to the general provisions made above in this Chapter, loans or advances not falling
under any of the separate classes as specified may be drawn and repaid in accordance with such general or
special order as the Government may issue in each case.

I nvestment of surplus cash balances of the State Government

5.12. Money may be withdrawn from the Government Account under orders of the Finance
Department for the purpose of investments in securities of the Government in India in the name of the
Governor of West Bengal. All ordersdirecting such withdrawals shall be signed by the Principal Secretary
or the Secretary of the Finance Department.
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CHAPTER 6 — Deposits

Section |. — Introductory

6.01. (1) Money received at the treasuries for deposit in the Public Account forming part of the
Government Account shall be broadly classified under suitable Heads of account appearing under two
broad categoriesof * Depositsbearinginterest’ and * Depositsnot bearing interest’” under Sector K —‘ Deposits
and Advances' of the Public Account part of the Government Account.

(2) Separate Registers shall be kept for each class of deposits in accordance with the directions
contained in this behalf in the Accounting Rules for Treasuries, 1992, or under special instructions of the
Accountant-General (Accounts and Entitlement), West Bengal .

6.02. Unlessthereisanything repugnant in the subject or context, the relevant provisions of this
Chapter shall apply to deposit transactions of the Public Works Department or Irrigation and Waterways
Department and Forest Department whose detailed accounts are kept in departmental offices, except in so
far asthey may be varied or supplemented by departmental regulations.

SECTION Il.—-GENERAL RULESAND LIMITATIONS.

6.03. (1) No money shall be received for deposit in the Public Account, unless, by virtue of any
statutory provision or any general or special orders of the Government, those are required or authorised to
be held in the custody of the Government.

(2) Subject to the provisions of sub-rule (1), shall be the duty of the Treasury Officer to seethat,
save as expressly otherwise provided by these rules, no money is credited as a deposit except under the
formal order of a Court or other competent authority and whether the amount could be credited to some
known head Head in the Government account and in the latter case the Treasury Officer shall make
representations to the Court or authority ordering its acceptance.

(3) Theamount realised in instalmentsfrom certificate debtors on account of the employees’ special
contribution under the Employees State Insurance Act, 1948 (34 of 1948), and on account of the Employees
Provident Fund may be kept in revenue deposit, till the amount is realised in full from the certificate
debtors and remitted to the Employees State Insurance Corporation or the Regional Provident Fund
Commissioner, as the case may be.

6.04. (1) The treatment of the items as stated in sub-rule (2) to sub-rule (4) as deposits shall be
prohibited.

(2) No pay, pension or other allowances shall be placed in deposit on the ground of absence of the
payee or for any other reason. When apension is sanctioned to several personsjointly, it may not be paid on
the appearance of one claimant only and payment of his computed share may be made, keeping balancein
deposit. Undisbursed pension, if any, shall be refunded to the Service Head.

(3) No fines shall be placed in deposit on the ground that appeals are pending. These shall be
credited at once to the revenue of the Government and refunded, if necessary, on the order of the appellate
Court. But compensation fines, (including costs in criminal cases) due to an injured party, and not to the
Government, may be kept in deposit both in appeal able and non-appeal abl e cases, till they lapse under the
ordinary rule.

(4) Norefundsasprovided in T.R. 4.199, whether of stamps or of other receipts, can be drawn and
lodged in deposit pending demand by the payee.
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6.05. Nojewelsor other property received for custody and restoration in kind may be brought to
the deposit account, though the value is stated in money.

6.06. Government Promissory Notes or other security deposits (not being cash) received from
contractors or other parties, shall on no account, be credited as deposits.

6.07. (1) The net sale-proceeds of unclaimed impounded cattle may be kept in deposits for three
months, and, if no claim be made within that time, are to be credited to the proper Head of account.

2 No sale-proceeds of unclaimed property under section 26 of the Indian Police Act, (1861 5
of 1861) shall be placed in deposit at all. The property itself shall be kept for six months, but money
realised by sale, which is at once at the disposal of the Government under section 27 of the said Indian
Police Act, 1861, shall be credited to the appropriate receipt Head of the Government.

(3)  Theexceptionsto therule(2) shall, however, be madein the case of any property becoming
escheat when persons die intestate and without heirs. The civil Courts shall secure and hold such property
for certain periods in accordance with the local law.

(4) The Uunclaimed properties found by or delivered to a Police Officer, shall be made over to the
concerned Magistrate and proceeds of sale of such properties, if so ordered by the Magistrate, shall be
credited to the appropriate Head of account.

(5) If unclaimed property be perishable and on that ground sold immediately or if itsvalueisless
than one hundred rupees, the proceeds thereof shall be held for six months in deposit under Revenue
Deposit, but the circumstance shall be clearly stated in the Challan presented at the treasury for entry under
“Nature of deposits’ in the Deposit Register. If no claim is preferred within that time, the Treasury Officer
shall adjust under appropriate Head of account by per contra entry to ‘ Revenue Deposit’.

(6) The Police Department is permitted to receive certain class of deposits such as Malkhana Deposits
Miscellaneous deposits, etc., pending final disposal of theitemsof deposits. Such depositsshall be classified
under “Deposits of Police Fund”. The deposits held by Commissioner of Police, Kolkata on account of
‘Poor Box Fund’ and ‘ Claude Martin Fund' are subordinate to ‘ Deposits of Police Fund'. The deposits
madeinto and withdrawal sfrom these Heads shall be made according to the existing rules of the respective
funds. The detailed accounts of al such deposits are maintained by the concerned officer of the Police
Department. The undisbursed amount of such deposits except the deposits in the ‘Poor Box Fund’ and
‘Claude Martin Fund’ shall lapse to the Government after the expiry of three complete financial years and
credited to the Head of account * 0055-Police-800-Other Receipts-Unclaimed deposits of Police Fund' in
the manner as stated in T.R. 6.16. However, the balances of the ‘ Poor Box Fund’ and * Claude Martin fund’
shall not lapse and continue to remain in the respective fund accounts.

(7) Security money including the caution money of the students of educational institution and earnest
money deposits of intending contractors may be paid into the treasury. Such deposits shall be classified
under distinct sub-Head subordinate to the minor Head * Security Deposit’. The details of such deposits
shall be maintained by the concerned Departmental Officer. Such deposits remaining unpaid for three
complete financial years (except in case of caution money deposit of Students of Medical or Engineering
and Degree Course for five years) shall lapse to the Government and credited to the Head of account
“0075-Miscellaneous General Services-00-101-Unclaimed Deposits-001-Receipt due to Unclaimed
Deposits-27-Other Receipts’ in the manner as stated in T.R. 6.16.

6.08. (1) The Personal Deposit Accounts shall generally be authorised in the case of :-

@ appointment of an Administrator for the purpose of administering moneys tendered
by or on behaf of Wards and attached estates and estates under Government
management;
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(b) moneys tendered by Government officers acting in their official capacity and funds
of organisations aided and/or financed by the Government, ;

(© the Civil and Criminal Courts' depositsin favour of the Chief judicia authority of
the concerned district or sub-division;

(d) certain regulatory activities of the Government for which receipts are realised and
credited to a Fund or Account under the provision of an Act to be utilised towards
expenditure thereunder and no outgo from the Consolidated Fund is involved in
such operation;

(e creation of a Persona Deposit Account as required by alaw or rules having the
force of law and certain liabilities devolve on the Government out of the special
enactment, e.g., (i) the receipts and repayments arising from the enactment like
Premises Tenancy Act, (ii) the handling of excess amount of the Prisoner’s private
cash through the Personal Ledger account opened in the treasury in the name of the
Superintendent of the Jail concerned (vide rule 544g of Jail Code, Volume I) and
(iii) Personal Deposit Account operated by the Land Acquisition Collector under
the Land Acquisition Act, 1894, as amended from time to time.

(2) Themoneystendered by Government officersas stated in clause(b) of sub-rule(1) may be accepted
as Personal Deposit at atreasury with the specific permission of the Government in the Finance Department
for the opening of an account with the treasury to credit receipts into and effect withdrawals therefrom
subject to the condition that -

@ the opening of such account it is absolutely necessary;

(b) such account shall be opened Administrator-wise and scheme wise and
shall not be omnibus;

(© the Treasury Officer and the Administrator shall maintain subsidiary accountswhich
shall exhibit the name of party to whom the payment has been made, cheque number
and date, amount, purpose of the payment, etc. The scheme shall be indicated
on the cheque issued by the Administrator;

(d) no amount shall be transferred from this account to the bank Account or to any
other PL. Account by the Administrator.

(3) On being satisfied that the detailed accounts of money to be held in such Persona Deposit
accounts shall be properly maintained and shall be subject to audit, such permission shall be granted by the
Government under intimation to the Accountant-General (Accounts and Entitlement), West Bengal .

(4) Every Personal Deposit Account so authorised to be opened in the treasury by the competent
authority shall form apart of the Government Account and be exhibited in the Public Account part thereof
under the appropriate Head of account. Balances in such Personal Deposit Account, except in case of
Criminal Court/ Civil Court and Rent Controller, do not lapseto Government, even if outstanding for more
than three compl ete account years. However, if such Personal Deposit Account is not operated upon for a
period of 2(two) years and thereisreason to believe that the need for such Deposit Account has ceased, the
same shall be closed. The Administrator of the account shall be advised to draw a cheque for withdrawal of
thebalanceat credit, if any. If the balanceisto be credited to the revenue of the Government, the Administrator
shall draw a non-encashable self cheque, and submit the same with a challan duly filled in showing the
Head of account where the amount is to be credited, after necessary verification of the balance with the
treasuries. On receipt of such non-encashable cheque, the Treasury Officer shall closethe Personal Deposit
Account of the concerned Administrator and send the relevant voucher to the A ccountant-General (Accounts
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and Entitlement), West Bengal along with the monthly accounts of the concerned month. The unutilised
chequefoilsshall be surrendered to the treasuries by the Administrators. The Treasury Officer shall arrange
to destroy the unutilised foils.

(5) The holder of the Personal Deposit Account shall, immediately after end of the financia year,
make necessary verification and reconciliation of the balanceswith thetreasury and shall furnish acertificate
of balance to the Treasury Officers on or before the 15" May positively for the purpose mentioned in Rule
rule 102 of the Accounting Rulesfor Treasuries, 1992. The Treasury Officer shall verify the said certificate
with hisrecord and send areport of verification of such balancesto the Accountant-General (Accountsand
Entitlement), West Bengal, by 31% day of May every year.

(6) Besides annual verification, it is incumbent on the part of the holder of the Personal Ledger
Account to verify the balance of his accounts at the close of every month with the treasury in order to
identify the encashed and unpaid cheques in order to ascertain the exact amount of the balance in his
account. Inthe event of any failureto verify the balance with the treasury for three consecutive months, no
cheque of the defaulting account holder shall be enfaced by the Treasury Officer without special permission
from the Finance Department.

(7) Withdrawals from all types of Personal Deposit Accounts shall be made by drawing cheques.
The chegque book shall be supplied by the concerned Treasury Officer. Before delivery of the cheques
issued by the holder of a Personal Deposit Account, the cheque shall be got enfaced by him with necessary
pay order from the treasury. Such cheque shall remain valid for a period of three months after the date of
pay order issued by the Treasury Officer.

(8) In case of Provident Fund Deposit Account of non-Government Educational Institutions,
Institution-wise ledger folio shall be maintained in the treasury in T.R. Form No. 39.

6.09. (1) (@) The Persona Deposit Account created by debit to the Consolidated Fund of the
State, other than those created under any law or rule having the force of law by transferring fund from the
Consolidated Fund of the Statefor discharging liabilities of the Government arising out of special enactments,
shall be closed at the end of the financial year by minus debit of the balance to the relevant service Heads
in the Consolidated Fund of the State.

(b) The Administrator of the concerned Personal Deposit Account shall draw a self-cheque
along with challan and present it to the Treasury Officer, showing the classification as ‘reduction of
expenditure’ to the concerned service Head where from the money was drawn. The transaction shall be
completed before the close of the financial year. Similar Personal Deposit Account, if necessary, may be
opened again in the following year, in the usual manner.

(c) Withdrawals from all types of Personal Deposit Accounts shall be made by drawing
chegues. The blank chequebook shall be supplied to the Administrator of Personal Deposit Account by the
concerned Treasury Officer with whom the Administrator has been authorised to open the account.

(2) Whenever under aspecial order aPersonal Deposit Account isopened in the name of aparticular
Government official for operation of transactionsin respect of several schemes/projects, the Administrator
shall maintain detailed account of the scheme/ projectsfor which it has been opened. The Treasury Officer
shall also maintain subsidiary Ledger scheme-wisein T. R. Form No. 40 and T. R. Form No. 41 and no
drawal in excess of the balance of a particular scheme shall be allowed.

(3) Subject to the provisions under sub-rule (1) of T.R.6.08, the Government in consultation with
the Accountant-General (Accountsand Entitlement), West Bengal, may authoriseto tender money asPersonal
Deposit at the treasury on behalf of any Quasi Government Organisation, non-Government Educational
Institution, autonomous bodies, Corporation, etc. Thefund to such account, if provided by the Government
either by Grants-in-aid/Subsidy/L oan, the same shall be maintained for specific purpose for which thefund
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has been provided.

(4) Unlessin any case, the Government direct otherwise, all credit to such account shall be made by
presenting challans and all withdrawals from such account may be allowed only on cheques signed by the
authorised Administrator of the deposit account concerned and presented to the treasury for enfacement
and to issue an order on the bank for payment. Withdrawals shall on no occasion be allowed to exceed the
balance at credit in the deposit account.

(5) The Administrator of all such accounts shall reconciletheir monthly balance with the balance at
thetreasury. On or before the 15" day of May of every year, the Administrator shall furnish a certificate to
the Treasury Officer or to any other authority as may bedirected, about the annual reconciliation of balances
of the preceding financia year. Any such Personal Deposit Account, if not operated for the consecutive two
years, shall be closed and the balance to be transferred by the Administrator as reduction of expenditure to
the concerned service Head where from the money was drawn unless otherwise directed. The unused
Chegue Book shall be returned to the Treasury Officer.

SECTION I11-. - REVENUE DEPOSIT

Receipts

6.10. (1) All kinds of revenue deposits under this category shall be separately paid into treasury
linked agency bank with challans or other prescribed documents setting forth all the particul ars necessary
for entries to be made in the Register of deposits.

(2) Each item of receipt shall be recorded in the Register of Receipts and receipt entry shall be
checked and initialled by the Treasury Officer in accordance with the direction contained in this behalf in
the Accounting Rules for Treasuries, 1992.

6.11. (1) In respect of earnest money deposits made by the tenderers, which are classified as
security deposits, no previous authority of the Departmental Officer is necessary, but the depositor shall
state the designation of the officer in whose favour he makes the deposit and the appropriate Head of
account with fourteen digits accounts- code in the challan for crediting the amount in the Government
Account.

(2) The detailed account of the deposits made at the treasuries outside West Bengal, shall be
maintained by the A ccountant-General (Accountsand Entitlement), West Bengal, in the manner prescribed
by him.

(3) The security deposit and earnest money shall be deposited in the treasury link bank inwhich the
departmental officer, in whose favour the deposit has to be made, is attached. At the time of refunding the
security deposit or the earnest money, the departmental officer, in whose favour the deposit has been made,
if he himself is the Drawing and Disbursing Officer, shall release the original Challan and present the
Refund Payment Order (R.P.O.) through T.R. Form No0.42/45 at the concerned treasury through Bill Transit
Register. If heisnot the regular Drawing and Disbursing Officer of that Office, then he shall present such
Refund Payment Order (R.P.O.) through T.R. Form No. T.R.42/45 at the concerned treasury duly
countersigned by the regular Drawing and Disbursing Officer.

Repayments

6.12. The refunds of deposit may only be made on demand and on the receipt of the person
entitled to receive them on production of an order in T.R. Form No. 42 with the original copy of the challan
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from the authority, who ordered the acceptance of such deposit. The bill duly passed for payment, properly
receipted and stamped by the payee for drawing money from the treasury, shall be presented to the treasury
through the Bill Transit Register of the authorised Drawing and Disbursing Officer of the office of the
concerned authority passing the order. If the balance be sufficient, the Treasury Officer shall make the
payment by Account Payee Chegque and record it at once under his initial in the Registers of both the
Repayment and Recel pts noting in both the date and amount of the repayment. If sufficient balanceisnot at
credit against any particular item, the relevant repayment bill shall be returned with necessary comment.

Repayment Order and Voucher

6.13. The earnest money deposits cannot be refunded except under the authority of an order
endorsed upon the origina deposit receipt of the Treasury Officer by the departmental officer in whose
favour the deposit was made, and under no circumstances can part payment be made.

6.14. (1) If adepartmental officer desiresthat anitem of earnest or security deposit money, instead
of being refunded shall be carried to the credit of the Government, he shall draw a bill for, necessary
transfer credit. Such bill shall bedrawnin T.R. Form No. 43 supported with the original copy of the challan
under which the deposit was made with necessary order for transfer credit to the relevant Head of account.
The Treasury Officer shall make necessary transfer on the authority of this voucher.

(2) Theauthority for repayment of deposit, the detailed account of whichismaintained by Accountant-
Genera (Accounts and Entitlement), West Bengal, shall be issued by the Accountant-General (Accounts
and Entitlement), West Bengal on receipt of the bill in T.R. Form No. 45 from the departmental officer on
whose behalf the deposit was made. The authority for repayment, if found admissible by the Accountant-
General (Accounts and Entitlement), West Bengal, shall be returned to the Departmental officer who shall
present the authority to treasury through his Bill Transit Register.

(3) When a Drawing and Disbursing Officer is attached with one of the bifurcated treasures but the
depositisaccounted for in the other treasury under the same payment jurisdiction, in such casethe Drawing
and Disbursing Officer shall beallowed to present the bill or Instrument for re-payment of Civil Deposit or
Refund Payment Order (R.P.O.) relating to repayment of earnest money, security deposit etc., to the other
treasury wherethe Deposit had been made, asaspecial case, in relaxation of the provision that one Drawing
and Disbursing Officer be attached with one treasury. Necessary code of Drawing and Disbursing Officer
(DDO Code) in such case shall be allotted for restricted purpose of refund of Civil Deposit. Theinstrument
shall be presented to the concerned treasury through Bill Transit Register. In all cases of refund of Civil
Deposits, the treasury shall record such refund in the * Deposit Register’ aswell asin the * Refund Payment
Register’. Such allotment of code of Drawing and Disbursing Officer shall be subject to the approval of
Director of Treasuries and Accounts, West Bengal .

(4) In cases where the deposit has been made in other treasury, where the departmental officer, in
whose favour the deposit has been made, is not attached (i.e. the Drawing and Disbursing Officer is not
under the payment jurisdiction of that treasury), the following procedures as laid down in sub-rule(5) to
sub-rule(7), shall be followed for refund of the Deposit.

(5) The departmental officer, in whose favour the deposit has been made, shall release and endorse
the original Challan (R.PO.) and send it to the Administrative Department or the Directorate.

(6) Theadministrative Department or the Directorate shall issue an order authorizing one departmental
officer, who isaregular Drawing and Disbursing Officer under the payment control of the treasury where
the deposit has been made, to draw such refund. If there is no such departmental officer in that District or
Sub-division, the District Magistrate or the Sub-Divisional Officer, attached to the concerned treasury
where the deposit has been made, may be authorised to draw such refund deposit.
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(7) The concerned departmental officer or the Sub-Divisional officer as the case may be, shall
present the refund bill in T.R. Form No. 42 along with the sanction of the Department concerned and the
Refund Payment Order ( R.RO.) at the treasury where the deposit has been made.

6.15. Unlessotherwise provided by any law, or rule or order issued by the competent authority, a
deposit repayment order shall remain in force for a period of three months from the date on which it was
issued. After such date no repayment shall be made on its authority without revalidation.

Lapsed Deposits
6.16. (1) Attheclose of the 31%. day of March of every year,:-

@ deposit not exceeding Rs. 25/- remains unclaimed for one whole accounting year,
or residuary balances not exceeding the said amount out of the deposit partly repaid
during the year then closing; and

(b) all deposits or balances in excess of the aforesaid amount, unclaimed for more than
three complete accounting years after the year of deposit and five compl ete accounting
years, in case of caution money deposits of the students of educational institutions
including Government libraries, shall be credited to the Government under the
appropriate Head of account in the Consolidated Fund of the State, keeping
necessary note in the Register of Deposit.

(2) Inthe case of deposits, the detailed accounts of which are kept by the departmental officers, the
list of such deposits and the balances thus lapsing, shall be prepared by them and sent to the office of the
Accountant-General (Accounts and Entitlement), West Bengal, by the 15" day of May , every year with a
copy to the concerned Treasury Officer.

(3) In respect of the deposits, the detailed accounts of which are maintained in the treasuries, the
required lapsed deposit statement shall be prepared by the Treasury Officer, in T.R. Form No. 44 for carrying
out the accounting adjustment in monthly accounts for April and sent to the Office of the Accountant-
Genera (Accounts and Entitlement), West Bengal.

(4) On receipt of the lapsed deposit statement from the departmental officer, the office of the
Accountant-General (Accounts and Entitlement), West Bengal, shall make necessary transfer entry for
credit to the appropriate revenue receipt Head of account in the Consolidated Fund of the State. The fact of
adjustment may be reported to the concerned departmental officer and also to the concerned Treasury
Officer. On receipt of the information, the Treasury Officer shall note the same in his Deposit / Recelpt
Register and shall reduce the amount from the opening balance of the deposit in the monthly account at
hand.

(5) For the purpose of thisrule, the age of arepayable item, or of a balance of it, may be reckoned
as dating from the time when the item or the balance, as the case may be, was initially deposited. If,
however, arepayableitem deposited by a party in connection with acontract or supply order is, on request,
decided to be reckoned as deposit against a subsequent contract or supply order awarded to the same party,
the age of the item shall be calculated with reference to the date of the latter.

(6) Such of the deposits (or balances of deposits) referred to in the forgoing rule, which pertain to
contracts, supply ordersthat are under litigation or arbitration shall not be deemed as* unclaimed deposits”
for the purpose of crediting to Government under this rule. Such unclaimed deposits shall be listed out
distinctly along with relevant particulars so asto facilitate action for releasing the deposit, or for forfeiting
it, depending on the judgment or award at the conclusion of thelitigation or arbitration. The relevant claim
shall require pre-check by the Accounts Officer before repayment.
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6.17. (1) The deposits, the detailed accounts of which are not kept at the treasury and which are
credited to the Government under T.R. 6.16 shall not be repaid without the sanction of the Accountant-
General (Accounts and Entitlement), West Bengal, who shall authorise payment on ascertaining that the
item was actually received and was carried to the credit of the Government aslapsed, and that the claimant’s
identity and title to the money are certified by the officer passing the application for refund.

(2) The deposits, the detailed accounts of which are kept at the treasuries and which are credited to
the Government under T.R. 6.16, shall be refunded without the sanction of the A ccountant-General (Accounts
and Entitlement), West Bengal. The Treasury Officer shall, before authorising the refund in such cases,
ascertain :-

@ that the item was actually received,

(b) that theitem istraceablein hisrecordsand was carried to the credit of the Government
as lapsed and was not paid previously, and

(© that the claimant’s identity and title to the money are certified by the officer
passing the application for refund.

(3) Thesanction or payment authority issued by the Accountant-Genera (Accountsand Entitlement),
West Bengal in cases covered by the provisions of sub-rule (1) above shall be valid for three months from
the date on which it hasbeen issued, after which no payment can be made onitsauthority without revalidation.

6.18. The application for sanction shall be made in T.R. Form No. 45. There shall be a separate
application for deposits repayable to each person, and it shall be used asthe bill on which the payment isto
be made at the treasury. The bill for repayment of the lapsed deposit voucher shall be presented to the
treasury through the Bill Transit Register of the authorised Drawing and Disbursing Officer of the office of
the authority under whose order the deposit has been made.

6.19. Therepayment of alapsed deposit shall be recorded in the appropriate lapsed statement and
alsoindeposit Register of Receipts, so asto guard against asecond payment. If the repayment ismade after
the register of receipts has been destroyed, the responsibility for verifying the claimant’s title to refund,
shall devolve on the authority who signs the application in T.R. Form No. 45.

SECTION IV. =CIVIL AND CRIMINAL COURTS DEPOSITS.

Receipts and Repayments

6.20. Subject as hereinafter provided, the provisions relating to receipts and repayment as made
herein before, shall apply in relation to Civil and Criminal Courts Deposits, with such adaptation and
modification as may be authorised by the Chief Judicial Authority, after consultation with the Accountant-
General (Accounts and Entitlement), West Bengal.

6.21. (1) Subjecttosuchgenera or special regulationsor order asmay beissued by the Government,
Civil Courtsand Magistrate shall arrange to pay/deposit into the treasury linked agency bank each item of
Civil or Criminal Court’s deposit separately in separate challans or consolidated amount for deposits of all
kindsin asingle challan in the prescribed form setting forth al the particulars necessary for entriesin the
prescribed form in the appropriate Deposit Register, maintained in the treasury. The challan in triplicate
marked ‘original’, ‘duplicate’ and ‘triplicate’ for such deposits shall be duly passed by the authorised
officer of the Court concerned. The detailed accountsof all items of deposits so received and deposited into
Government Account under the Head “ Civil Deposits’ shall be maintained by the respective Court or the
Office of the Magistrate. The treasury shall maintain only challan-wise Register of such deposit.
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(2) Theapplicationin prescribed form for repayment of any deposit of aCourt shall be duly scrutinised
by the Court concerned with reference to the relevant Register of Deposits and related recordsincluding the
Register of Challans kept in the Court as per Court’s regulations and after being satisfied in all respects,
particularly about the availability of the balance of the deposits relating to a particular challan, the Judge-
in-charge, whose signature shall be in record with the treasury shall pass necessary order for payment with
full signature. The duly passed document for repayment of deposit shall, thereafter, be presented to the
treasury through the authenticated Bill Transit Register of the Drawing and Disbursing officer of the Court
concerned for collection of cheque against the said document.

(3) The treasury shall receive the passed application for repayment in the same manner like any
other bill or instrument for payment in respect of claims against the Government and shall verify the
signature and the pay order with reference to the challan number recorded in the Register of Deposit and
verify the signature both of the Drawing and Disbursing Officer and the Judge-in-charge passing the
application with reference to the specimen signature kept on record of thetreasury. Onceit isfound correct,
the deposit shall be verified with reference to the challan number recorded in the Deposit Register and after
verifying the challan number noted in the application with that noted in the Deposit Register, Treasury
Officer shall pass the application for payment keeping a clear note of the refund order in detail with his
dated signature. Thereafter the cheque shall be issued for the passed amount. In the event of insufficiency
of balance, the document shall be returned with necessary remarks.

(4) In case of repayment of lapsed deposit such as the Court deposits of both Civil and Criminal
Courts, lapsing to the Government and transferred to the Head of account “0075-Miscellaneous General
Services-00-101-Unclaimed Deposits-001-Receipt due to Unclaimed Deposits-27-Other Receipts’ after
three compl ete accounting years from the end of the year of the deposit, such lapsed deposit shall berepaid
only on the authority of the Accountant-General (Accounts and Entitlement), West Bengal, issued in the
prescribed format as adapted in the Civil Rulesand Orders of the Court. On receipt of such authority inthe
said prescribed form the concerned Court shall present this repayment order, duly passed by the authorised
officer of the Court, to the treasury through the Bill Transit Register of the concerned Court for collection
of the payment. The Treasury Officer shall verify the credit with reference to the challan number furnished
in the repayment order and issue pay order only on identification of the credit and after ascertainment of
necessary balance of deposit against the entry madein the L apsed Statement and also in the Deposit Register
in respect of the particular deposit. If there isrequisite balance against that particular entry, necessary note
shall be kept against the said entry in respect of the discharge of the payment covered by a particular
repayment order. After discharge of a voucher, the progressive balance of the deposit shall be brought
down. The verification of signaturein bill shall be made in the same manner as provided in the preceding
sub-rule.

6.22. Every transaction of receipt or payment of a Civil or a Criminal Court deposit shall be
initialled by the Judge or the Magistrate, or by some duly authorised Group A employee of the Court.

Agreement with the Treasury

6.23. Assoon asthe Statement of Lapsesis prepared in terms of sub-rule(1) to sub-rule(3) of T.R.
6.16, a copy of the same shall be sent to the concerned Treasury Officer in order to enable him to keep
necessary note in the Deposit Register.

Deposit Payments

6.24. (1) Unless otherwise specified by the Chief Judicial Authority after consultation with the
Accountant-General (Accounts and Entitlement), West Bengal, the repayment of deposits standing at the
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credit of individualsin thetreasury Register or in the Magistrate’sor Judge’' saccounts, shall be made on the
order of the officer on whose Register they were originally recorded. The persons claiming repayments of
such deposits, shall, therefore, apply to the officer who received them. After examining the appropriate
Register and making the necessary entries, he shall give the applicant an order for payment. A Magistrate's
or Judge’sorder shall betaken to the Treasury Officer for issue of chequein favour of the payee through the
Bill Transit Register of the Court, unless the bank/treasury keeps a personal ledger account for deposit of
each Court, for whom the deposit was made. The repayment shall be made as per provisions of T.R. 6.12.

(2) Subject to any provisions of any other act or law, for the time being in force, where the Personal
Deposit Account is maintained by the Judge of a Civil Court, Tribunal court, Compensation Court etc.,
either inabank or in thetreasury for remitting without detail, the gross deposit receipt for credit in Personal
Deposit Account in such case, the concerned court shall also lapse the unclaimed deposit as per provisions
of sub-rule (1) to sub-rule (3) of T.R. 6.16. A statement of lapsed deposit shall be prepared and to be sent to
the Accountant-General (Accountsand Entitlement), West Bengal, for record (not for accounting adj ustment).
A self-cheque shall be drawn for the lapsed amount and to be sent to the bank or treasury concerned with a
challan for transfer of the amount from the Personal Deposit Account to the revenue Head “0075-
Miscellaneous General Services-00-101-Unclaimed Deposits-001-Receipt dueto Unclaimed Deposits-27-
Other Receipts’. The repayment of such lapsed deposit may be made as per provisions of sub-rule (4) of
T.R. 6.21.

6.25. Unlessin any case the Government direct otherwise, the cheques for withdrawals from a
Personal Deposit Account at the treasury, shall be drawn upon and presented to the Treasury Officer, who
shall enface them with an order on the bank to make the payment.

SECTION V.- DEPOSITSFOR WORKSDONE FOR PUBLIC BODIESOR INDIVIDUALS

6.26. The payments made to the Government by any Panchayat, Municipalities and other local
bodiesfor the cost of land taken up on their behalf under the Land Acquisition Act, 1894, shall be received
at the treasury, in accordance with the procedure laid down in paragraph 20 of Appendix 12. The number
and date of the award/ statement as well as the date on which the deposit has been credited in the treasury
accounts, shall be noted on all orders and vouchers on which the payments are made out of the deposit
account.

6.27. (1) The deposits for works to be done on behalf of local bodies and other parties may be
received and dealt with by the Public Works Department or Irrigation and Waterways Department, and
other departments carrying out the works, in accordance with departmental regulations.

(2) When under departmental regul ationsthe local body or the party concerned is authorised to pay
the deposit directly into thetreasury, the accompanying challan shall state clearly the name of the department
to which the amount is creditable and the division and the work to which the deposit relates.

SECTION VI.-DEPOSITS OF FEES

6.28. (1) The fees received from non-Government bodies or private persons for work done for
them by Government employees shall be dealt with in accordance with the provisions of sub-rule (2) and
sub-rule (3).

(2) In caseswhere aGovernment employeeis permitted to retain the whole of afee, such Government
employee shall collect it himself and the Government shall not be concerned with the transaction.



94 THE KOLKATA GAZETTE, EXTRAORDINARY, JUNE 14, 2005 [ParT |

(3) In cases where the fees are divisible between the Government and the Government employee,
concerned and

@ if the exact amount of the feesand the distribution of shares between the Government
and the Government employee are known beforehand, the share due to the
Government shall be credited as miscellaneous receipt of the department to which
the Government employee belongs, and therest shall be collected by the Government
employee himself. The Government share shall be paid in the bank by treasury
challan crediting the sameto the Government account asfar as possible, by the body
or person paying the fee;

(b) if the amount of the fees or the shares are known only approximately,
beforehand, all thefeesshall inthefirst instance be smilarly credited to Government
Account, asfar as possible, by the body or person paying the fees. The receipts shall
be credited to the appropriate deposit Head, pending final settlement, when the share
due to the Government is ascertained shall be credited as miscellaneous revenue
receipt of the department to which the Government employee belongs, and the rest
shall remain under the deposit Head for disbursement to the Government employee
by the Head of office who shall draw the amount on a bill in a deposit refund
bill form specifying therein the authority sanctioning the payment of fees.

(4) Theserules shall be intended to be applied to casesin which the whole or a share of the fees as
such is payable to the Government employee doing work for non-Government bodies or persons.

(5) Theserulesshall not be applicableto cases, where a Government employee undertakes the work
asapart of hisofficial duties although, in view of the extrawork involved and in consideration of the fees
realised, he is remunerated by a share out of these receipts. In the latter cases the fees realised shall be
adjustable as departmental receipts and the disbursements to the Government employee as departmental
expenditure.
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Section VII. — Special Rules For Deposits Of L ocal Funds
Explanation
6.29. Theexpression “Loca Fund” denotes-

@ revenues administered by bodieswhich by law or rule having the force of law come
under the control of the Government whether in regard to the proceedings generally,
or to specific matters such as approving their budgets, sanction to the creation or
filling up of posts, making leave, pension or similar rules,

(b the revenue of any body which may be specially notified by the Government as
such.

Receipts and Payments

6.30. Savewhereitisexpressly provided by any law or rule having the force of law, Loca Fund
Account may not be opened in atreasury without some general or special order of the Government for
receipts and payments of deposit relating to such Local Fund.

6.31. (1) The accounts of any organisation or body declared by the Government as Local Fund
may be opened at atreasury in favour of an authorised Administrator of the said organisation or body. Such
accounts at atreasury shall be kept as a pure Banking account in T.R. Form No. 40 and T.R. Form No. 41,
moneys being paid into the bank by challan for crediting the same to such account and drawing money out
of such account may be allowed with necessary scheme-wise specification detailsin respect of both receipts
and withdrawals.

(2) Unless otherwise directed by any special order, withdrawals from such account may only be
made by cheques drawn by the Administrator or by an authorised officer of the Local Authority concerned.
The chequesfor withdrawal s shall be duly enfaced by the Treasury Officer with necessary pay order before
they are delivered to the payees concerned or the bBanker for collection.

6.32. If, under any specia order of the Government, moneys required by alocal body have to be
drawn from the treasury on detailed bills, such bills shall be presented, as far as possible, in accordance
with the relevant provisions of Chapter 4. The gross amounts of bills shall be debited by the Treasury
Officer against the Local Fund concerned, the deductions on account of income-tax, fund subscription,
etc., being credited by transfer in distinct entries.

6.33. (1) Each Administrator of Local Fund Account shall maintain scheme/project-wise account
in the prescribed form for all moneys received from the Government by way of loan or grant or subsidy or
otherwise.

(2) No local body or Administrator of a Local Fund Account shall be allowed to overdraw the
balance at his credit in his account without obtaining prior special permission from the Government.

Verification of Balances

6.34. The balances at the credit shown in the Pass Book, as prescribed in T.R. Form No 40, of
each Local Fund Account shall be verified by the Administrator at the end of each month with the treasury
figures. Similarly at the end of thefinancial year the balance shall be verified with referenceto the treasury
figure and acertificate of balance shall beforwarded to the Accountant-General (Accountsand Entitlement),
West Bengal, through the treasury by the 15" May of the next financial year.

Deposit and Local Fund Receipts

6.35. The detailed account of Local Fund of any description and the related register of deposit
shall bekept by the Administrators of those accounts. The bank receiving the deposit tendered in accordance
with the provisions of these rules shall credit them under proper Head of account and render necessary
accounts to the treasury in the form of daily scroll.
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Section VII1. —Other Deposit Accounts

6.36. Moneys appertaining to special deposit accounts which do not strictly fall under any of the
separate classes specified in this Chapter may be paid into or drawn out of the Public Account in accordance
with such general or special directions as may be given by the Government.

Sections | X. — Provident And Other Funds.
Recovery of Subscriptions, etc.

6.37. Thesubscriptionsto a Service or Provident Fund of the Government may be received from
such Government employee asare either required or permitted by the rules of thefund to subscribetoit, the
recoveries being made ordinarily by deduction from pay bills of the Government employee concerned. The
subscriber himself shall be responsible for seeing that proper deduction is made from his bills, though for
his convenience, it has been provided in T.R. 4.071 that the responsibility for making necessary deductions
regularly and correctly devolves upon the drawers of the bills.

6.38. (1) The premium or subscriptions to the Post Office Insurance Fund may be redlised either —

@ by deduction from pay bills of the subscribers, attaching thereto a schedule in
T.R.Form No:49 or

(b) by payment in cash at post offices only, in accordance with the rules of the fund.

(2) Inall caseswhereapremium isrecovered for thefirst time or before aPolicy No. isallotted, the
words ‘New Policy’ shall be written in the remarks column. If the policy number has been allotted or the
authority letter from the Director (PLI1)/Postmaster-General enabling the subscriber to join the fund has
been issued, it shall be quoted in the said schedule.

(3) (8) When a subscriber to the Post Office Insurance Fund has come on transfer from another
office or istransferred to another office or dies, or quits service or ceases to be a subscriber due to death or
maturity, the name of the office from which * Transferred from ' or ‘death’ or ‘quitted
service with effect from ' or ‘exit by death/maturity’ shall be written in the schedule and shall
also be notified to the Accountant General (Accounts and Entitlement), West Bengal, as well as to
Director(PLI1), Kolkata.

(b) If the leave salary of a subscriber has not been drawn or the official is on leave without pay, the
name of the official shall be included in the schedule without showing any recovery, but suitable remarks
may be given in remarks column as the case may be.

(c) In case of doublerecoveriesor late recoveries, thereasonsfor such irregular recoveriestogether
with an indication of the month of pay from which premium has been due or hasbeen due to berecovered,
shall be recorded in the remarks columns of the schedule. Similarly, reasonsfor short or excess recoveries
are also to be recorded in the schedule.

(d) No lump-sum credit without the supporting schedule or details of recovery shall be sent.

6.39. (1) In cases in which subscriptions or repayment of advances are paid by deduction from
pay bills, therequisite particul ars shall be entered by the Head of the office/Drawing and Disbursing Officer
in a separate schedule as mentioned in T.R. Form No. 47, T.R.Form No. 48 or T.R.Form No. 49 and the
forms, so completed, shall be attached to the pay bill. If the subscription is paid in cash, the number of the
account and all other particulars shall be furnished. In all cases where the subscription is paid for the first
time the rule or a special authority under which subscription may be received, shall also be quoted in the
form or in case of cash payment, in a separate document.

(2) In respect of recoveries effected from Group D employees, whose General Provident Fund
Accounts are maintained by the Head of the office, the relevant schedule shall be signed by the Drawing
and Disbursing Officer when signing the pay bills after comparing the total in schedules with the total
deduction shown in the pay bill. The schedule in such cases shall not be attached to the pay bills, instead a
certificate shall be attached to the pay billsin T.R. Form No. 46 indicating the total amount deducted as
subscription and repayment on account of withdrawals.
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6.40. (1) When a subscriber to any Fund whose subscriptions as realised by deduction from pay
bill is transferred to another District or audit circle, the fact that he is subscribing to the Fund shall be
certified onthelast pay certificate by noting thereon the amount of his monthly subscription and the number
of hisaccount or policy.

(2) When a subscriber to the Post Office Insurance Fund is transferred to another accounts circle,
notice of thetransfer shall also be given to the Accountant General (Accountsand Entitlement),West Bengal,
of the new accounts circle and to the Director, Postal Life Insurance, Kolkata, through the Accountant
General (Accounts and Entitlement), West Bengal.

Provident Funds withdrawals

6.41. (1) (a) The advances and withdrawals from a Provident Fund may be drawn on T.R. Form
No. 50, the bill being supported by a copy of the sanction order issued by the competent authority.

(b) The bills for withdrawals from a fund, when permissible under the rules of the Fund to meet
payments towards life insurance, may be prepared in the same manner as for advances mentioned herein
above, the particulars regarding the policy or policies on which premium isto be paid being noted in the
bills. In al such cases, Drawing and Disbursing Officer shall be responsible for seeing that there is no
overdrawal.

(c) Withdrawalsfrom Provident Funds by officer and staff serving abroad for payment of insurance
premium in India may be remitted by the Reserve Bank of India’'s drafts at places where normal banking
facilities are not available.

(2) The payment may be made on the authority and responsibility of the officer sanctioning the
advance or withdrawal without the previousauthority of the. Accountant Genera (Accountsand Entitlement),
West Bengal, subject to the condition that the sanction order contains a certificate to the effect that the
advance or withdrawal sanctioned thereiniscovered by the balance at the credit of the subscriber concerned.

(3) Saveasprovided inthisrule, no payment on account of any Provident Fund, whether asarefund
of subscription overpaid, or as arepayment in excess of the 90 per centum of the accumulated credit of the
subscriber, may be made without the expressauthority of the Accountant General (Accountsand Entitlement),
West Bengal.

6.42. (1) When thefinal payment of the balance at the credit of a subscriber (other than a Group-
D Government employee) to a Provident Fund is to be made outside the jurisdiction of the Accountant
Genera (Accounts and Entitlement), West Bengal, who maintain the Provident Fund Account of the
subscriber, the Accountant General (Accounts and Entitlement), West Bengal, shall make payment to the
payee by acrossed Bank draft. For this purpose, the Accountant General (Accounts and Entitlement), West
Bengal, shall intimate the amount payable to the payee and also send areceipt to be filled in by him, the
form of which is given below:

“Received payment of Rs. (Rupees ) only being
the accumulation in my Provident Fund Account NO.............cocevveinenns

Station : Signature:
Date: Designation:
Name of office:

Please pay by Bank Draft.”

(2) On return of the receipt duly signed by the payee, a Bank draft shall be purchased by the
Accountant-General (Accounts and Entitlement), West Bengal, and sent to the payee by registered post.

(3) The procedure mentioned hereinabove shall also apply in cases of withdrawal from the Provident
Fund Accounts except that in the form of receipt the words “accumulation in” shall be replaced by the
words “amount of withdrawal sanctioned from”.
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6.43. (1) When asubscriber to a Provident Fund is about to retire or superannuate and under the
Rules of the Fund, the money lying at his credit in the Fund becomes payable to him, such subscriber shall
submit an application in the prescribed form six months in advance of the event. The said application
indicating the date of retirement and other particulars shall be forwarded by the Head of the office to the
Accountant-General (Accounts and Entitlement), West Bengal who maintains his Fund Account. The
Accountant-General (Accountsand Entitlement), West Bengal after satisfying himself about the correctness
of the claim and on ascertaining the date upto which the subscription is paid, shall issue an authority for
payment of theamount lying at the credit of the subscriber. The billsshall be prepared in T.R. Form No. 50,
and shall be supported by a duly certified copy of the letter of authority from the Accountant-General
(Accountsand Entitlement), West Bengal . Such authority issued by the Accountant-General (Accountsand
Entitlement), West Bengal, shall remain valid for six months from the date of itsissue and shall bereturned
to the Accountant-General (Accounts and Entitlement), West Bengal, after expiry of the validity period
with a non-payment certificate.

(2) The procedure prescribed in thisrule, shall apply, mutatis mutandis, to al other casesin which
the amount lying at credit of a subscriber in his Provident Fund Account becomes payable to him on his
finally quitting service.

(3) In case of Group D Government employees whose General Provident Fund Accounts are
maintained by the Head of the office, the verification and the authority for final payment of the claim shall
be issued and endorsed to the concerned treasury by the Head of the office concerned instead of by the
Accountant-General (Accounts and Entitlement), West Bengal. On the basis of such sanctioning order for
final payment of the amount lying at the credit in the account of the subscriber to the fund, the concerned
Drawing and Disbursing Officer, under rules, shall draw necessary hill. The copy of the sanctioning order
shall be attached to the bill, acopy of the same order being forwarded to the A ccountant-General (Accounts
and Entitlement), West Bengal. Such sanction order shall remain valid for 3 (three) months after its date of
issue.

(4) Sofar asthe provisions of thisrulerelate to preparations, signing and presentation of bills, such
provisions shall not apply to cases in which an Accountant-General, (Accounts and Entitlement), West
Bengal makesfinal payment of the Provident Fund bal ances outside hisjurisdiction under rules mentioned
herein above.

6.44. (1) The fina payment on account of any Provident Fund when authorised, may be made
only on the personal receipt of the subscriber, or when he is absent from India, on the receipt of his duly
authorised agent. The payment may, however, be madeto an authorised banker, if so desired by the subscriber,
in the manner laid down in T. R. 4.090. In the event of his death before payment has been made, such
payment may be made only to such person or persons as may be authorised to receive payment under the
rules of the Fund concerned and subject to such instructions as may be issued by the Government in this
behalf.

(2) In cases in which the amount is drawn and disbursed by the Head of office, a disbursement
certificate in the following form shall be rendered to the Accountant-General (Accounts and Entitlement),
West Bengal, as soon as possible after the disbursement has been made: -

“I certify that | have satisfied myself that the sum of Rs. drawn under rule

of the Provident Fund Rules from Provident Fund Account of

Sri/Smt. No. on bill No.
dated , was actually disbursed to him/her on and the payee's

receipt was taken in acquittance roll maintained in my office.”

Funds not under Government management

6.45. In case of funds not covered under Government management like Cooch Behar Debottar
Fund, Darjeeling Devel opment Fund, Naba K ustha Nibas Fund, Murshidabad State Fund, etc., withdrawals
from the Public Account in respect of sums credited to such funds, either by way of subscriptions or
interest, allowed by the Government, shall not be permitted, except under the authority of the Accountant-
Genera (Accounts and Entitlement), West Bengal, through whom the accounts of the Fund are settled.
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6.46. In case of the Central Government Employees Group Insurance Scheme, 1980 and the
Scheme as extended to All India Services as per All India Services (Group Insurance) rules, 1981, the
monthly subscriptions recoverable from the members of the Scheme shall be deducted every month from
pay bills. For the purpose of drawal of fundsfor making disbursementsto members or nominees of deceased
members arising under the said Scheme or rules, procedure prescribed by Government from time to time,
shall be followed and bills shall be preferred in T. R. Forms No.51 and T.R. Form No. 52, as the case may
be.

6.47. Inthe case of the payments under the Central Government Employees' Insurance Scheme,
1977 — (1) amounts payable under the Central Government Employees' Insurance Scheme, 1977, asamended
from time to time, shall be authorised by the Head of office to the Government employee or the deceased
employee’s nominee entitled to receive the employee’ s dues, asthe case may be, after submitting the claim
in T. R. Form No. 50 to the Treasury Officer.

(2) In the absence of valid nomination, the insurance amount payable under the scheme shall be
disbursed in equal sharesamong thelegal heirs of the deceased Government employee without insisting on
the production of the usual legal authority subject to the condition that Head of the office is otherwise
satisfied about the rights and titles of the claimants.

6.48. In the case of Group Insurance — cum - Savings Scheme, 1983 of the State Government
Employees— (1) monthly subscriptions recoverable from the State Government Employees, who opted to
retain the said Scheme even after the 1% November, 1987, shall be deducted every month from pay bills.
Such Schedule shall be prepared in T.R. Form No. 53. For the purpose of drawal of funds for making
disbursement to retired Government employees arising under the said Scheme or rules, procedure prescribed
by this Government from time to time shall be followed and bills shall be preferred to the Treasury Officer
inT. R. Form No. 60 and/or T. R. Form No. 61. The treasuries shall prepare the Consolidated Schedul e of
deposits of insurance-cum-savings fund in T.R. Form No. 54 and Plus-Minus Memorandum thereon in
T.R. Form No. 59 at the end of every month.

(2) In case of deceased Government employee, thefinal payment under this Scheme shall be made
to the nominee of the employee concerned. Where no nomination exists such amount shall be payable to
thelegal heirs of the deceased on the basis of Indemnity Bond / Succession Certificate. Such claim shall be
preferred to the Treasury Officer in T. R. Form No. 60 and T. R. Form No. 61 after observance of due
formalities under the Scheme or rules.

6.49. In case of the Group Insurance — cum - Savings Scheme, 1987 of the State Government
Employees:-: - (1) the monthly subscriptions recoverable from the State Government Employees, who
opted to enter into the Scheme after 1% November, 1987 or who entered into Government service for the
first time after 1% November, 1987, shall be deducted every month from pay bills at the prescribed rate.
Such Schedule shall be prepared in T.R. Form No. 55. For the purpose of drawal of funds for making
disbursements to the retired Government employee arising under the said Scheme or rules, procedure
prescribed in the Scheme or rules shall befollowed and bills shall be preferred to the Treasury Officer in T.
R. Form No. 60 and/or T. R. Form No. 61. Every Drawing and Disbursing officer shall maintain a Register
of Recelptsof subscription under West Bengal State Government employee’s Group I nsurance-cum-Savings
Scheme, 1987, in T.R. Form No. 56. The treasuries shall prepare Schedule of Payments in case of death
while in service or retirement / resignation under Group Insurance-cum-Savings Scheme, 1987 in T.R.
Form No. 57.

(2) In case of deceased Government employee, thefinal payment under this Scheme shall be made
to the nominee of the employee concerned. Where no nomination exists such amount shall be payable to
thelegal heirs of the deceased on the basis of Indemnity Bond / Succession Certificate. Such claim shall be
preferred to the Treasury Officer in T. R. Form No. 60 and T. R. Form No. 61 after observance of due
formalities under the Scheme or rules.

Thetreasuries shall prepare Consolidated Schedule of recelpts and payments of West Bengal State
Government Employees’ Group Insurance-cum-Savings Scheme, 1987 in T.R. Form No. 58 and Plus-
Minus Memorandum thereonin T.R. Form No. 59. Annual Statementsfor all thetreasuriesshall be prepared
by the Directorate of Treasuries and Accounts, West Bengal, in T. R. Form No. 62 showing therein the
number of persons subscribing to the Group Insurance Scheme and the number for whom payments have
been made.
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CHAPTERY

Inter-Treasury And I nter-Gover nment Transactions
Section |.—Inter-Treasury Transaction

7.01. (1) Thetransfer of Government money from onetreasury to another shall be governed by such
instructionsas may beissued inthisbehalf by the Finance Minister after consultation with the bank.

(2) All transfer from and to currency chestsat thebank shal be effected under instruction from the Currency
Officer, Reserve Bank of Indiaand such transfersshall not affect the Government cash balance and shall not pass
through the Government Account.

7.02. Unlessotherwisedirected by the Government after consultation with the Reserve Bank of India,
al inter-treasury transfer of fund and al inter-treasury transactions shal be made by bank draft obtained from the
concerned agency bank on requisition by the Drawing and Disbursing Officer concerned.

Section | 1. —Inter-Government Transactions.

7.03. Saveasprovided hereafter inthissection, no transaction of the State with another Government
shall be adjusted against the bal ance of the State except in accordancewith such directionsasmay begiven by the
Controller-Genera of Accounts, with the approval of Comptroller and Auditor-General of Indiato regulatethe
procedurefor accounting of transactions between different Governments.

7.04. Themoneys presented within thejurisdiction of another Government for credit to the Government
Account or apayment made by another Government asawithdrawal affecting the balance of the Government
Account shall not be credited or debited to the Government Account except under express authority of the.
Accountant-Genera (Accountsand Entitlement), West Bengdl, or any other Accounting Officer authorisedinthis
behalf by the Controller-General of Accounts, Ministry of Finance, Government of India.

7.05. All adjustmentsagainst the balance of the State by debit or credit to another Government shall be
madethrough the Central Accounts Section of the Reserve Bank of India, Nagpur on theadviceof the Accountant-
Genera (Accountsand Entitlement), West Bengdl, or any other Accounts Officer authorised in thisbehalf by the
Controller-General of Accounts, Ministry of Finance, Government of India.

7.06. TheTreasury Officer shall not receive or authorisethe bank to receive money tendered on behal f
of the Government of Indiaand shall not authorisethe bank to make disbursement on behalf of that Government.
Under arrangement with the Government of Indiacertain classesof transactionsrelating to miscellaneousreceipts
and payments of Central Government (such as payment of interest and repayment of principa on discharge of
Central Government Securities, recel ptsof security depositsrelating to electionsto Lok Sabha, and payment of
Civil pensionsincluding pensionsto Freedom Fighters, etc.) may, however, be accepted inthetreasury and inthe
bank and the transactions shall be temporarily taken into account against the balance of the State Government
Account. The Accountant-Generd (Accountsand Entitlement), West Bengd, shall on receipt of accountsfromthe
treasury, make the requisite adj ustment in respect of aforesaid transactions by means of cash settlement with the
Pay and Accounts Office of the concerned Ministry of the Government of India. Transactionson behalf of Railways
and Defence Department (payment of pensionsonly) and certain kindsof Postal transactionsrelating to remittances
into and drawal by the Post Mastersmay temporarily betakeninto State Government Account. The adjustment of
suchtransactionsshall be carried out by the A ccountant-General (Accountsand Entitlement), West Bengal, asper
provisonsof thisrule.

7.07. (1) TheTreasury Officer may, subject to any genera or specific direction of theGovernment inthis
behalf, authorise the bank to receive moneystendered on behalf of another State Government and may, if so
required by the Accountant-General (Accountsand Entitlement), West Bengal, authorise payment of any claim
against another State Government. The necessary credits or debitsin respect of such receiptsand payments
againgt the balances of the State concerned shall be made by the A ccountant-Genera (Accountsand Entitlement),
West Bengd, through the Central Accounts-Section of the Reserve Bank of India, Nagpur, but until such adjustments
aremade, the creditsand debitsshall be entered in the Treasury Account.

(2) All payments on account of other State Governments shall be made in accordance with therules
prescribed by that Government and al so del egation order issued by that Government.

7.08. (1) Unlessotherwisedirected by the Government, the recovery and adjustment of advance of pay
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or travelling expensesgranted to theempl oyee of the State Government or to theemployee of the Centrd Government
or to theemployee of the autonomous bodiesor the Public Undertakingsor theloca bodies, etc., by therespective
Government or by the said organisation either at thetime of their proceeding on deputation or onforeign service
termsand on their reversion shall be madein accordancewith the provisionsof sub-rule(2) to sub-rule(4).

(2) Theadvance of pay or travelling expenses granted by the State Government to a State Government
employee proceeding on deputation or to aCentral Government employee proceeding on reversion, therecovery
of such advance shdl bemadeby the Drawing and Disbursing Officer of theconcerned Ministry of the Government
of India. A scheduleof suchrecovery shdl be prepared indicating the Drawing and Disbursing Officer who sanctioned
theadvance; theHead of account (wherethe sdary of the employee was debited), month of recovery and amount
recovered. Therecovered amount shall be classified under “ 8658-Suspense Account-101-PA O Suspense-ltems
adjustablewith the Accountant-Genera (Accountsand Entitlement), West Bengd” . The Pay and Accounts Officer
of the concerned Ministry shall remit the recovered amount by Bank draft along with the said scheduleto the
Accountant-Genera (Accountsand Entitlement), West Bengal.

(3) Smilarly, the advance of pay or travelling expenses granted by the Government of Indiato aCentral
Government empl oyee proceeding on deputati on to the State Government or to a State Government employee
proceeding on reversion, therecovery of such advance shal be made by the Drawing and Disbursing Officer of the
concerned Department of the State Government. A schedule of such recovery shall be prepared and therecovered
amount shall be classified under “ 8658-Suspense Account-101-PAO Suspense-Items adjustablewith the PAO
.............. (nameof theMinistry)”. The Accountant-General (Accountsand Entitlement), West Bengal, shall
remit the recovered amount by bank draft a ong with the schedul eto the concerned Pay and A ccounts Officer of
theMinistry of the Government of India

(4) Theadvance of pay or travelling expenses granted by the State Government to a State Government
employee proceeding on foreign service termsto an autonomous bodies or the Public Undertakingsor thelocal
bodiesshall beborneby the Foreign employeesand the advance shal berecovered by the Drawing and Disbursing
Officer of the said organisation. The amount of recovery shall be remitted by abank draft to the concerned
Drawing and Disbursing Officer who had sanctioned the advance. On recei pt of the bank draft, the Drawing and
Disbursing Officer shall send the draft to the agency bank with chalan for credit into the Government Account and
also make necessary entry in hisrecord. On reversion from Foreign Service termsthe advance shall be borne by
thesaid organisation.

(5) Therecovery and adjustment of advance of pay or travelling expensesgranted to a State Government
employee proceeding on deputation to another State Government or onreversion therefrom shall beregulated as
per provisionsof sub-rule (1) and sub-rule (2) above. Theamount of recovery shall, however, beclassfied under
“8793-Inter State Suspense Accounts-00-101- I nter State Suspense (000-name of the state-three digit code
shall beindicated for the State as assigned in the Budget Publication)” . The Accountant-General (Accountsand
Entitlement), West Bengd, shall settle such transaction with the concerned State by i ssuing bank advicethroughthe
Central Accounts Section of the Reserve Bank of India

7.09. Themoneyspaid or receivedinthe Officeof the Accountant-Genera (Accountsand Entitlement),
West Bengal, on behalf of another State Government, and book entries made in the office of the Accountant-
Generd (Accountsand Entitlement), West Bengdl, affecting the accounts of another Stateshdl likewisebe adjusted
by the Accountant-General (Accountsand Entitlement) West Bengal, through the Central Accounts-Section of the
Reserve Bank of India, Nagpur against the balances of the State concerned, exhibiting thetransactioninthe
Government Account till adjustmentsare made.

7.10. Thepaymentsand Receiptsshall on behalf of the State Government be arranged by the Indian
Mission abroad shall be settled by the Pay and Accountsofficer, Ministry of the Externa Affairs, Government of
Indiawith the Accountant-Genera (Accountsand Entitlement), West Bengal .

7.11. Theprovisonsof the preceding rulesshall apply to payment made on behaf of the Government of
Myanmar. The Accountant-Genera (Accountsand Entitlement), West Bengal, shall on receipt of intimation of
such transactions from treasuries make the requisite adjustment through the Central Accounts-Section of the
ReserveBank of India.

7.12. TheTransactionsonaccount of payment of pensionson behalf of foreign Governmentsother than
Government of Myanmar totheir pensionersresiding in Indiashall betemporarily taken into account against the
balance of the State Government Account. Such amount shall be classified under “ 8658- Suspense A ccounts-
PAO Suspense-Ministry of Finance, Department of Economic Affairs’. The Accountant-General (Accountsand
Entitlement), West Bengal shall, on receipt of accountsfrom Treasury, make requisite adjustment by issue of
cheque/bank draft.
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Chapter 8- Responsibility For Withdrawal Of

Money From Gover nment Accounts

Section |. —Responsibility Of The Treasury Officer/
Pay And AccountsOfficer, Kolkata.

General

8.01. If aTreasury Officer recelvesareasoned intimation from the Accountant-General (Accountsand
Entitlement), West Bengadl, that moneys have been incorrectly withdrawn or that acertain sum shall berecovered
from aDrawing and Disbursing Officer, such Treasury Officer shal effect the recovery without delay and without
undertaking any correspondence and the Drawing and Disbursing Officer shal without delay repay thesuminsuch
manner asthe Accountant-General (Accountsand Entitlement), West Bengal, or the Government may direct.

8.02. Subject as hereinafter provided in thisrule, the procedure to be observed by a Government
employeeinregard to moneys withdrawn from Government Account for expenditure shall be such asmay be
directed by the Finance Department after consultation with the Accountant-General (Accountsand Entitlement),
West Bengal, whereit shall be considered necessary.

8.03. A Government employee placed with fundin advancefor expenditureshall beresponsiblefor such
money until an account has been rendered to the sati sfaction of the controlling officer and the Accountant-General
(Accountsand Entitlement) West Bengd, or the Accountant-Genera (Audit), West Bengd, through the concerned
Treasury Officer. Such government employee shall also be responsiblefor seeing that paymentsare madeto
personsentitled toreceliveit and an audit of the account ismade by the Accountant-Genera (Audit), West Bengal .

8.04. If any doubt arisesasto theidentity of the Government empl oyee by whom an account of such
money shall berendered it shall be decided by the administrative Department in consultation with the Finance

Department.
Voucher for Payment.

8.05. (1) Subject ashereinafter provided inthisrule, aGovernment officer entrusted with payment of
moneys shall obtain for every payment he makesincluding repayment of sums previously lodged with the
Government, avoucher setting forth full and clear particularsof the claim and al information necessary for its
proper classifications and identificationsin the accounts. Every voucher shall bear or have attached to it an
acknowledgement of payment signed by the person by whom, or in whose behalf, theclaimisput forward. The
acknowledgement shall betaken at thetime of payment.

(2) Inthe case of apayment to a partnership firm, the voucher and the acknowledgement may besigned
on behaf of thefirm by one of the partners.

(3) If aDrawing and Disbursing Officer anticipates any difficulty in obtaining from the person to whom
money isdue, arecelpt in the proper form, itisopen to him to declineto hand over himthe Chequeor cash, or to
make aremittanceto him, asthe case may be, until the acknowledgement or the payment with al necessary
particularshasbeen given by him. Inal casesof payment by remittance, anote of the date and mode of remittance
shall bemadeonthebill or thevoucher at thetime of remittance. In case of remittance by postal money order, the
purpose of remittance shall be briefly stated in the acknowledgement portion thereof-vide T.R.4.025.
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(4) Asadjustment billsfor “NIL” amount involves no payment, it isnot necessary to insist upon any
acknowledgement of payment in respect of such bills.

8.06. (1)Indl casesinwhichitisnot possiblenor expedient to support apayment by an origina voucher
with payee srecei pt duly stamped, acertificate of payment duly signed by the Drawing and Disbursing Officer and
countersigned by hiscontrolling officer, together withamemorandum explaining thecircumstancesshdl invariably
be placed on record and submitted to the Accountant-General (Accountsand Entitlement) West Bengal, through
the Treasury Officer. Full particularsof theclaimsshall invariably be set forth and wherethese necessitatesthe use
of aregular bill form; the certificateitself may berecorded thereon.

(2) Inthe case of articlesreceived by value-payabl e post, the val ue-payabl e cover, together with the
invoiceor bill showing thedetail sof theitemspaid for, may beaccepted asavoucher. The Drawing and Disbursing
Officer shall endorseanote onthe cover to the effect that the payment including the charges of themoney order
commission has been made through the post office.

(3) A certified copy (marked “Duplicate’) of areceipted voucher may beretained by the Drawing and
Disbursing Officer, shdl thisbe necessary to compl etetherecord of hisoffice, but the payee shdl not berequired
to signsuchacopy or giveaduplicate acknowledgement of the payment.

8.07. (1) Theprovisonsof T.R. 4.025and T.R. 4.032 regarding the preparation of billsand giving of
stamped receiptsshal becarefully observedinregard to clamspresented at adepartmenta office of disbursement.

(2) The Cash Memorandawhich do not contain any acknowledgement of the receipt of money from
persons named therein shall not be recel ptswithin the meaning of clause (23) of section 2 of the Indian Stamp
Act,1899(11 of 1899.). Further, themerewriting of the purchaser’sname and address on acash memorandum for
delivery purposesdoesnot transform it into an acknowledgement to the purchaser that the money hasbeen paid.
Cash Memorandashall not therefore be regarded as sub-vouchersin audit unlessthey contain an acknowledgement
of therecei pt of money from the persons named therein (with stampsaffixed when the amount exceeds Rs.5000/
)

8.08. (1) Every voucher shdl bear apay order sgnedor initialed and dated by the Drawing and Disbursing
Officer, specifying the amount payablebothinwordsand figures. All pay ordersshall besigned by handinink or
ball-point pen.

(2) Cashier and othersauthorised to make disbursements on passed bills, shal make no payment without
aproper pay order of theresponsible Drawing and Disbursing Officer recorded clearly inink or by ball-point pen
onthehill.

8.09. All paidbillsshall bestamped “paid” or so cancelled that they cannot be used asecondtime. The
Stampsaffixed to vouchers shall also be cancelled so that they may not be used again.

8.10. Thevouchersand acquaintances, which are not required to be submitted to the Accountant-
Genera (Accountsand Entitlement) West Bengal, shall befiled and retained carefully in the office concerned as
important documentstill they are destroyed under the orders of competent authority.

8.11. (1) All sub-vouchers shall be cancelled in such a manner that such sub-vouchers shall not
subsequently be used for presenting fraudulent claimsor other fraudulent purpose.

(2) Theprovisionsof T.R.4.123 with regard to cancellation and destruction of sub vouchersrelating to
contingent expenditureshall apply generdly to sub-vouchersin respect of other classesof paymentsunlessthey are
governed by specia departmental regulationsor ordersof the Government to the contrary.
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Overcharges.

8.12. Subjecttosuchspecid ordersasthe Government may issueinany individua case, theresponsbility
for anoverchargeshdl rest primarily with thedrawer of abill anditisonly intheevent of cul pablenegligenceonthe
part of the controlling officer or of thetreasury officer, that the question of recovery from either of them shall be
considered.

Audit objection and recovery

8.13. Every Government employeeshall attend promptly to all objectionsand orderscommunicated to
him by the Accountant-General (Accountsand Entitlement) West Bengal or the Accountant-General (Audit), as
the casemay be, and return the obj ection statementsor audit memorandawithinafortnight or send communication
explaining the cause of delay.

8.14. (1) Whenthe Accountant-General (Accountsand Entitlement) West Bengd or the Accountant-
Generd (Audit), West Bengdl, disallowsapayment as unauthorized, the Drawing and Disbursing Officer, shall be
bound to recover the amount disallowed irrespective of any objection or protest, and to refuseto pay itinfuture
till the Accountant-General (Accountsand Entitlement) West Bengal or the Accountant-General (Audit), West
Bengal, authorisesthe payment to beresumed.

(2) If aGovernment employee, fromwhom arecovery isordered, istransferred to the jurisdiction of
another Drawing and Disbursing Officer, the order of recovery shall be passed on to that Drawing and Disbursing
Officer without del ay.

(3) A Drawing and Disbursing Officer shall not, when a retrenchment is ordered, enter into any
correspondence with the Accountant-General (Accountsand Entitlement) West Bengdl, the Accountant-General
(Audit), West Bengal, and the Government empl oyee concerned and such disbursing officer shal havetheduty to
carry out the orders he hasreceived and to | eave the person aggrieved to refer the caseto the proper authority.

(4) Therepresentation and protest against retrenchment ordered by the A ccountant-General (Accounts
and Entitlement), West Bengd, or the A ccountant-General (Audit), West Bengal, may not ordinarily be considered
by theadministrative Authority, if submitted |ater than three monthsfrom thedate of recei pt of theintimation by the
aggrieved Government employee. Thisprovision doesnot absolvethe Drawing and Disbursing Officer fromhis
duty of enforcingimmediately therecovery of retrenchment order under thisrule (Seeaso T.R.8.01).

(5) WhileaGovernment employeeisunder suspension and isin receipt of subsistence allowance, the
retrenchment order in respect of any over payment madeto himin the past shall beissued by the Accountant-
Generd (Accountsand Entitlement), West Bengd, or the Accountant-General (Audit), West Bengal, in consultation
with the authority competent to placethe Government employee under suspension. Theaforesaid administrative
Authority shall exercisediscretion whether recovery shal beheld wholly inabeyanceor shal beaffected at full or
reduced rates depending on the circumstances of each such case.

8.15. Unlessotherwise specially provided in any general rule or special order of the Government,
recoveriesshall not bemade at arate exceeding onethird of pay unlessthe Government empl oyee affected -

€) has, inreceiving or drawing the excess, acted contrary to ordersor without justification or

(b) had taken an advance for a specific purpose and has not utilized it for the purposefor
which the advance was sanctioned within the prescribed period and failed to refund the
outstanding amount within the sti pul ated date.

For the purposeof thisrule, “ Pay” means*® Pay” asdefinedin clause(28) of rule 5 of West Bengal Service
Rules, Part-I.
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8.16. A Regigter shal be maintained by the Drawing and Disbursing Officer and every other Disbursing
officefor recording al retrenchmentsordered by the Accountant-Generd (Accountsand Entitlement) West Bengd
or the Accountant-General (Audit), West Bengal. The separate columns shall be provided to show the nameand
office of the person from whom therecovery isto be effected, the nature and amount of the overpayment and the
method by which the overpayment has been adjusted.

Disbursement of Pay and allowances —Acquittance Rolls.

8.17. (1) TheHead of the office or the Drawing and Disbursing Officer of an officeis personally
responsi blefor theamount drawn on abill signed by him or on hisbehaf until hehas paid it to the person entitled
toreceiveit and hasobtained alegally valid quittance on the office copy of thehill. If, owingtothelargesizeof an
establishment or for any other reason, itisnot found feasible or convenient to obtain the recel ptsof the payeeon
the office copy of thebill, the Head of the office may maintain aseparate acquittanceroll in T.R. Form No 66.

(2) If for any reason payment cannot be made within the course of the month, theamount drawn for the
payee shall berefunded by short drawing inthe next bill and hispay or alowances may bedrawn afreshinthe
manner as provided under T.R.4.024 when the occas on for making such payment arises. Provided that if inthe
opinion of theHead of the officethisrestrictionislikely to operateinconveniently, theamount of undisbursed pay
or allowances may, at hisoption beretained for any period not exceeding three months, but thisconcession shall
not be availed of unlessthe Head of the officeis satisfied that proper arrangements can be madefor the safe
custody of thesumsretained.

(3) The undisbursed pay or allowances may not, under any circumstances be placed in deposit at a
treasury.

(4) If any payment of pay, leave salary or alowanceis madeto any Government employeewho isnot
entitled to receive such pay, leave salary or allowance under therelevant rulesor ordersof the Government, the
samemay berecovered by the Drawing and Disbursing Officer by deduction fromthepay, leavesaary or alowance
bill of the concerned Government employeefor the next month or any subsequent month.

(5) The acquittancerollsor office copiesof billsshall not be submitted to the Accountant-General
(Accountsand Entitlement) West Bengal, and such Acquittancerollsor office copiesof billsshall be stamped
“Paid” and preserved carefully for the period prescribed in Appendix-6A of West Bengd Financia Rules, Vol-11.

(6) Thecashdrawn on Pay and Travelling allowancebills of establishmentsshall not be mixed withregular
cash balance of the Department, if any. An account of undisbursed pay and alowancesshall bekeptinregister in
Form T.R.67. Theentries of thetotal and particular amount of undisbursed pay and alowances may be made
againgt each bill serially, and subsequent payment thereof enteredin the appropriate column of the Register and the
cash book, each such entry being attested by acompetent Government officer. From this Register, an abstract of
amountsremaining undisbursed for three months shall be prepared to ensure thererefund either in cash or by short
drawa fromthenext bill.

(7) Inthe case of undisbursed pay and allowances of establishmentsin respect of which the Accounts
Officer, West Bengal Secretariat, isthe Drawing and Disbursing Officer, entriesinthe Register inForm T.R 67 as
referred to herein above, maybe made at the end of the next working day after the pay day.

(8) If thepay and all owances of the Government employeesof an office are paid under the West Bengal
Disbursement of Salary to Employeesthrough Banks Rules, 2005, as stated in Appendix-19, the credit to the
concerned bank account of the employee by issuing acertificate of disbursement by the bank to the Drawing and
Disbursing Officer shall bealegal quittancefor the purpose of payment of salary to that employee.
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CHAPTER9

Supplemental

Section |. - Mandate Of The Constitutional Authority

9.01. TheAccountant-General (Accountsand Entitlement), West Bengal, and Accountant-General
(Audit), West Bengal, inthe exercise of any of their functionsunder these rules shall be subject to the general
control of the Comptroller and Auditor- General of India.

9.02. Nothingintheserulesshal havetheeffect of impeding or prejudicing theexerciseby the Comptroller
and Auditor-Genera of Indiaor the Controller-Genera of Accounts, Ministry of Finance, Government of Indiaof
the powersvested in either by or under the Congtitution of Indiaor by any other special or genera regulationissued
by the Government of India, to makerules, or to givedirectionsregulating the submission of theaccountskept in
treasuriesor in departmenta offices, with supporting vouchersasthe Comptroller and Auditor-General may require
for the purpose of audit or for the purposes of keeping the accountsfor which heisresponsible.

9.03. TheGovernment may not exerciseany power conferred upon it by theserules so asto impose
upon the bank in connection with the business of the Government any new responsibility not imposed upon the
bank by theterms of itsagreement with the Governor (see Appendix 1).

Sectionsl |- Departmental Regulations

9.04. (1) Whereunder the provisionsof theserules, thedetailed procedure with respect to any matter is
required to be specified or regul ated by departmental regulationsand whereno rule or order hasbeen madeby the
Governor astotheauthority by whomtheregulationsshal bemeade, such regul ationsshal bemadeby the Government
in the concerned administrative Department, with the approval of the Finance Department.

(2) Nothing contained intheserulesshall affect thevaidity of any order, instruction, or direction contained
inany authorised departmental Code, Regulation, Manud or any other compilationinforceonthedateof publication
of theserules, except in so far assuch an order, instruction or direction isinconsi stent with or repugnant to any
distinct provision contained intheserules.
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Part - |1
APPENDIX 1
[SeeT.R. 1.06]

Agreement between the Governor of Bengal and the Reserve Bank of India

AN Agreement madethistwenty-fifth day of August Onethousand nine hundred and thirty seven between
the Governor of the Province of Bengal of the one part and the Reserve Bank of India(hereinafter called “the
Bank”) of the other part. Whereasthe Bank was constituted and incorporated and isregul ated by the Reserve
Bank of IndiaAct, 1934 (being Act No. 11 of 1934) (hereinafter called “the Act”) as adapted and modified
pursuant to the Authority contained in Section 293 of the Government of IndiaAct, 1935, by an Order of his
Majesty in Council, dated the eighteenth day of March, 1937 cited astheIndiaand Burma (BurmaMonetary
Arrangements) Order, 1937 with and subject to the various powers, provisionsand restrictionsin and by the Act
set forth and it wasthereby inter alia particularly provided asfollows, viz.,

(2) by Section 20 of the Act that the Bank should undertake to accept moniesfor account of Provincial
Governmentsand to make payments up to theamount standing to the credit of their accountsand to carry out their
exchange, remittance and other banking operationsincluding the management of the public debt, and

(2) by Section 21(1) of the Act that Provincial Governmentsshould entrust the Bank on such conditionsas
might beagreed uponwith al their money remittance, exchange and banking transactionsin Indiaand, in particular,
should deposit freeof interest all their cash balanceswith the Bank provided that nothing in that sub-Section should
prevent Provincia Governmentsfrom carrying on money transactionsat placeswherethe Bank hasno branchesor
agenciesandthat Provincial Governmentsmight hold at such places such balances asthey may require, and

(3) by Section 21(2) of the Act that Provincial Governments should entrust the Bank, on such conditions
asmight be agreed upon, with the management of the public debt and with theissue of any new loans.

Now IT ISHEREBY MUTUALLY AGREED AND DECLARED by and between the said parties
hereto asfollows, that isto say :-

1. Thisagreement shall be deemed to have comeinto forceonthefirst day of April, 1937.

2. Thegenerd banking bus nessof the Government of Bengd (hereinafter referred to as* the Government”)
including the payment, recei pt, collection and remittance of money onbehalf of the Government shall becarried on
and transacted by the Bank in accordance with and subject to the provisions of thisagreement and of the Act and
with and to such ordersand directionsasmay from timeto timebe given to the Bank by the Government through
any Government officer or officersauthorised by the Government in that behalf and at any of the offices, branches
or agenciesof theBank for thetime being in existenceasmay fromtimeto timebe so directed and for this purpose
such accounts shall bekept in the books of the Bank and at such offices. Branchesor agenciesof theBank asshall
be necessary or convenient or asthe Government shall fromtimeto timedirect in themanner aforesaid.

3. The Government shall employ the Bank asthe sole Banker in India, of the Government who shall
deposit or cause to be deposited with the Bank or alow the Bank to receive and hold as banker thewhole of its
cash balancesat any placesat which for thetimebeing the Bank shall have an office, branch or agency and the
Bank shall subject to such ordersasmay from timeto time be given by the Government inthe manner aforesaid
receive and hold for the Government all such moniesasmay be or become payableto the Government or onits
account and the Bank shdll transact at its offices, branchesand agenciesfor thetime being existing respectively al
such businessfor the Government regarding thereceipt, collection, payment and remittance of money and other
matters, asisusualy transacted by bankersfor their customers. The Bank shall makethe said moniesat thesaid
offices, branches and agenciesavailablefor transfer to such placesand at such times asthe Government may
direct. Nointerest shal be payableto the Government on any of the moniesfor thetime being held by the Bank.

4. The management of the rupee, public debt of the Government and theissue of new rupee, loansby the
Government and the performanceof al the dutiesrel ating thereto respectively including the collection and payment
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of interest and Principal and the consolidation division, conversion, cancellation and renewal of securitiesof the
Government and thekeeping of al registers, booksand accountsand the conduct of all correspondenceincidental
thereto shall betransacted by the Bank at its officesin Bombay Kolkataand Madrasand at any of itsoffices,
branchesor agenciesat which respectively the administration of any portion or portionsof the public debt of the
Government isfor thetimebeing conducted or interest thereon isfor thetime being payableand the Bank shall lso
keep and maintain such registers, books and accountsin respect of the said public debt asthe Government may
fromtimeto timedirect and shall audit al paymentsof such interest and act generally asagentsin Indiafor the
Government in the management of the said public debt and shall conduct such agency subject to such ordersand
directionswith regard to the general management thereof asmay from timeto time be givento the Bank by the
Government.

5. TheBank shall not be entitled to any remuneration for the conduct of the ordinary banking bus ness of
the Government other than such advantage asmay accruetoit from the holding of the Government cash balances
free of obligation to pay interest thereon and such balances shall be maintained at an amount not below such
minimum as may be agreed upon between the Government and the Bank fromtimetotime.

Provided that if the Government wishesto remit funds outsidethe areawithin itsjurisdiction except as
otherwise provided for inthisagreement the Bank shall be entitled to make achargefor such remittancesat rates
not exceeding those which the Bank chargesto Banksreferred to as* scheduled banks” in Section 42 of the Act,
subject to aminimum charge of four annasfor each remittance.

6. The Bank shall makewaysand meansadvancesto the Government if so required at such rate of interest
not exceeding bank rate asmay befixed by the Bank from timeto time, provided that thetotal of such advances
out- standing at anyonetime shall not exceed the amount of the minimum balance prescribed under Clause 5 and
any subsidiary agreement provided under the- Clause and provided further that the advances outstanding shall be
fully paid off at interval snot exceeding three months.

7. The Government shall employ the Bank asits sole agent for investments by Government either of
Government fund or of fundsmanaged by the Government and the Bank shal beentitled to chargecommissionfor
sales (but not for conversions) at therate of 1/16 per cent in addition to any further chargeswhichthe Bank may
haveto pay by way of brokerage, etc. The Bank shall collect interest and the maturity valuesof suchinvestments
on behalf of the Government without charge.

8. Asremuneration to the Bank for the management of the public debt asaforesaid the Bank shall be
entitled to chargeto the Government half-yearly acommission at therate of Rs. 2,000 per crore per annum on the
amount of the public debt asaforesaid at the close of the half-year for which the chargeismade. In calculating this
chargethefollowing amountsshall be excluded from theamount of public debt, viz :-

€) Theamountsof loansdischarged outstanding after oneyear fromthe date of anoticeof discharge.

(b) Theamount of stock certificatesfor Rs. 50,000/- and upwards held by the Government or by any
officer or officersof the Government authorised in that behalf, provided that such amount exceeds
onecrore.

Andinaddition to thecharge of Rs. 2,000/- per core per annum the Bank shall beentitled to chargeto the
Government afixed sum of Rs. 2,000/- ayear on account of the stock certificatesreferred toin head (b) of this
clauseand the Bank shall bea so entitled to charge the public (but not the Government) all such feesand charges
asarenow or may hereafter from timeto timebe prescribed by the Governor-Genera under the powersconferred
upon him by the Indian SecuritiesAct, 1920 (Act No. X of 1920) for duplicate securitiesand for the renewal,
consolidation, division or otherwiseof all Government Securitieswhich theBank issues:

Provided that loansnot directly issued by the Government but i ssued under the guarantee of the Government
shall not beincludedin thecal culation for the purpose of thisclause but shall beamatter for separate arrangement
if themanagement of suchloansisentrusted tothe Bank.

9. TheBank shall maintain currency chestsof itsissuedepartment at such placeswithintheBengd Presidency
asthe Government may, with the previous sanction of the Central Government, prescribeand the Government shall
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provide sufficient accommodation for such chestsasmay berequired for thedeposit of notesor coinand shall be
responsi bleto the Bank for the safe custody of the said chests, notesand coin. The Bank shall keep thesaid chests
supplied with sufficient notesand coin to provide currency for thetransactions of the Government and reasonable
remittancefacilitiesto the public at the said places. The Government shall supply the Bank with suchinformation
and returnsasthe Bank may from timeto timerequire asto the composition of the balancesin thesaid chestsand
theamount and nature of thetransfersto and fromthe said chests. The Bank shall have accessto the said chestsat
all reasonabletimesfor the purpose of inspecting and checking the contents. The Government shal beresponsible
to the Bank for the examination and correctness of coin or notesat thetime of deposit in or withdrawal fromthe
said chests.

10. TheBank shall not beat liberty to closeany of itsofficesor branchesexcept on Sundays, New Year’s
Day, Christmas Day, Good Friday and on any other day declared to be a public holiday by .any notification
published in pursuance of the Negotiable Instruments Act (Act XXVI of 1881), subject nevertheless and
notwithstanding the provisionsof that Act to any specid ordersor directionswhich may beissued by the Government
and the Bank shal berespons blethat no one of itsagenciesdoing Government businessfor thetime being existing
shdll beclosed except on Sundaysand on public holidaysauthorised by the Government withinwhosejurisdiction
such agenciesmay berespectively situated.

11. Theresponghility for dl lossor damageto the Government, which may result fromany act or negligence
of omission of the Bank or itsagentsin conducting the business of the public debt af oresaid or the payment of
interest or discharge val uethereon or therenewal, conversion, consolidation, subdivision or cancellation of any
Government security shall rest with and be borne by the Bank, provided however that it shall not beincumbent on
the Bank to verify signatures and endorsements on Government securitieswhich primafacieappear to bein order
andin the acceptance of which theBank shal not beguilty of any negligenceandin such casesnoliability shal be
incurred by the Bank in respect thereto. Provided Also that in regard to the ordinary banking business at the
offices, branchesand agenciesof the Bank of receiving and realising money and securitiesfor money on account of
the Government and paying cheques, orders, draft, billsand other documentswhether negotiable or not inthe
Bank’scapacity of bankersfor the Government and whether such businessbe doneby the Bank or by agencieson
itsbehalf the respongi bility to the Government shall bethat of the Bank and such responsibility shall bethat of a
banker to an ordinary customer.

12. The Bank shall remit on account of the Government between Indiaand L ondon such amountsasmay
berequired by it from timeto timeat the market rate of theday for telegraphic transfers, subject to the proviso that
if alargetransfer hasto be effected in connection with thefloatation or repayment of asterling loan or analogous
operation, and if itisconsidered by elther party to beinappropriateto apply therate of asingleday, an averagerate
based on alonger period may befixed by agreement between thetwo parties.

13. Thisagreement may be determined by either party giving tothe other party oneyear’ snoticeinwriting
expiring on the 31st day of March in any year, such noticeif given by or on behalf of the Government to be
addressed to the Governor of the Bank and to be served by |eaving the samewith the Head Office of the Bank or
addressing the sameto him at the Head Office of the Bank by registered post and if given by the Bank to be served
by leaving the same with or addressing the same by registered post to the Secretary to the Government in the
Finance Department and immedi ately upon the expiration of such noticethisagreement shall absol utely ceaseand
determinesaveastorightsor liabilitiesacquired or incurred prior to such termination.

14. Intheevent of any disputearising asto thetermsand conditionsof thisagreement, or asto therights
or obligations of the parties hereto such dispute or difference of opinion shall, in the event of the partieshereto
failing to reach an agreement, bereferred to the Governor-General whose decision shall befinal and binding as
between the parties hereto.

15. Nothing in thisagreement shall operateto affect in any way the obligationsimposed either onthe
Government or on the Bank by or under the Act or any subsequent amendments or amendmentsof the Act.

16. TheBank shdl beentitled to performall or any of the matters contained in thisagreement through such
agency or agenciesas may be prescribed by the Act or any amendment thereof or asmay be approved by the
Governmen.
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Inwitnesswhereof Mr. Donald Gladding, C.I.E., 1.C.S,, Secretary to the Government of Bengal inthe
Finance Department by the order and direction of the Governor of Bengal has hereunto set hishand and the
common seal of the Reserve Bank of Indiapursuant to aResol ution of its Central board has been hereunto affixed
inthe presence of itssubscribing officia sthe day and year first above written.

Signed by thesaid Mr. Donald Gladding, C.1.E., I.C.S,,
Secretary to the Government of Bengd inthe Finance
Department for and on behalf of the Governor

of Bengal inthe presence of

D.GLADDING
Secretary to the Government of Bengal
Finance Department

D.N.BHATTACHARJEA
Deputy Secretary to the Gowt. of Bengal,
Finance Department
The Common Seal of the Reserve Bank of India
wasaffixed hereto in the presence of
Sir Badridas Goenka, Kt., C.I.E., and
Manila Baabha Nanavati, two of itsDirectorsand
Sir JamesBraid Taylor, kt., C.1.E., itsGovernor.
Common Sedl of the Reserve Bank of India
BadridasGoenka
Manilal Nanavati
Directors
J.B.Taylor
Governor
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SubsidiarsAgreement between the Governor of Bengal and the Reserve Bank of India

An agreement made thistwenty-fifth day of August Onethousand nine hundred and thirty seven between the
Governor of the Province of Benga of the one part and the Reserve Bank of India(hereinafter called “the Bank™)
of the other part supplemental to an agreement (hereinafter referred to as* the principal agreement”) madeonthe
twenty-fifth day of August, 1937 between the parties hereto. Whereas under Clause 5 of the principal agreement
itisprovided that the Government of Bengal (hereinafter referred to as*the Government”) shall maintain adaily
bal ance with the Bank not bel ow such minimum asmay be agreed upon. Now itishereby Mutually Agreed and
Declared asfollows:-

1. The Bank shdl inform the Government by telegram of the Government daily balancewith The Bank at
theclose of each working day.

2. The Government shall take steps by taking aways and means advance from the Bank or by issuing
treasury billsto ensure that the Government balance on each Friday isnot lessthan acredit of Rs. 25 lakhs. If a
reductioninthe Government balanceisto be anticipated before thefollowing Friday, e.g., owing to the-beginning-
of-the-month disbursements, etc., the Government shall a so take stepsto ensure that this balance doesnot fall
bel ow the said minimum by morethan Rs. 51akhs.

3. The Government will not repay ways and means advances or invest any surplus of the Government
balance unlessthe said balance exceeds acredit of Rs. 301akhs.

4. Waysand meansadvancesmay betaken and repaid on any day without previousnotice by telegraphic
or such other intimation to such Branch of the Bank asthe Bank may prescribe provided that such advancesshall
befor aminimum period of seven days, and provided further that such advances shal bein minimum amountsof
Rs. 5lakhs.

Inwitnesswhereof Mr. Donald Gladding, C.1.E., 1.C.S., Secretary to the Government of Bengal inthe
Finance Department, by the order and direction of the Governor of Bengal has hereunto set hishand and the
common sedl of the Reserve Bank of Indiapursuant to aResol ution of its Central board has been hereunto affixed
inthe presence of itssubscribing official sthe day and year first abovewritten.

Signed by thesaid Mr. Donald Gladding, C.I.E., 1.C.S,,
Secretary to the Government of Bengal

in the Finance Department for and on behalf of the
Governor of Bengal inthe presence of

D.GLADDING
Secretary to the Government of Bengal
Finance Department

D.N.BHATTACHARJEA
Deputy Secretary to the Gowvt. of Bengal,
Finance Department
The Common Seal of the Reserve Bank of India
wasaffixed hereto in the presence of
Sir Badridas Goenka, Kt., C.1.E., and
Manila Balabha Nanavati, two of itsDirectorsand
Sir JamesBraid Taylor, kt., C.1.E., itsGovernor.
Common Sedl of the Reserve Bank of India
BadridasGoenka
M anilal Nanavati
Directors
J.B.Taylor
Governor
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APPENDIX 2
[SeeT.R. 1.06]

Directionsin terms of Paragraph 2 of the Agreement between the Governor of West Bengal and the
ReserveBank or India

If the Agent of abranch of the State Bank of Indiawhich conductstreasury businessdiesor becomes
incapacitated for duty anditisnot possiblefor the Bank to makeimmediate arrangementsfor the transaction of
businessof itsbranch, thefollowing arrangementsshall be set in motion-

{a)  TheHead Cashier of such branch of the Bank shall immediately report such event to the Collector
or Subdivisional Officer asthe case may be, of the place where the branch of the Bank issituated
and to thelocal Head Office of the Bank at Kolkata.

(b) Immediately on receipt of suchinformation, the Collector or the Subdivisiond Officer, asthe case
may beshall forthwith proceed to such branch of the Bank and arrangeto take over thekeysof the
strong room and other receptacl es of treasure and of notes or books and ensure that the strong
room isproperly secured and direct theguard to report to him.

{0 The Collector or the Subdivisional Officer, asthe case may be, shall then forthwith telegraph
information about the death’ or incapacity of the Agent asthe case may be and about hishaving
taken over thekeysasabove, to the Bank’slocal Head Office at Kolkataand request that Office
to send relief in place of the Agent, dead or incapacited, with theleast possibledel ay.

(d) Until thearriva of therelief, the Collector or the Subdivisional Officer, asthe casemay be, shall
arrangefor the duetransaction of urgent treasury businessat such branch, but shall on no account
takeany actioninregard to the Bank’s private bus ness, which, together with such treasury business
asisnot of an urgent nature, shall remainin abeyance.

2. Whenitisimpossiblefor the Collector or the Subdivisional Officer to take action personally inthe
aforesaid manner on account of hisabsencein camp or for any other sufficient cause, hemay delegate hisfunctions
inthisregard to some other responsible Government official not bel ow the rank of aconfirmed sub-Treasury
Officer who may be stationed within easy reach of such branch of the Bank such other officia being specifically
nominated by the Collector or the Subdivisiona Officer, asthe case may be, for the particular purpose on each
occasi on when the need for such del egation ari ses.

3. Neither the Government nor any Government officia will beliableto theBank or to any third party by
reason of anything done bona fideunder thesedirectionsbut the Government officid concerned will beresponsible
for the safe keeping, asabailee, of the keys of the strong-room, etc., taken over by him and for accounting .for
cash and other contentswhich hetakesover from the strong-room.

4. At every place where the Bank has a branch, the Bank shall previously place on record with the
Coallector or the Subdivisional Officer, asthe case may be, of the place astatement whether the arrangements
prescribed above shall apply toitsbranch at that place.
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APPENDIX 3
[SeeT.R. 2.02]

InWest Bengdl, each Treasury linkswith either aBranch of the State Bank of Indiaor the Central Bank of
Indiaor the United Bank of India. Name of Treasuriesin each district with attached Branches of the Banksare
given below. InKolkata, the Pay & Accounts Office-1, Kolkataand Pay & Accounts Office-11, Kolkataconduct
the treasury functionsin respect of payments other than pension payment. Payment of Pension to the State
Government Pensioner, in Kolkata, are made through the designated Branches of the Public Sector Bank andin
some casesthrough the Office of the Accountant Genera (A& E), West Bengal . Pension Disbursing Officer of the
Directorateof Treasuries& Accounts, West Bengd, disbursesthe pensionsin respect of the Aided Non-Government
Educational Ingtitutions, in and around K olkata, through 41 designated Branches of the Allahabad Bank. Kolkata
Pay & Accounts Office-11 through the Reserve Bank of India, Kolkataand the Kolkata Collectorate Treasury
through 22 designated Branches of the State Bank of Indiaaccept Government receiptsin Kolkata. A number of

Branchesof the State Bank of Indiain Kolkataas|isted separately hereunder al so accept revenue receipts.

PART |

List of Treasuriesin West Bengal

PRESIDENCY DIVISION

Nameof the | Treesury| Nameof theTreasury Bank Attached tothe Remarks
Didrict code Treasury
@ ¢ 3 4) ©)
1. Kolkata | CAB [1. KolkataPay & AccountsOffice-l, | ReserveBank of India,
Civil DefenceBuilding, Kolkata
81/2/2, PhearsLane,
Kolkata— 700 012
CAC |2 KolkataPay & AccountsOffice-1l,| ReserveBank of India,
Johar Building, P-1, Hyde L ane, Kolkata
Kolkata—700 073
CAD |3. PensonDisbursement Office, ReserveBank of India, Penson
Directorate of Treasuries& A/c. Kolkata disbursed
PurtaBhavan, Bidhannagar, through
Kolkata—700 091 41 selected
Branchesof
Allahabad
Bankin
Kolkata
(Detall at
part-1V)
CAA |4. KolkataCollectorate Treasury, StateBank Of India Detallsat
11, N. S. Road, (Esplanade Branch) & Part-I1
Kolkata— 700 001. 21 selected Branches of
StateBank of India
2. Howrah | HWA |1. Howrah-—I State Bank of India,
Howrah Branch
HWB Howrah—1I -Do-
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Nameof the Treasury Nameof the Treasury Bank Attachedtothe Remarks
Didrict Code Tressury
@ &) 3 (4) Q)
HWC . Uluberia StateBank of India,
UluberiaBranch
3. Murshidabad | MUA . Berhampore—1 State Bank of India,
BerhamporeBranch
MUB . Berhampore—II -Do-
MUC . Domka State Bank of India,
Domkal Branch
MUD . Jangipore State Bank of India,
JangiporeBranch
MUE . Kandi State Bank of India,
Kandi Branch
MUF . Labagh State Bank of India,
LabaghBranch
4. Nadia NAA . Krishnagar —I State Bank of India,
Krishnagar Branch
NAB . Krishnagar - 11 -Do-
NAC . Ranaghat State Bank of India,
Ranaghat Branch
NAD . Kayani State Bank of India,
Kayani Branch
NAE . Tehatta State Bank of India,
TehattaBranch
5. North-24-Pgs NPA Barasat —| State Bank of India,
Barasat Branch
NPB . Barasat—II -Do-
NPE . Basrha State Bank of India,
Basrhat Branch
NPF . Bongaon State Bank of India,
Bongaon Branch
NPC . Barrackpore—| State Bank of India,
BarrackporeBranch
NPD Barrackpore—I1 -Do-
NPG . Bidhan Nagar State Bank Of India

Bikash Bhaban Branch
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Name of the Treasury Name of the Treasury Bank Attached tothe Remarks
Didrict Code Treasury
€Y @ € 4 ®
6. South-24-Pgs| SPA . Alipore-1 State Bank of India,
Alipore Court Branch
SPB . Alipore—II -Do-
SPC . Diamond Harbour State Bank of India,
Diamond Harbour Branch
SPD . Baruipur State Bank of India,
Baruipur Branch
SPE . Caming State Bank of India,
Canning Branch
SPF . Kakdwip State Bank of India,
Kakdwip Branch
BURDWAN DIVISION
Name of the Treasury Nameof the Treasury Bank Attached tothe Remarks
Didrict Code Treasury
1) 2 ©) 4 ©)
1. Bankura BAA . Bankura State Bank of India,
BankuraBranch
BAB . Bishnupur State Bank of India,
Bishnupur Branch
BAC . Khatra United Bank of India,
KhatraBranch
2. Barddhaman | BUA . Barddhaman—I State Bank of India,
Burddaman Branch
BUB . Barddhaman—II -Do-
BUC . Asansol —| State Bank of India,
Asansol Branch
BUD . Asansol —1I -Do-
BUE . Durgapur State Bank of India,
Durgapur Branch
BUF . Kdna State Bank of India,
KanaBranch
BUG . Katwa State Bank of India,
KatwaBranch
3. Birbhum BRA . Suri—| State Bank of India,

Suri Branch
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Nameof the Treasury Nameof the Treasury Bank Attachedtothe Remarks
Didrict Code Treasury
@ &) ©) 4) ©)
BRD . Suri—1l State Bank of India,
Suri Branch
BRB . Bolpur State Bank of India,
Bolpur Branch
BRC . Rampurhat State Bank of India,
Rampurhat Branch
4. Hooghly HGA . Hooghly —1 (Chuchura) State Bank of India,
ChuchuraBranch
HGB . Hooghly —I1 (Chuchura) -Do-
HGC . Arambagh State Bank of India,
Arambagh Branch
HGD . Chandernagore State Bank of India,
Chandannagar Branch
HGE . Serampore—| StateBank of India,
Serampore Branch
HGF . Serampore—1| -Do-
5. Pashim MIA . Midnapore State Bank of India,
Midnapore Midnapore Branch
MIF . Kharagpur State Bank of India,
Kharagpur Branch
MIE . Jhargram State Bank of India,
Jhargram Branch
MIC . Ghad State Bank of India,
Ghatd Branch
6. Purba PMA . Tamluk StateBank of India,
Midnapore Tamluk Branch
PMC . Hddia StateBank of India,
HaldiaBranch
PMB . Contai State Bank of India,
Contai Branch
PMD . Egra United Bank of India.
EgraBranch
7. Purdlia PUA . Purdlia State Bank of India,
PuruliaBranch
PUB . Raghunathpur State Bank of India,

Raghunathpur Branch
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JALPAIGURI DIVISION
Name of the Treasury Nameof the Treasury Bank Attached tothe Remarks
Didrict Code Treasury
@ 2 ©) 4 ©)
1. CoochBehar | COA . Cooch Behar —1 State Bank of India,
Cooch Behar Branch
COB . Cooch Behar —1I -Do-
COD . Mathabhanga Central Bank of India,
MathabhangaBranch
CoC . Dinhata Central Bank of India,
DinhataBranch
COE . Mekliganj Central Bank of India,
Mekliganj Branch
COF . Tufangan] Central Bank of India,
Tufangan] Branch
2. Uttar Dingpur| UDA . Raiganj-| State Bank of India,
Raigan|
ubDB . Raganj-ll State Bank of India,
Raigan|
uDC Idampore State Bank of India,
Idampore
3. Dajeding DAA . Dajeding State Bank of India,
DarjedingBranch
DAD . Siliguri -1 State Bank of India,
Sliguri Branch
DAE . Sliguri-II -Do-
DAB . Kurseong State Bank of India,
Kurseong
DAC . Kdimpong State Bank of India,
Kdimpong
4. JHpaguri JAA . Jalpaiguri —| State Bank of India,
Japaiguri Branch
JAB . Jalpaiguri—II -Do-
JAC . Alipurduar State Bank of India,
Alipurduar Branch
JAD . Ma Bazar StateBank Of India

Ma Bazar Branch
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Nameof the Treasury Nameof the Treasury Bank Attachedtothe Remarks
Didrict Code Treasury
) @) €) 4 ©)
5. Mdda MDA 1. Mada-I StateBank of India,
MaldaBranch
MDB 2. Mdda-lIl -Do-
6. Dakshin DDA 1. Baurghat—I State Bank of India,
Dingpur Baurghat
DDB 2. Baurghat—I -Do-
DDC 3. Gangarampur at State Bank Of India
Buniadpur Buniadpur
PART 11
Paymentsinto State Gover nment Account in Kolkata
At KolkataCollectorate Treasury
through different Branchesof the State Bank of India
No. 11817 - F. Kolkata, the 21st. December, 2004.

NOTIFICATION

Consequent upon the discontinuance of acceptance of Cash by the Reserve Bank of India, Kolkatafrom
the State Government Officesunder Guarantee Scheme, the Government was cons dering the question of fixing
some designated Branches of the State Bank of Indiafor accepting depositsinto State Government Account in

Kolkata

After careful consideration of the matter and in consultation with the Accountant General (A & E), West
Bengal, the Reserve Bank of India, Kolkataand the State Bank of India, the Governor has been pleased to decide
that the State Government Offices, as mentioned bel ow, shall deposit their money at thefollowing designated
Branches of the State Bank of Indiaas mentioned against their names:

SI.No. | Nameof the State Government Offices Name of the SBI Branches
1. Milk Commissioner, W.B. Kolkata - Ddhousie Sg. Branch.
2. Directorate State L otteries, W.B. - Dalhousie Sg. Branch.
3. KolkataPolice, Lalbazar, Kolkata - Dahousie Sg. Branch.
4. Public Vehicle Department, Kolkata - Bhowanipur Branch.
5. TheRegistrar of Assurance, Kolkata - N.S.Road Branch.
6. KolkataCollectorate Treasury, Kolkata - Esplanade Branch

The Governor hasfurther been pleased to prescribethefollowing procedurefor thispurpose:
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1. Deposit under thefollowing heads of accountsshall be accepted by the aforesaid Branches:

Major Head of Account Major Head of Account
0022- Taxeson Agricultural Income 0028-Professional Tax
0029-Land Revenue 0030-Stamp & Registration
0035-Tax on Immovable Property 0039-State Excise
0040-Sales Tax 0041-Motor Vehicles
0045-Entertainment Tax 0055-Police

0070- Misc. Receipt 0075-Misc. Gen. Service.
0404-Dairy Devel opment 8443-Civil Deposit

2. Theaforesaid Branchesshall render daily accountswith regard to such receipts supported by
Chdlans, D.M.S,, tothe Kolkata Collectorate Treasury and those shall beincorporated inthe accountsrendered
by the K olkata Collectorate Treasury to the Accountant General, West Bengal .

3. Whiledepositing cash, the State Government Offices shall observethe‘ Clean Note Policy’ as
prescribed by the Reserve Bank of India.

4. All the Depositsthat are now made at the counter of Kolkata Collectorate Treasury shall be
deposited at the designated Branches of State Bank of Indialinked with Kolkata Collectorate Treasury.

5. ThePL. Accountsof the City Civil Court, Kolkataand the Rent Controller, Kolkatashall be
transferred from the Reserve Bank of Indiato K olkata Collectorate Treasury and the K olkata Collectorate Treasury
shall maintaintherecordsof P.L. Accountsof City Civil Court, Kolkataand Rent Controller, Kolkataand shall
incorporatein their accountsand submit plus'/minus memosa ong with paid Cheques& Chalansto the Accountant
General (A & E), West Bengal as per rule. The balances of these PL.Accounts exhibited in the PL.Account
Register ason 31-12-2004 in the Kolkata Pay & Accounts Office-11 shall betransferred to the P.L.Account
Register to be opened by the Kolkata Collectorate Treasury for the purpose.

6. StateBank of India, Esplanade Branch shall act asthemain Link Branch of the K olkata Collectorate
Tressury.

7. TheStateBank of India, Esplanade Branch shall pay all Chequesissued by KolkataCollectorate
Treasury and the PL. Accounts Chequesof City Civil Court, Kolkataand the Rent Controller, Kolkata after
authentication by theK olkataCollectorate Treasury. TheRegistrar, City Civil Court, Kolkataor the Rent Controller,
Kolkata, asthecasemay be, shall issue PL. Account Chequeinfavour of theactual Payeeon State Bank of India,
Esplanade Branch.

8. Depositsof money for Sale of Stampsfrom Kolkata Collectorate Treasury under the heads of
account ‘0030-Stamp & Registration’ and * 0045-Entertainment Tax’ shall bemade only at the Esplanade Branch
of the State Bank of India.

9. Nodepositinrespect of Rent Controller, Kolkataand the Kolkata City Civil Court under the head
of account *8443-Civil Deposit’ shall be accepted at the Reserve Bank of Indiaor at the counter of Kolkata
Collectorate Treasury.

10. All thedepositsin respect of Rent Controller, Kolkataand the K olkata City Civil Court under the
head of account * 8443-Civil Deposit’ shall be accepted at all the designated Branches of State Bank of Indiathat
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arelinked with Kolkata Collectorate Treasury. Chalansintriplicate shall be prepared and presented at the Bank.
TheBank shall return one copy of Challan to the Depositor and send two copiesof Chalansaongwith the Scroll
tothe Kolkata Collectorate Treasury. TheK olkata Collectorate Treasury shall forward onecopy of Challanaong
with a Statement of such deposit to City Civil Court, Kolkataand the Rent Controller, Kolkata, asthe case may
be.

11. A list of such Branchesof State Bank of India, which are now linked with Kolkata Collectorate
Treasury isgivenbelow :

1. IndiaExchangePlace Extension 12. Baghbazar.

2. Middleton Row. 13. Chandni Chak.
3. C.I.T. Road. 14. Sealdaha.

4. Shyambazar 15. New Alipore.
5. Bdlygunge 16. Kalighat.

6. Dhakuria 17. Maniktala.

7. Entaly 18. VivekanandaRoad
8. Tollygunge 19. N.S. Road.

9. Welledy Park. 20. Esplanade

10. Munshi Bazar, Beliaghata. 21. Dahousie Sq.
11. Narkeldanga. 22. Bhowanipur.

12. Shdimar Branch of Howrah Didtrict of the State Bank of India, at present linked withthe Kolkata
Collectorate Treasury, shall bede-linked with that Treasury. Instead the Shalimar Branch shall render their daily
accountswith regard to such recei pts supported by Challansto the Howrah Main Branch of State Bank of India.
Howrah Main Branch shdl incorporatesuch depositsintheir daily accountsand send it to the Howrah Treasury - 1.

Thisorder shall take effect from 1st. January, 2005.
Necessary amendmentsto therelevant Rules shall be madein due course.
BY ORDER OF THE GOVERNOR
Sd/- Samar Ghosh.

Principa Secretary to the Government of West Bengal
Finance Department.



PART I11

Schedule of different authorised Branches of Public Sector Banks for accepting State revenue receiptsunder specified head of account

[Vide Finance Department Notification No. 1442-FT dated 25" May, 1999,

read with Notification No. 2858-FT dated 22™ September, 1999]

PART “A” (For areaswithin Kolkata City)

SI.  Name of the Public Sector Bank. Address of the Link Branch of Profession Tax Address of Officer to whom scrolls are to
No. the Public Sector Bank transactions to be be sent.
concerned. reported to SBI/
CBI/UBI.
(€3] 2 ©) 4) ®)
1. | SBI, BehalaBranch, SBI, KolkataMain Branch, Link Branch, i.e, SBI, Commissioner, Commercia Taxes, West
168/1, Diamond Harbour Road, 1, Strand Road, Kolkata-|. KolkataMain Branchfor | Bengal
Kolkata-34. final settlement with 14, Beliaghata Road, Kolkata-15.
RBI, Kolkata.
2. | SBI, Jadavpur University -Ditto- -Ditto- -Ditto-
Branch, Jadavpur, Raja Subodh
Mullick Road. Kolkata-32.
3. | SBI, Ultadanga Branch, -Ditto- -Ditto- -Ditto-
P-185, CIT Road, Scheme
VII(M), Kolkata-54.
4, | SBI, Bikash Bhawan Branch -Ditto- -Ditto- -Ditto-
(Government Office Complex),
Sector-11,Salt Lake, Kolkata-91.
5. | United Bank of India, UBI, Old Court House Street UBI, Old Court House -Ditto-
College Street Branch, Branch, 16, Old Court House Street Branch, 16, Old
90/7A, M.G. Road, Kolkata. Street, Kolkata— 1. Court House Street,
Kolkata— 1.
6. | UBI, Garden Reach Branch, -Ditto- -Ditto- -Ditto-
Garden Reach, Kolkata.
7. | UBI, Old Court House Street UBI, Kolkata Branch, UBI, Kolkata Branch, -Ditto-

Branch, 16, Old Court House
Street, Kolkata— 1.

4 N.C. Dutta Sarani,
Kolkata-1

4 N.C. Dutta Sarani,
Kolkata—1

For final settlement with

RBI, Kolkata
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Public Sector Banks who are authorised to deposit Profession Tax, Sales Tax and other Commercial Taxes

[Vide Finance Department’s Notification 1441-FT and 1442-FT both dated 25" May 1999,

read with No. 2857-FT and 2858-FT both dated 22" September, 1999]

PART “B” (For areas at District Headquarters)

Sl Name of Place Name of the District Address of Link of the Address of SBI Address of the
No. the Bank Public Sector Banksto attending to State Officer for the
Public Branch whom scrolls are to be Government to District to whom
Sector sent whom scrolls with challans
Bank transactions are to are to be sent
be reported
1) @) 3 4 ©) (6) (1) 8
1. UBI Midnapore Midnapore | Midnapore UBI, Midnapore Rgja SBI, Midnapore Asstt. Commissioner,
NarendraLa Khan Road, Branch Commercial Taxes,
School Bazar, Midnapore Charge
Midnapore-721 101.
2. UBI Burdwan Burdwan Burdwan UBI, Burdwan, Sir Bijoy SBI, Burdwan Asstt. Commissioner,
Chand Road, Burdwan- Branch Commercial Taxes,
721101 Burdwan Charge
3. UBI Malda Malda Malda UBI, Malda, English SBI, Malda Asstt. Commissioner,
Bazar, Malda— 732 101 Branch Commercial Taxes,
Malda Charge
PART “C” (For areasoutside District Headquarters)
S Name of Place Name of the District Address of Link of the Address of SBI Address of the
No. the Bank Public Sector Banksto attending to State Officer for the
Public Branch whom scrolls are to be Government to District to whom
Sector sent whom scrolls with challans
Bank transactions are to are to be sent
be reported
1) @) €) (4) (5 (6) (1) €)
1. SBI Baruipur Baruipur South-24- SBI, Alipore Court SBI, Alipore Court Asstt. Commissioner,
Parganas Treasury Branch Treasury Branch Commercial Taxes,

Baruipur Charge

acl
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(2)

)

(4)

©)

(©)

(/)

©)

2. SBI Canning Canning -Ditto- -Ditto- -Ditto- -Ditto-
3. SBI Habra Habra North-24- SBI, Barasat SBI, Barasat Asstt. Commissioner,
Parganas Commercial Taxes,
Barasat Charge
4, SBI Madhyam- Madhyam- -Ditto- -Ditto- -Ditto- -Ditto-
gram gram
5. SBI Kanchra Kanchra- -Ditto- SBI, Barrackpore SBI, Barrackpore Asstt. Commissioner,
para para Commercial Taxes,
Barrrackpore Charge
6. SBI Naihati Naihati -Ditto- -Ditto- -Ditto- -Ditto-
7. SBI Sakia Sakia Howrah SBI, Howrah SBI, Howrah Asstt. Commissioner,
Commercial Taxes,
Salkia Charge
8. SBI Liluah -Ditto- -Ditto- -Ditto- -Ditto- -Ditto-
0. SBI Santipur Santipur Nadia SBI, Krishnagar SBI, Krishnagar Asstt. Commissioner,
Commercial Taxes,
Krishnagar Charge
10, | SBI Kharagpur Kharagpur Midnapore SBT, Kharagpur SBT, Kharagpur ASStt. CommiSSioner,
Railway Railway Railway Station Railway Station Commercial Taxes,
Station Station Kharagpur Charge
11. | SBI Farakka Farakka Murshidab. SBI, Jangipur SBI, Jangipur Asstt. Commissioner,
Commercial Taxes,
Berhampore Charge
12. | SBI Belghoria Belghoria Kolkata SBI, Barrackpore SBI, Barrackpore Asstt. Commissioner,
Commercial Taxes,
Barrrackpore Charge
13. | SBI Uttarpara Uttarpara Hooghly SBI, Serampore SBI, Serampore Asstt. Commissioner,
Commercial Taxes,
Serampore Charge
14. | SBI Tribeni Tribeni Hooghly SBI, Chinsurah SBI, Chinsurah Asstt. Commissioner,
Commercial Taxes,
Serampore Charge
15. | SBI Tarakeswar | Tarakeswar | Hooghly SBI, Chandannagar SBI, Chandan-nagar | Asstt. Commissione,
Commercial Taxes,
Serampore Charge
16. | SBI Raghu- Raghu Purulia SBI, Raghunathpur SBI, Raghu-nathpur | Asstt. Commissioner,
nathpur -nathpur Commercial Taxes,

Purulia Charge
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() (3) 4) () (5) (/) (©)
17. | SBI Jhalda Jhalda Purulia SBI, Purulia SBI, Purulia Asstt. Commissioner,
Commercial Taxes,
Purulia Charge
18. | UBI Egra Egra Midnapore UBI, Midnapore, SBI, Midnapore Asstt. Commissioner,
RajaNarendralLal Commercial Taxes,
Khan Road, School Tamluk Charge
Bazar, Midnapore-
721 101.
19. | UBI Kharagpur, Kharagpur, | -Ditto- -Ditto- -Ditto- Asstt. Commissioner,
Golbazar Golbazar Commercial Taxes,
Midnapore Charge
20. [ UBI Balichak Balichak -Ditto- -Ditto- -Ditto- -Ditto-
21. | UBI Jhargram Jhargram -Ditto- -Ditto- -Ditto- -Ditto-
22. | SBI Bankura Bankura -Ditto- -Ditto- -Ditto- -Ditto-
23. | UBI Memari Memari Burdwan “*UBI, Burdwan, SBI, Burdwan Asstt. Commissioner,
Sir Bijoy Chand Road, Commercial Taxes,
Burdwan — 713 101 Burdwan Charge
24. | SBI Aurangabad [ Aurangabad | Murshidab SBI, Jangipur SBI, Jangipur Asstt. Commissioner,
Commercial Taxes,
Berhampore Charge
PART “D”
List of Public Sector Banks authorised to collect Sales Tax
[Vide Finance Department’s Notification No. 1120-FT dated 20 April, 1995]
. Allahabad Bank

() Kolkata Branch,14, India Exchange Place, Kolkata— 700 001 (Main Branch)

(i) South Kolkata Branch, 111 A & B, Shyamaprasad M ukherjee Road, Kolkata— 700 029.
Bank of Baroada

() Kolkata Main Branch, 4, India Exchange Place, Kolkata— 700 001.

(i) Kidderpore Branch, 25, Karl Marx Sarani, Kolkata— 700 023.
Bank of India

() KolkataMain Branch, 23 A/B, Netgji Subhas Road, Kolkata— 700 001.

(i) Bhupen Bose Avenue Branch, 55, Bhupen Bose Avenue, Kolkata—700 001.
Bank of Maharashtra

0] 21, Netgji Subhas Road, Kolkata— 700 001.

(i) 7, Ganesh Chandra Avenue, Kolkata— 700 001.

. CanaraBank
(i) Kolkata Main Branch, 5, Acharya Jagadish Chandrd Bose Road, P.B. N0.16430, Kolkata-20.

(i) Sealdah Branch, 14-15, Acharya Prafulla Chandra Road, Kolkata-9.
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10.

11.

12.

13.

14.

15.

Central Bank of India

() Kolkata Main Branch, 33, Netgji Subhas Road, Kolkata-|.

(i) Shyambazar Branch, 11, Bhupen Bose Avenue, Kolkata-4.
DenaBank

() Kolkata Main Branch, 16/A, Braboune Road, Kolkata-|.

(i) Bhowanipur Branch, 109-D, Ashutosh Mukherjee Road, K olkata-25.
Indian Bank

() Kolkata Main Branch, P/8, Braboume Road, Kolkata-|.

(i) Kali Krishna Tagore Street Branch, Kolkata.
Indian Overseas Bank

() Strand Road Branch, 13/3, Strand Road, Kolkata-|.

(i) Ballygunge Park Road Branch; 22, Ballygunge Park Road, Kolkata-19.

Punjab National Bank

() Braboume Road Branch, 18A, Brdboune Road, Kolkata-| (Main Branch).

(i) New Alipore Branch, 73A, Diamond Harbour Road, Kolkata.
Syndicate Bank

() Kolkata Main Branch, 6, Nelgji Subhas Road, Kolkata-|.

(i) Rashbehari Avenue Branch, 134, Rashbehari Avenue, Kolkata-29.
United Bank of India

() Kolkata Main Branch, 4, N. C. Dutta Sarani, Kolkata-|.

(i) Maniktala Branch, 203/1/1, Bidhan Sarani, Kolkata-6.

(iii)  College Street Branch, 90/7 A, M.G.Road, Kolkata— 73.

(iv)  Garden Reach Branch, Kolkata.

(V) Old Court House Street Branch, 16, Old Court House Street, Kolkata— 1.

United Commercial Bank

() Kolkata Main Branch, 10, Braboune Road, Kolkata-|.

(i) Ballygunge Branch, 15/1, Gariahat Road, Kolkata-19.
Union Bank of India.

) Kolkata Main Branch, 15, India Exchange Place, Kolkata-|.

(i) Strand Road Branch, 38, Strand Road, Kolkata-|.
State Bank of India

D Strand Road, Kolkata-| (Main Branch).

2 Burrabazar Branch.

3 Park Street Branch.

4 Middleton Row Branch.

(5) India Exchange Place Branch.

(6) Park Circus Branch.

@) New Alipore Branch.
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Head of Account :-
(1) For Profession Tax : 0028-00-107-Taxes on Professions, Trades, Callings and Employment-001-Other Taxes on Income-03-Taxes.

(8)

(9)

(10)
(11)
(12)
(13)
(14)
(15)
(16)
(17)
(18)
(19)
(20)
(21)
(22)

(23)
(24)
(25)
(26)

C.I. T. Road Branch.
Shyambazar Branch.
DhakuriaBranch.
Entally Branch.
Ballygunge Branch.
Tollygunge Branch.
Wellesley Park Branch.
ManiklalaBranch.
NarkeldangaBranch.
Vivekananda Road Branch.
Bagh Bazar Branch.
Chandni Chawk Branch.
Sealdah Branch.
Kalighat Branch.
Munshibazar Branch, Sales Tax Buildings, 14, Beliaghata Road, Kolkata-15.
This branch shall receive payments not below Rs. 500/-, either in cash or by cheque.
Behala Branch, 168/1, Diamond Harbour Road, K olkata— 34.
Jadavpur University Branch, Jadavpur, Rgja Subodh Mullick Road, Kolkata— 32.
Ultadanga Branch, P-185, C.I.T. Road, Scheme-VI1(M), Kolkata— 54.
Bikash Bhaban Branch, (Government Office Complex), Sector — 11, Salt Lake, Kolkata— 91.

(2) For SalesTax : (@) 0040-00-102-001-Coallection under State Sales Tax Act-03-Taxes.

(b) 0040-00-102-004-Collection under W.B. VAT Act, 2003 -03-Taxes.

(c) 0040-00-103-001-Receipts under the West Bengal Motor Spirit Sales Taxation Act, 1974-03-Taxes.
(d) 0040-00-103-001-Receipts under the West Bengal Motor Spirit Sales Taxation Act, 1974-07-1nterest.
(e) 0040-00-104-001-Surcharge on Sales Tax-04-Surcharge.

(f) 0040-00-107-001-Turnover Tax-03-Taxes.

(g) 0040-00-800-Other Receipts-001-Other Items-27-Other Receipts.

" To be approved/nominated as Link Branch.
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PART 1V
List of branches of Allahabad Bank attached to Pension Disbur sement Office, Kolkata

1 ALIPORE 22 BALLYGUNGE

2 BAGHBAZAR 23 BARISHA

3 BHOWANIPORE 24 B. B. AVENUE

4 BELIAGHATA 25 BEADON STREET

5 BOWBAZAR STREET 26 B. K. PAUL AVENUE

6 COLLEGE STREET MARKET 27 BRABOURNE ROAD

7 COSSIPORE 28 BURRABAZAR

8 ENTALLY 29 C. R. AVENUE

9 GARIAHAT 30 D.H.ROAD

10 HATIBABAN 31 GARIA

11 JADAVPORE 32 GOURIBERE

12 KANKURGACHI 33 GREY STREET EXTENSION
13 KH | DDERPORE 34 HARISH MUKHERJEE ROAD
14 NEW ALIPORE 35 LAKE TOWN

15 PARK CIRCUS 36 MISSION ROW

16 PAIKPARA 37 MUKUL BOSE ROAD

17 R B VENUE 38 NAKTALA

18 SEALDAH 39 SALT LAKE

19 TOLLY GUNGE 40 SHYAMBAZAR

20 ULTADANGA 41 SOUTH SINTHEE BRANCH

N
=

ARABINDA SARANI
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PART V
List of Officesand Branch of State Bank of Indiain West Bengal
CALCUTTA DISTRICT
SL. | BRANCH NAME CODE SL. BRANCH NAME CODE
NO NO
1 | CALCUTTA LOCAL HEAD 3970 72 BEADON STREET 1957
OFFICE (LHO), Samriddhi
Bhaban, Block-B, 1%. Floor, 1,
Strand Road, Kolkata- 700 001
2 | ALIPORE 4 73 JATINDRA MOHAN AVENUE 1994
3 | CALCUTTA MAIN BRANCH 1 74 RAJA DINENDRA STREET 1995
4 | FORT WILLIAM 1597 75 COSSIPORE 2043
5 | HAZRA ROAD 1649 76 SEALDAH 3084
6 | CHANDNI CHOWK 1650 77 B TROAD 3721
7 | KALIGHAT 1722 78 GOABAGAN 4773
8 | WELLESLEY PARK 1723 79 BELGACHIA MILK COLONY 5367
9 | PARK CIRCUS 1749 80 SOUTH SINTHEE 5374
10 | ELGIN ROAD 1768 81 COLLEGE STREET 5723
11 | ELLIOT ROAD 1792 82 MUKTARAM BABU STREET 5733
12 | ENTALLY 1830 83 BHUPEN BOSE AVENUE 6764
13 | GOKHALE ROAD 2062 84 CHITTARANJAN AVENUE 7406
14 | SHAKESPEAR SARANI 3031 85 BURRABAZAR 50
15 | LA MARTINIERE 3681 86 INDIA EXCHANGE PL EXTN 1139
16 | GARCHA 3692 87 CITROAD 1140
17 | JEEVAN DEEP 3762 88 JORASANKO 1204
18 | HARISH MUKHERJEE ROAD 3961 89 BIPLABI RBBASURD 1218
19 | DESHAPRIYA PARK PBB 4233 90 DALHOUSIE SQUARE 1401
20 | NEW MARKET 4662 91 SUBODH MALLICK SQUARE 1504
21 | TALTALA 4771 92 POSTA 1646
22 | KHIRODE GHOSH MARKET 4772 93 NIMTALLAH 1653
23 | JADU BABUSBAZAR 5736 94 BAGRI MARKET 1748
24 | PRAMATHESH BARUA SARANI 6905 95 ESPLANADE 1971
25 | LOWER CIRCULAR ROAD 7335 96 RABINDRA SARANI 3231
26 | MOULALI 8210 97 SURYA SEN STREET 3496
27 | RIFLEROAD 8212 98 TANGRA 3737
28 | POTTERY ROAD 8439 99 ZAKERIA STREET 3907
29 | GORACHAND ROAD 8581 100 M G ROAD /DAPTARIPARA/ 5437
30 | INC.TAX BLDG(BENIAPUKUR) 8762 101 BIPLABI ANUKUL CH STREET| 5583
31 | ALIPORE COURT TREASRY BR 9884 102 SASHI BHUSAN DEY STREET | 5768
32 | SHAMBAZAR 180 103 MUCHIPARA 6145
33 | HATIBAGAN 1503 104 NARESH CH DUTTA SARANI 6770
34 | SOVABAZAR 1647 105 SALSTAX BLDG MUNSHIBZR| 6771
35 | VIVEKANANDA ROAD 1651 106 BEPIN BEHARI GANGULY ST | 6788
36 | BAGHBAZAR 1652 107 CALCUTTA UNIVERSITY 7766
37 | MANICKTALA 1715 108 COLOOTALA STREET 8209
38 | PAIKPARA 1747 109 EZRA STREET 8600
39 | GREY STREET EXTN 1750 110 TANGRA (PANCHANANTALA)| 8761
40 | B K PAUL AVENUE 1767 111 JADAVPURUNIVERSITY 93
41 | AMHERST STREET 1800 112 NEW ALIPORE 205
42 | NORTHERN AVENUE 1895 113 DHAKURIA 1405
43 | SOUTHERN AVENUE 1505 114 KASBA 1486
44 | NAKTALA 1510 115 PARK STREET 150
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45 | RASH BEHARI AVENUE 1648 116 CHOWRINGHEE 1054
46 | TOLLY GUNGE 1719 117 MIDDLETON ROW 1122
47 |HIDEROAD 1746 118 N RIBRANCH (CALCUTTA) 6284
48 | SITALATALA 1772 119 RGNL OFFICE CALCUTTA 6884
49 | TRIANGULAR PARK 1799 120 SERVICE BR. CALCUTTA 8554
50 |TOLLYGUNGE CIRCULARRD | 1801 121 KANKURGACHI PBB 4203
51 |LAKE GARDENS 1802 122 NARKELDANGA 1580
52 |MOMINPUR 1996 123 BELIAGHATA 1798
53 | KIDDERPORE 3334 124 ULTADANGA 1831
54 |CHETLA 3691 125 BAGMARI 3682
55 | BALLYGUNGE RAILWAY STN | 3951 126  JORAMANDIR 3868
56 | REGENT ESTATE 4774 127 MANIKTALA CIVIC CENTRE | 7468
57 |GARIA 5368 128 SASTHITALA 8253
58 | PRINCE ANWAR SHAH ROAD | 5371 129 BELIAGHATA CIT ROAD 8440
59 [PICNIC GARDEN 5602 130 CHINGRIGHATA 9137
60 | TOLLY NEW THETRS STUDIO | 5680 131 RGNL OFFICE BIDHANNAGAR| 6928
61 | PUTIARI (PURBA PUTIARI) 6528 132 BHAWANIPUR 40
62 | BAGHJTIN BZR GNGULI BGN | 6789 133 IND FIN BR, CAL 1936
63 | GOLPARK 7195 134 COM BR,N SROAD 4125
64 | NEW GARIA (SRINAGAR) 7679 135 COM BR, BALLYGUNGE 4140
65 | GARIAHAT CIVIC CENTRE 7826 136 COM BR, ALIPORE 4263
66 | KIDERPR DOCK YARD AREA | 7920 137 COM BR,JL NEHRU RD 4288
67 | NEW BALLYGUNGE /KASBA/ | 8277 138 BHOWANIPORE SS| BR 4833
68 | RUBY PARK 8438 139 RARB 4151
69 | BARODA PARKBAISNABGHATA | 9470 140 OVERSEASBRANCH (CAL) 4805
70 |BALLYGUNGE 18 141 COM BR, CALCUTTA 7502
71 |NETAJ SUBHASROAD BR. 144 142 MICR CHQ PROC CENTRE KOl 4269
24 PGS(N& S) DISTRICT
SL. | BRANCH NAME CODE SL. BRANCH NAME CODE
NO NO
1 [ DIAMOND HARBOUR 70 55 NAIHATI 1823
2 [ PANCHUR 1303 56  KANKINARA 1883
3 | KAKDWIP 1319 57 BELGHORIA 1888
4 | THAKURPUKUR 1357 58 KHARDAH 1899
5 | GARDEN REACH 1402 59 DUM DUM CANTONMENT 1956
6 | GARFA 1450 60 BON HOGHLY INDSTL ESTAT | 2029
7 | RAJPUR 1451 61 DUM DUM 2054
8 | BAKULTALA 1489 62 CALCUTTA AIRPORT 3029
9 | BARUIPUR 1490 63 BARRACKPORE RLY STATION| 3071
10 | BEHALA 1522 64 BARRACKPOREA F STN 3852
11 | CANNING 1993 65 SALTLAKESPSB 4204
12 | PARNASHREE 2016 66 BIRATI 4604
13 | BUDGE BUDGE 2032 67 NAGERBAZAR/DUM DUM/ 4605
14 | DAKSHIN BARASAT 2046 68 TITAGARH 4727
15 | SAKHERBAZAR 2117 69 DAKHINESWAR 4786
16 | NIMPITH 3079 70 RATHTALA 6042
17 | RAJABAGAN DOCKYARD 3142 71 HALISAHAR 6224
18 | GOSABA 3199 72 AEMKT SALT LAKESCTR 1 6794
19 | METIABRUZ 3881 73 NEW BARRACKPORE 6809
20 | TARATALA 4647 74 HB TOWN /SODEPUR/ 7654
21 | KARANJALI 4701 75 BIKASH BHVN GOVT CMPL 7816
22 | KRISHNACHANDRAPUR VL BR 5735 76 KALINDI HOUSING ESTATE 7961




130 THE KOLKATA GAZETTE, EXTRAORDINARY, JUNE 14, 2005 [ParT |
23 | BHANGANKHALI VILLAGE BR 5934 77 AGARPARA ITEXMACO AREA| 8046
24 |11 M JOKA 6210 78 GARUI 8705
25 | RUDRANAGARVILLAGEBR | 6481 79 SEWLI SAB 8921
26 | KRSHNADVPR MANDIRBZR V|L 6666 80 PATULIA SAB 9169
27 | BATANAGAR 6699 81 BANGURAVENUE BRANCH 9289
28 | TARATLA INDSTL EST CMPLX 7026 82 SALT LAKE ELECT COMPLEX | 9985
29 | RAJARHAT 7325 83 BARASAT 24
30 | FARTABAD 7422 84 BASIRHAT 30
31 | NEW BALLYGUNGE /HALTU/ | 7423 85 BONGAON 47
32 | PAL BAZAR 8077 86 MADHYAMGRAM 1329
33 [ RASAPUNJA 8375 87 BAGUIATI 1488
34 | UTTARBAG GHAT 8746 88 HABRA 1643
35 | UKILER HAT 8754 89 BADURIA 2005
36 | FALTA EXP PROCESING ZONE| 8772 90 SWARUPNAGAR 3928
37 | KAIKHALI SAB 8785 91 MASLANDPUR 4636
38 | HARINDANGA SAB 8889 92 ASOKNAGAR 4784
39 | KALIBAZAR 8890 93 CHANDPARA 6046
40 | PARULIA, 24 PGS. 9167 94 LAUHATI 6208
41 | KHASMALLICK 9205 95 KADAMBAGACHI 6853
42 | KULERDARI (SAB) 9321 96 TAKI 6867
43 | RATNESWARPUR 9356 97 DHARMAPUKURIA VILL BR | 7004
44 | KABARDANGA MORE 9358 98 AWALSIDHI 8354
45 | GOBINDARAMPUR SAB 9974 99 PALLA BAZAR 8355
46 | BARRACKPORE 29 100 MAHISGOTE 8454
47 | ALAMBAZAR 1356 101 TARANIPUR 8730
48 | KAMARHATI 1404 102 BOYERMARI 8734
49 | KANCHRAPARA 1487 103 TEGHORIA RAGHUNATHPUR | 8735
50 | LAKE TOWN 1506 104 GOBARDANGA 8766
51 | SALT LAKE 1612 105 ASHARU SAB 8922
52 | GARULIA 1720 106 COM BR, SALT LAKE 4289
53 | ANANDAPURI 1770 107 ICHAPUR 1797
54 | SODEPUR 1796

MIDNAPORE DISTRICT
SL. [ BRANCH NAME CODE SL. BRANCH NAME CODE
NO NO

1 [ JHARGRAM 103 44  KUSUMDANGA SAB 9893

2 | MIDNAPORE 132 45 SANDHAPARA SAB 9894

3 | KHARAGPUR 202 46 KESHARREKHA SAB 9895

4 | BELDA 2017 47 CONTAI 57

5 | GARBETA 2059 48 TAMLUK 193

6 | KHARAGPURRLY STATION 3332 49 GHATAL 228

7 [ HORBHANGA (SALBONI) 3558 50 MAHISHADAL 1298

8 | DEBRA ADB 3647 51 HALDIA PORT 1360

9 | DANTAN VILLAGE BRANCH | 4782 52 DIGHA 1514
10 | DAHIJURI VILLAGE BRANCH | 6697 53 NANDIGRAM 1555
11 | NIMPURA KHRGPURIND GR | 6779 54 MECHADA 3695
12 | ROHINI VILLAGE BRANCH 6828 55 MOYNA 3949
13 | BELPAHARI 6915 56 KHANCHI VILLAGE BRANCH | 6698
14 | CHICHRA VILLAGE BRANCH | 7003 5/ KHARAR 6700
15 | RAMGARH VILLAGE BRANCH 7103 58 BRAJALALCHAK VILLAGE BR 6877
16 | BHULAVEDA 8021 59 KHUKURDAHA VILLAGE BR | 6969
17 | THAKURCHAK 8111 60 IOCTOWNSHIPHALDIA 7089
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18 [BARASEJA 8208 61 |OCHALDIA RFINERY CMPS [ 7090
19 [NAYAGRAM 8271 62 MAHISAGOTE 8206
20 | BANSPAHARI 8272 63 ALANGIRI 8207
21 |BALIGERIA 8328 64 BASUDEVPUR 8226
22 | KESHIAPADA 8329 65 KALYANPUR 8372
23 | SYEDPUR 8330 66 BAICHBERIA 8431
24 | CHUNPARA 8535 67 PICHHABONI 8714
25 | RANISARAI SAB 8771 68 TAMLUK RLY.STN 8745
26 | KHETUA 8862 69 KHODAMBARIV B 8839
27 | SAURI 8918 70 KHEJURI 8915
28 | KHALSIULI 8973 71 DALPARA 8916
29 | GRAMRAJSAB 9078 72 ISMALICHAK 8917
30 | MENKAPUR 9135 73  NAYAPUT 8994
31 |DEBAGRAM 9707 74 HALDERDIGHI 9136
32 |BAGMARI SAB 9708 75 GARCHAKTABERIA 9329
33 | BALPAI SAB 9709 76 HALDIA PETROCHEM.COMPLEX | 9390
34 | MADANMOHAN CHAK SAB 9710 77 BARATALA 9455
35 | SARDIHA SAB 9714 78 KALAGACHHIA SAB 9706
36 [JASHPUR BAITA SAB 9715 79 JAMKI SAB 9711
37 |CHUNPARA CHHATRI SAB 9719 80 PANCHET SAB 9712
38 |BARACHANDABILA SAB 9843 81 SABAJPUT SAB 9713
39 | KHARAGPUR-BWANIPORE 9885 82 BRINDABANCHAK SAB 9842
40 |AMANPUR SAB 9886 83 AMGACHIA 9844
41 | KUSHBASAN SAB 9888 84 TELAMI SAB 9890
42 | DAMODARPUR GHAGRE SAB [ 9889 85 KUTIKONARPUR 9891
43 |ETHELA SAB 9892
PURULIA DISTRICT
SL. | BRANCH NAME CODE SL. BRANCH NAME CODE
NO NO
1 [ PURULIA 160 11 BHOJUDIH COAL WASHERY 7778
2 | ADRA 1742 12 RAGHUNATHPUR 8544
3 [ BURA BAZAR/PURULIA 2008 13 BANDWAN 8710
4 | HURA 2067 14 MOTOUR SAB 8932
5 | MANBAZAR 2085 15 ICHAG 9323
6 [ PARAVILL BR 4770 16 KUNCHIYA SAB 9718
7 | KESARGARH VILL BR 6796 17 MAHATAMARA SAB 9720
8 | ARRA VILL BRANCH 7005 18 BARAM 9730
9 | JHALDA 7101 19 PURYARA SAB 9898
10 | BISPURIA VILL BRANCH 7209 20 KALABONI SAB 9899
BANKURA DISTRICT
SL. | BRANCH NAME CODE SL. BRANCH NAME CODE
NO NO
1 [ BANKURA 22 12 ARALDIHI 8709
2 | BISHNUPUR 44 13 SUSUNIA SAB 8930
3 | KOTULPUR ADB 1553 14 SANTASRAM 8931
4 | SONAMUKHI 1557 15 NAKAIJURI 9322
5 | MEJHIA 3871 16 BOGA 9355
6 [ ONDA VILL BR 3906 17  NANDANPUR SAB 9456
7 | MEJA THERMAL POW STN 6608 18 SUKHADALI SAB 9698
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8 [ BANASURIA VILL BR 6930 19 HARIGRAM GOENKA MORESAB | 9699
9 [ BARKURA VILL BR 7098 20 DHABAN SAB 9716
10 | RAMPUR, BANKURA 8064 21 KHARBANA DUMDUMI SAB | 9717
11 [ LODNA 8533 22 KHAPKATA KIRPAI SAB 9845
HOOGHLY DISTRICT
SL. | BRANCH NAME CODE SL. BRANCH NAME CODE
NO NO
1 [ ARAMBAGH 8 22 MOGRA 4780
2 | CHANDERNAGAR 53 23 BANSBERIA 5919
3 [ CHINSURAH 56 24 JANAI 6033
4 | SERAMPORE 178 25 GOGHAT VILLAGE BRANCH | 6115
5 | TRIBENI 225 26 HARIPAL 6150
6 | BOINCHEE 1400 27 GHOSHPUR 6195
7 | UTTARPARA 1403 28 CHILADANGI VILLAGE BR 6581
8 | ARAMBAGH ADB 1744 29 KUMIRMORAH VILLAGEBR | 6582
9 [ CHINSURAH ADB 1745 30 BADANGANJVILLAGEBR 6591
10 | SHEORAPHULI 1769 31 HAJPURVILLAGEBRANCH | 6592
11 [ RISHRA 1771 32 MANKUNDU 6772
12 | TARKESWAR 1865 33 HARIT VILLAGE BRANCH 7205
13 | DANKUNI 1896 34 JAMGRAM 8724
14 | BALAGARH 2006 35 JAGATPUR 8725
15 | BHADRESWAR 2021 36 HARINKHOLA 9033
16 | KONNAGAR 2078 37 GHOLDIGRUI SAB 9457
17 | SAHAGANJ 2115 38 VIKDASSAB 9458
18 | PURSURAH 3956 39 JAYARAMPUR SAB 9459
19 | PANDUA ADB 4646 40 RAMNATHPUR SAB 9462
20 | BAIDYABATI 4776 41 MAHESHPUR 9729
21 | PANDUGRAM SAB 9897 42 SAORA SAB 9896
BIRBHUM DISTRICT
SL. [ BRANCH NAME CODE SL. BRANCH NAME CODE
NO NO
1 | RAMPURHAT 165 15 BANGCHHATRA VILL BR 6580
2 | SURI 191 16 TARAPITHVILL BR 6931
3 | AHMADPUR 2002 17 PAROTA 7866
4 | BOLPUR 2027 18 KUSUMBA 8045
5 | DUBRAJPUR 2052 19 SOHARA 8531
6 | MOLLARPUR 2087 20 NALHATI 8540
7 | MURARAI 2088 21 KAIJULI MORE 8720
8 | SAINTHIA 2116 22 ULKUNDA 8726
9 | SANTINIKETAN 2121 23 SASTINAGAR 8727
10 | SAINTHIA ADB 3074 24 PANRUI 8728
11 | RAINAGAR/W B 3080 25 ABINASHPUR 8733
12 | KOTASUR 4778 26 KAMRAGHAT 9312
13 | NISCHINTAPUR ADB 5920 27 GANPUR SAB 9963
14 | BAKRESWARVILL BR 6578
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BURDWAN DISTRICT

SL. [BRANCH NAME CODE SL. BRANCH NAME CODE
NO NO
1 |BURDWAN 48 32 CHOTKHANDA 8203
2 |KALNA 106 33 PALLA ROAD 8204
3 [KATWA 111 34 NABAGRAM /BURD 8205
4 | MEMARI 1366 35 MEJHIARI SAB 8537
5 [SUREKALNA 1552 36 BATASPUR 8538
6 | BHATAR 2022 37 SIGNA SAB 9125
7 | BURDWAN UNIVERSITY 2033 38 KAIGRAM SAB 9460
8 [DAINHAT 2045 39 URNPUR 49
9 | KUSUMGRAM 2080 40 URGAPUR 74
10 [SEHERA BAZAR ADB 2104 41 ANIGANJ 231
11 |RAMJBANPUR 2106 42 HITTARANJAN 241
12 [KALNA ADB 3049 43 FCI DURGAPUR 1556
13 | KHOSBAGAN 3083 4 MAMCDURGAPUR 1822
14 | KATWA ADB 3913 45 BARAKAR 2009
15 |MEMARI ADB 3920 46 LAUDOHA 2082
16 |KETUGRAM 5603 47 MURGASOL 2089
17 [GALSI ADB 5704 48 PANDAVESWAR 2098
18 | KURMUN 6043 49 RGNL ENG COL/DURGAPUR 2108
19 [TALIT VILL BR 6104 50 RUPNARAINPUR 2114
20 | SHAKTIGARH 6116 51 PANAGARH 3676
21 | DIGNAGARVILL BR 6189 52 BENACHITTY BAZAR 3905
22 |ITACHANDA ADB 6193 53 PUNJABI MORE 4228
23 | NADANGHAT ADB 6194 54 CHINAKURI 4637
24 |NIROLEVILL BR 6584 55 KUNUSTORIA 4750
25 |BANPASVILL BR 6590 56 KAJORAGRAM 4775
26 | PERBIRHATA /BURD 7830 57 SATGRAM A777
27 | SADARGHAT /BURD 8007 58 KULTI 5703
28 | SARANGA 8193 59 SANCTORIA 6114
29 |PALIMPUR 8195 60 DURGAPUR STEL TOWNSHP | 6151
30 [MOYNAGURI 8196 61 DURGAPURCITY CENTRE 6152
31 | CHHATINI 8197 62 JAMURIA BAZAR 6188
63 | CHURPUNI 8198 74 KHANDRA 6579
64 | PUTSURI 8199 75 ASANSOL BAZAR 6693
65 | PARULIA /BURD 8201 76 MUCHIPARA (DURGAPUR) 6888
66 | RADHAKANTA PUR 8202 77 DURGAPUR STATION ROAD 7337
67 |JK NAGAR 7410 78 RADHANAGARROAD 8539
68 | DURGAPUR STEL TOWNSHIP B 7503 79 RANGAPARA 8541
69 |BANKOLA 7798 80 PURSA 8542
70 |ALOY STEL PL /DURGAPUR/ | 8009 81 PANURIA 8543
71 | JAMGRAM 8192 82 KALIPATHAR SAB 9461
72 | CHANKTENTUL 8194 83 ASANSOL 11
73 | BIJPUR 8200 84 RGNL OFFICE BURDWAN 6929
HOWRAH DISTRICT
SL. | BRANCH NAME CODE SL. BRANCH NAME CODE
NO NO
1 | ULUBERIA 199 18 BELURMATH 4640
2 [ BAURIA 1295 19 DOMJUR 4783
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3 | RAMRAJATALA 1359 20 AMTA 4787
4 | LILUAH 1377 21 KADAMTALA 4790
5 [ SALKIA 1414 22 HOWRAH RAILWAY STATION | 5702
6 | AJODHYA 1500 23 BALLY DURGAPUR 5766
7 | CHENGAIL 2041 24 DEULTI 5933
8 [ GHOSHPARA 2061 25 BANITABLA 6787
9 | HOWRAH SS| BRANCH 2066 26 NOUL SAB 7077
10 | MANIKPUR 2086 27 MASHILA 8556
11 [ SARENGA 2122 28 THALIA 8923
12 | SIBPUR 2124 29 SITAPUR SAB 9467
13 | UNSANI 2134 30 KHANJADAPUR SAB 9721
14 | BELILIOUSROAD 3412 31 LALITAGARI SAB 9722
15 | SHALIMAR 3785 32 HOWRAH 91
16 | BALLY 3882 33 HOWRAH ZONAL OFFICE 4260
17 | GANGES GARDEN COMPLEX | 4284 34 COM BR, HOWRAH 4150
DARJEELINGDISTRICT
SL. [ BRANCH NAME CODE SL. BRANCH NAME CODE
NO NO
1 [ DARJEELING 63 13 | AFCAMPBAGDOGRA 7148
2 | KALIMPONG 105 14 SILIGURI COURT 7206
3 [ KURSEONG 123 15 HAKIMPARA (SILIGURI) 7245
4 | SILIGURI 184 16 MIRIK 7336
5 | BIJANBARI 2023 17 JALAPAHAR ST PAUL SCHOOL 7445
6 | NORTH BENGAL UNIV CMPUS 8209 18 BANSBATTE 7821
7 | SUKHIAPOKHARI 2127 19 HANSQUEA 9040
8 [ BENGDUBI 3333 20 TEESTA BAZAR 9324
9 [ NAYABAZAR/SILIGURI/ 3376 21 ADHIKARI SAB 9697
10 [ STN FDRRD /SILIGURI/ 4789 22 LUISI PUKRI 9704
11 | PRADHAN NAGAR,SILIGURI 6829 23 KHAPRAIL CANTONMENT AREA | 9962
12 | COM BR, SILIGURI 4126 24 RGNL OFFICE SILIGURI 7946
DISTRICT COOCH BEHAR
SL. [ BRANCH NAME CODE SL. BRANCH NAME CODE
NO NO
1 | COOCH BEHAR 58 9 BALIKA BANDAR 8712
2 | DINHATA 209 10 HAZRAHAT 8924
3 | CHANGRABANDHA 1448 11  JAYANTIR HAT 8925
4 | COOCH BEHARBAZAR 1753 12 RUIDANGA SAB 9696
5 | KHAGRABARI ADB 4785 13 KHERBARIHAT SAB 9725
6 [ GOSANIMARI 7000 14 KURSAHAT SAB 9847
7 | NEW COOCH BEHARVILL BR| 7193 15 KHAPAIDANGA-KALJANI SAB| 9964
8 | BALARAMPUR 7294 16 MARICHBARI SAB 9977
DISTRICT JALPAIGURI
SL. [ BRANCH NAME CODE SL. BRANCH NAME CODE
NO NO
1 [ALIPURDUARS 5 13 BHATIBARI VILLAGE BR 7142
2 | JALPAIGURI 95 14 KUMARGRAM VILLAGE BR 7143
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3 | DHUPGURI 1296 15 BAROBHISA 7144
4 | FALAKATA 1297 16 DANGUAJHAR 7194
5 [HASIMARA 1447 17 BINAGURI 8711
6 |HAMILTONGANJ 1554 18 ALIPURDUARSBAZAR 8713
7 |BIRPARA 2025 19 KHOARDANGA 8929
8 [JALPAIGURI TOWN 2070 20 A F STATION HASIMARA 8942
9 [MAL 2084 21 BAULBARI 9700
10 [BINNAGURI CANTONMENT 3923 22 MOINATALI 9702
11 | JAIGAON 6278 23 KALIPUR 9846
12 [EKTIASAL 6509
DISTRICT MALDA
SL. [BRANCH NAME CODE SL. BRANCH NAME CODE
NO NO
1 | MALDA 129 14 KALIACHAK 8437
2 |HARISHCHANDRAPUR 1449 15 ALAMPUR 8458
3 [CHANCHAL 2037 16 BARDUARY 8731
4 |GAZOLE 2058 17 KHJURIA NTPC TOWNSHIP 8747
5 [SAMS 2120 18 TILASON 8861
6 | MANIKCHAWK 6664 19 JAMTOLLA 8926
7 | SUJAPUR 6810 20 KAHALA 9319
8 [AMRITI 6847 21 TALBHAKURIA SAB 9453
9 [BALURPURHAT VILLAGE BR| 6849 22 SANTOSHPUR SAB 9454
10 [JADUPUR GABGACHI V BR | 6971 23 MANIKORA SAB 9705
11 |ARAPURKOTWALI VILL BR | 7088 24 DHANGARA SAB 9902
12 [MAJUMPUR 7204 25 UTTARLAKSHMIPUR SAB 9975
13 [RATHBARI 8436 26 BOROKAMATH SAB 9976
DISTRICT MURSHIDABAD
SL. [BRANCH NAME CODE SL. BRANCH NAME CODE
NO NO
1 | BERHAMPORE W.BENGAL 34 21 LALGOLA 8006
2 | JANGIPUR 98 22 JOYPUR SAB 8519
3 [FARAKKA 218 23 BAZARSHAU 8520
4 | KANDI 237 24 ALUGRAM 8558
5 [LALBAGH 1087 25 DALTONPUR 8737
6 | AURANGABAD WB 1299 26 BAZARDANGA SAB 8854
7 | SALAR 1721 27 KASHIPUR SAB 8856
8 | JAGUNJ 1870 28 KALITALA 9170
9 [KHAGRA 2020 29 TENYA SAB 9171
10 [DUMKAL 2055 30 KHARER SAB 9172
11 | NABAGRAM 2091 31 BAZITPUR SAB 9173
12 [NAGAR 2092 32 NIMTITA SAB 9174
13 [BERHAMPORE WB ADB 3914 33 BURWAN 9357
14 [SATITARA BURWAN ADB 4781 34 SAHEBNAGAR SAB 9463
15 |DHULIAN 6932 35 LOKENATHPUR 9464
16 [ANDUA 7099 36 JUGINDA SAB 9465
17 [TRIMOHINI VILLAGE BR 7104 37 GANGADASPARA SAB 9466
18 [MIRZAPUR SAB 7145 38 MOMINPUR SAB 9469
19 [SATUI VILLAGE BRANCH 7146 39 RAMPUR SAB 9723
20 | KATABAGAN VILLAGE BR 7147
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DISTRICT NADIA
SL. | BRANCH NAME CODE SL. BRANCH NAME CODE
NO NO
1 [ KRISHNAGAR 122 17 RADHANAGARADB 5681
2 | RANAGHAT 166 18 GANGNAPURVILLAGE BR 5748
3 | SANTIPORE 176 19 NIMTALA BAZAR 6041
4 | KALYANI 1082 20 SHAKTINAGAR 6156
5 | GAYESHPUR GOVT COLONY | 1300 21 KALYANI INDSTL GRTH CTR | 6701
6 | BIRNAGAR 1301 22 BETHUADAHARI 6985
7 | BAGULA 1302 23 KAIKHALI 8552
8 | PLASSEY 1382 24  MAJHERGRAM 8553
9 [FULIA 2057 25 KHIDIRPUR 8557
10 | NABADWIP 2090 26 BAHADURPUR 8855
11 | TEHATTA 3153 27 ANULIA SAB 8857
12 | DEBAGRAM ADB 3242 28 CHOTOANDULIA SAB 8858
13 | KRISHNAGANJVILLAGEBR | 3696 29 BINODNAGARSAB 8859
14 | KARIMPUR ADB 3735 30 KRISHNAGAR SAB 8860
15 | CHAKDAH 4744 31 HARINGHATA 1.D.D. COLLEGH 9168
16 | BETAI 5617
DISTRICT UTTAR DINAJPUR
SL. | BRANCH NAME CODE SL. BRANCH NAME CODE
NO NO
1 [ RAIGANG 162 10 LODHANVILLAGEBRANCH [ 7713
2 [ISLAMPUR 245 11 DASPARA 8526
3 | KARNAJORA 1654 12 SHYAMPUR SAB 8927
4 | KALIYAGUNJADB 1806 13 KALANAGIN SAB 8928
5 [ DALKHOLA 2047 14 KALIGANG 9038
6 | KALIYAGANJ 2074 15 KULAVITA 9039
7 | PANJPARA 4788 16 HEMTABAD 9320
8 [ RAIGANJBAZAR 5523 17 MADANPUR SAB 9701
9 [ KARANDIGHI 6665 18 LAKHIPUR 9728
DISTRICT DAKSHIN DINAJPUR
SL. | BRANCH NAME CODE SL. BRANCH NAME CODE
NO NO
1 | BALURGHAT 20 5 KAMARPARA 7069
2 | KUSHMANDI 1875 6 RAJBPUR 9401
3 [ BUNIADPURVILLAGE BR 6795 7 PATHARGHATA SAB 9703
4 | LASKARHAT 6862 8 GOPALPUR SAB 9901
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PART VI

Instructionsto Manager s of the State Bank of India, Central Bank of India and
United Bank of India

The accounts of al currency chests are maintained at the Issue Department of the Reserve Bank,

whichisthe Head Office of the circle. Asthat office has not only to bring all transactionsto book, but also
to watch that each transaction is adjusted by an Pension Payment Ordersite transfer of an equivalent amount
and that the balance shown in the accounts agrees with the balance reported in the verification statement, it
Is essential that oPension Payment Ordersite transfers should be correctly made and that all transactions
should be reported promptly and accurately. The following instructions have been framed with this object
and failure to observe them will in each instance be noted as atreasury irregularity.

2.

Currency chest transactions come under the following categories :-

(A) Not involving opposite transactions-

(1) Actual.remittances of treasure from one chest to another within the circleto or from the head office
of the circle, or between one chest in the home circle and another within aforeign circle.

(B) Involving oPension Payment Ordersite transactions within the District-

(2) Local exchanges, i.e., depositsinto (or withdrawal from) chest at the Treasury or the Bank immediately
adjusted by the withdrawal (or deposit) of an equivalent amount from (or into) the chest at the
Treasury or the Bank at the same place. These transactions should not be confused with local
transfers.

(2) Extra-district or local transfers, i.e., deposits into (or withdrawal from) one currency chest in the
District adjusted by the withdrawal (or deposit) of an equivalent amount from (or into) another
durrency chest situated at the headquarters of the District or within the same District, wherethereis
no branch of the Bank-in-Charge of a currency chest either at the headquarters of the District or in
any of the subdivisions thereof and,

(C) Involving oPension Payment Ordersite transactions at the place where the Head Office of thecircle
IsSituated :-

(1) Extra-district transfers or Treasury/Bank transfers requiring adjustment outside the District, i.e.,
depositsinto (or withdrawal from) Treasury/Bank balance either at the District headquarters or in
any of the subdivisions of the District, adjusted not within the District but by the withdrawal (or
deposit) of an equivalent amount from (or into) the currency chest maintain.ed at the Bank at the
place where the head office of the clrcleis situated.

All currency transactions must be reported on currency slipsas described in Clause (v) of Paragraph
14 of Part 111. These dlips should be numbered serially for each financial year to facilitate reference.
Each transaction should be classified in one of the categories described in Instruction No.2.
Transactionsof the same classtaking place on the same day may be entered in onedlip but transactions
of different kinds must alwaysbe recorded in separate chest slips. Thefollowing instructions should
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also be carefully noted in preparing slips :-

(i) The name of the office to or from which aremittance is sent or received, should be stated.

(i) Local exchanges must not be confused with the local or Treasury (or Bank) transfers and must be
promptly reported.

(iii)In the case of alocal or Extra-district transfer, the place where the Pension Payment Ordersite
transfer takes place should be stated.

(iv)To enable the Treasury (or the Bank) i. e., Extra-district transfers, to be effected at the Issue
Department without delay, separate intimations are sent to the Currency Officer or the Bank, asthe
case may be either by letter or by telegram. These intimations should show separately the value of
notes and coin transferred and as these detail s are entered in the | ssue Department accounls at the
time, itisessential that there should be no discrepancy between the amount shown in theintimations
and in 1he slipsadvising the transactions. Delay must also beavoided in carrying out all transfersat
the chest or in sendins dips to the Currency Officer.

(2) Slipsfor actual remittances of treasure, local transfers, local exchanges and Treasury (or the Bank)
transfers should be sent by the Treasury Officer or the Bank direct to the Currency Officer.

(2) Slipsfor local transfers should always be sent by sub. Treasuriesin duplicateto the District Treasury
Officer, who, after making the necessary oPension Payment Ordersite transfer, should retain one
copy of the sub. Treasury chest slip and forward the other copy to the Currency Officer along with
District chest dlip reporting the corresponding transfer. The number and date of the District chest
slip should be noted on the accompanying sub-Treasury chest dlip or dlips, as the case may be. In
such cases however, the sub-Treasury Officer will intimate the transfer by letter to the Currency
OfficerinFormT. E. 10 or any other form prescribed by the Currency Officer in order to advisehim
of the change in the balance and al so to enable him to watch the adjustment at the District Treasury.

Transactions of any kind should be avoided as far as possible after the last day for transactions in
each month fixed by the Treasury Officer for each chest within the District so as to ensure that the
last currency dlip reachesthe Currency Officer by thefourth at the latest of the following month. 111
order to avoid differences arising between the balances of the chest asworked out in the head office
and those reported in the monthly verification statement, great care should be taken to avoid any
delay in the despatch of dlips. The provisions of Paragraph 15 of Part |11 regarding the submission
of verification certificates should be strictlyobserved.

Amended dlips are occasionally received without being called for and without any indication that
they are“ Amended”. Theword “Revised” should aways be prominently writtenin red ink on such
dlips, the serial number of the slip remaining unchanged.
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APPENDIX 4
[See T.R. 2.07]

Detailed Rulesfor inspection of Treasuries

1 Every Collector/Collector-in-Charge and every Treasury Officer shall makeinspection of theworking
of hisTreasury onceayear. Normally aperiod of four months should intervene between theinspection
by the Collector/Collector-in-Charge and that by the Treasury Officer. Collectors shall transmit
their inspection memoranda in duplicate to the Divisional Commissioners. Collectors-in-Charge
and Treasury Officersshall submit theinspection report in duplicate to the Divisional Commissioner
through the Collector. One copy each of the inspection memoranda shall be sent by the Divisional
Commissioner to the Accountant General (A& E), West Bengal, one copy to the Director of Treasuries
and Accounts, West Bengal and another copy to the Commissioner of Internal Audit, Finance
Department. No date of this inspection can be fixed, as it is not desired that inspection shall be
made on any fixed date. A set of questionnaire for inspection of the Treasuries is appended below.
The attention of inspecting officers is drawn to the importance of satisfying themselves that the
personal assurances which are periodically given by Treasury Officersin the matter of functioning
of the Treasuries, arrangements of double lock, storing of stamps, etc. are strictly and literally
followed according to the provisions of relevant rules.

Note-Collector/Collector-in-Chargeisrequired to conduct thisinspection himself and he cannot ask another
officer to conduct the inspection on his behalf.

2. The Director of Treasuries and Accounts, West Bengal shall arrange inspection of the working of
every Treasury once in two years. The Director, the Additional Director, the Joint Directors, the
Deputy Directors and the Assistant Directors along with other inspector under the Directorate of
Treasuries and Accounts, West Bengal and officers of the Finance Department shall, by forming
suitable number of team, conduct inspection of all the Treasuries according to the programmeto be
drawn up for the purpose. No two officers of the Directorate will inspect the same Treasury in a
particular year unless there are compelling reasons for doing so. The Director of Treasuries and
Accounts, West Bengal shall draw up the programme for inspection by the Inspecting Teams so as
to cover the inspection of all the Treasuries in the State during the span of every two years. The
guestionnaire for the inspection would be the same as appended below. One copy of the inspection
report will be forwarded to the Finance Department/Commissioner of Internal Audit, Finance
Department by the Director of Treasuries and Accounts, West Bengal and another copy of it will be
forwarded to the Accountant General Accounts and Entitlement, West Bengal. The Divisiona
Commissioners and the Collectors/Collectors-in-Charge of the concerned Treasuries will also be
informed by sending one copy each of the inspection report.

3. Thequestionnaireisnot exhaustive and the Collectors/Collectors-in-Charge, the Treasury Officersand
other Inspecting Officers shall have full discretion to add other items according to local needs.
Neither the use of the questionnaire nor the inspection carried out by the officers of the Accountant
Genera (A&E), West Bengdl, the Directorate of Treasuriesand Accounts, West Bengal and, Finance
(Internal Audit) Department should be taken in any way to diminish the Collectors' personal
responsibility for the efficient working of the Treasuries. As the inspection must be made as
systematically and thoroughly aspossible, it isopen to the Inspecting Officersto extend their personal
scrutiny to the points not mentioned in the questionnaire, which in their opinion require such scrutiny.

4. Copy of the inspection report should be forwarded to (a) Finance Department, (b) Accountant General
(A&E), West Bengadl, (c) Divisional Commissioner, (d) Collector/Collector-in-Charge, (€) Director
of Treasuries& Accounts, (f) Commissioner of Internal Audit, Finance Department, and (g) Treasury
Officer. Compliance and action taken by Treasury Officer on the observation in inspection report
must be sent by Treasury Officer to the Director of Treasuries & Accounts through Collector/
Collector-in-Charge/ Divisional Commissioner.



140 THE KOLKATA GAZETTE, EXTRAORDINARY, JUNE 14, 2005

[ParT |

THE QUESTIONNAIRE ON THE INSPECTION
TREASURY

Name & Designation of the Inspection Officer

Date of Inspection

Period covered by inspection

ADMINISTRATION:

1. Name of the Collector and other officers working in
the Treasury with date of taking over charge.
1) Collector
2) Collector-in-Charge / S.D.O. (in outlying Sub-
Division Only)
3) Treasury Officer
4) Additional Treasury Officer

2. STAFFPOSITION:

Category Sanctioned
Strength

PZ »n
.O.

Accountant / Head Cheque Writer / Jr.
A.O.

Additional Accountant

Deputy Accountant

Upper Division Clerk/Jr. Acctt.

Chegue Writer

Lower Division Clerk/Pin Point Typist

Record Supplier

00 N[ O U1 A W

: Group ‘D’ Staff

TOKEN SECTION :

Receipt of bills against tokens

3. Are bills presented to the Treasury through Bill
Transit Register in T.R. Form 6 duly authenticated
by the DDO and Treasury Officer / Kolkata PAO
annually and acknowledgement given on it by the
Treasury indicating token numbers?Arethe printed
B.T.R. given by the Treasury?

4, Are the accounts of the tokens, maintained and
verified by the day as per rule? [Rule 7(1) of
Appendix 10 of WBTR]

(For Manual & Host Base Treasury)

5. I's the census of the tokens held in hand made on
the 10" day of each month as per rules? [Rule 7(3)
of Appendix 10 of WBTR]

(For Manual & Host Base Treasury)

Receipt of Bills & disposal thereof

6. Isthe “Register of bills received, passed and cheques
drawn” in Annexure — A maintained in duplicate
and are the Bills send to D.A. of Bill Sec. with
Annexure-A for receipt? [Rule 1(1) of Appendix
10 of WBTR]

7. Are the bills sent to Cheque Section aong with the
duplicate/triplicate copies of the Register in
Annexure “A-1" of Appendix 97? Is the Duplicate
copy returned with the signature of the Cheque
Writer in token of acknowledgement? [Rule 3 of
Appendix 10 of WBTR]
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BILL SECTION:
8. Is the signature of the D.D.O. verified by the
Accountant/Additional Accountant/Treasury officer
before passing bills?
9. Whether up-to-date list of D.D.Os. is maintained?
Whether the DDOs., Who are not at present attached
with the Treasury have been deactivated? (for
computerized treasury) :
10.  Whether Guard File containing specimen signature of
D.D.Os. is maintained?
Whether specimen signature of DDOs is maintained
in the Computer ?
11.  Whether Allotment Registers are maintained DDO-
wise for salary, TA and Contingent Expenses with all
particularsrequired? :
12.  Whether any bill is passed in anticipation of allotment
(except the standing order of Fin. Dept.)? If S0, under whose
order?
(8) Number of outstanding bills in the section on the date
of visit.
(i) Lessthan 3 days
(i) 3 days and more
(iif) More than 5 daysin case of Kolkata PA.O.
(b) Reason for delay in disposing of billswithin 2/3 days.
(c) Pending for more than 10 days with detail list along
with reason for delay and action taken?
SECURITY PAYMENT
13.  Whether provisions of Treasury Rules are followed
properly in case of security/interest repayment?
Whether all the repayments are recorded in Deposit
Register?
(Vide T.R. 4.204 to 4.208)
PENSION:
14.  How many pensioners are there on theregisterson the
date of inspection? Indicate their number according to
Categories.
Category of the Total No. of Paid Paid Paid
Pensioners Pensioner through through through
Bank Money counter
Order
(8 State (Civil)
(b) State Adhoc
| State (Freedom Fighter)

(d) Central (Civil/Freedom Fighter

(e) Centra (Rallway)

(f) Military (1) C.O.
(if) Un.Co.

(g) Other Categories
(M.P/M.L.A. etc))

(h) School & Non-Government Ingtitution
() Other State Government

(J) Political Sufferer

Total
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15.

Whether provisions of Treasury Rules concerning
the payment of pensions of different categoriesare
properly followed? (Vide T.R. 4.162t04.167, 4.170,
4.171,4.174t0 4.176, 4.178, 4.180 to 4.193)

16.

Is the stock register of money order forms
maintained?

17.

Are timely steps taken for refund of pension paid
in excess as soon as the fact of death comes to the
notice of the Treasury? What action has been taken
for refund of excess money from Bank/Post Office?
Isthe amount of pension received back unpaid from
Bank/Post Office credited properly to the
Government? [Rule 5(1) of Appendix 15 Part B of
WBTR]

18.

Is any intimation issued to pensioner due to his
prolonged non-appearance for identificationin case
of release of first pension?

19.

Has there been any delay in transferring pension
payment orders of the Pensioners to the Banks
concerned?

20.

If the six-monthly statement on the cases of failure
on the part of the Pensioners to draw pension sent
duly to the Accountant General (A&E), West
Bengal? (T.R. 4.193) :

21.

I's payment made with the authority of Accountant
General (A& E), West Bengal in caseof any pension,
which has not been drawn for aperiod of threeyears
or six years? (T.R. 4.191)

22.

Isyearly declaration/L C/Other Certificates obtained
from the female/male pensioners?
I's the Pension stopped for non-receipt of L.C.?

23. ACCOUNTS SECTION :

(a) DoestheBank send thedaily scrollswith Vouchers/

Challans, etc., regularly on time and the Treasury
return the same after scrutiny on time?

(b) Are the vouchers and other instruments sent in

locked box?

(c) Isthe Bank sending two sets of Pass-Book?
(d) Isthe Bank sending correct DMS (Daily Monthly

Statement) in Time?

In case of any undue delay, has it been brought to
the notice of the Director of Treasuries& Accounts,
West Bengal [vide sub-rule (3) of T.R. 2.31]? What
are the defects, omissions, discrepancies detected
in the accounts received from the Bank?

(e) Is the *“Memorandum of Errors being issued for

such defects?

(f) Isthe Bank rectifying these defectsin time?
(g) Are the daily Bank Scroll being verified with the

computer-generated report?
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(h) Are the Daily Subsidiary Registers being generated
through computer checked with the Vouchers?

24.  Aretheprocedures, aslaiddowninT.Rs. 2.31,2.35&
2.36 and Accounting Rulesfor Treasuries, 1992 strictly
observed in compilation of accounts?

25. (A)Whether monthly Payment Subsidiary Register and
Receipt Subsidiary Register are being maintained
properly?

(B) Whether 14-digit Head-wise accounts are maintained
in Receipt through computer?

(C) Whether 17/19 digit Head-wise accounts are
maintained for Payment through computer?

Whether the mistakes, if any, are rectified through
computer menu or through back-end?

Whether scheme head wise accounts are maintained
for Receipt Cash Book/Cash Account?

Whether account are maintained Major head wise upto
Major Head 6000 and scheme head wisefor major head
above 6000 for Payment Cash Book/List of Payments?

(D) Whether Forest and PW.D. accounts are maintained
Division wise or not?

(E)Whether CTR/CT]I areregularly sent by the concerned
Divisional Officer to the Treasury and the same are
sent back by the Treasury Officer to the said authorities
after verification with treasury records? Whether
backlog in the matter of verification of CTR/CTI has
been/are being cleared as per the existing order of the
Finance Department? If being done, state clearly how
far has been pulled up and balance remaining due for
verification.

(F) Whether the vouchers relating to payment of pension
to the Central Government Pensioners (including ad-
hoc relief to the Pensioners of the Government of
Myanmar), Railway Pensioners, Defence Pensioners,
other state Pensioner have been recorded in proper head
of account?

26.  Whether Subsidiary Register of Reserve Bank Deposits
IS maintained as per Form No. IST 5 of Accounting
Rules for Treasuries, 1992?

27. Reports, Returns, Statements & Accounts (Covering
period of last twelve months inspection)

Dates of submission of monthly accounts to the office of the Accountant General (A&E), West Bengal:

of submission submission

Month Due date Actual date of Delay in days

Reason(s) for delay,
if any
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28.

Reason of delay, if any, in submission of monthly
accounts to the Office of the Accountant General
(A&E), West Bengal and other authorities.
AretheList of Payment, Cash Accountsand verified
date wise monthly statement (VDMS) sent to the
Accountant General (A& E), West Bengal and the
Directorate of Treasuries & Accounts per order
regularly?

29.

Are Plus Minus memo of each class of deposits, as
required under Accounting Rulesfor Treasuries,
1992 rendered to the Accountant General (A&E),
West Bengal and the Directorate of Treasuries &
Accounts?

STAMP
30.

Arethe provisions of T.R. 2.41 properly followed
in respect of the Security and Safety of the Strong
Room?

31.

I sadequate Firefighting equipment provided? Does
the Local Fire Service Station In-Charge certify it?

32.

Are physical verification of Stamps are conducted
regularly as per rules?

33.

Are memo of Stamps prepared in conformity with
actual stock of stamps and submitted to concerned
authoritiesviz. Accountant General (A&E), West
Bengal and Directorate of Treasuries & Accounts,
West Bengal ?

Areall reportsreturns, registersand indents prepared
properly in time and submitted to the concerned
authorities?

35.

Relating to furnishing of Security by Stamp Clerks
arethe provisions of existing GOs and WBFR Vol.
| properly followed?

36.

Is disposal of obsolete and damaged stamps made
properly? Details may be given.

CHEQUE
37.

Are provisions of Appendix 10 of WBTR properly
followed for making indent, receipt, issue and stock
of Chequebooks?

38.

Areconcerned provisionsof Appendix 10 of WBTR
properly followed for issue, cancellation and re-issue
of cheques?

39.

Areprovisonsof T.R. 2.38and T.R. 2.42 of WBTR
properly followed in relation to duplicate keys and
other padlocks and keys of Treasury Strong Room
and other Offices attached to the Treasury?

40.

Areprovisonsof T.R. 2.38 and T.R. 2.39 and memo.
no. 11067-F dated 3.11.92 properly followed for
money or other valuableslodged with the Treasury?
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GENERAL

41.  Isthe accommodation adequate? If not, has any
proposal for additional construction been initiated?
(A separate note containing the latest position of
the construction of the Treasury or the administrative

building may please be furnished)

42.  Arethefollowing facilities: available in the Treasury

Complex?

€) Alternative arrangement in case of power failure
(i.e. emergency light)

(b) Waiting Hall for pensioners

(c) Drinking water and toilet facilities for the staff and
outsiders

43.  AreBoardsindicating thelocation and various sections
of the Treasury put at prominent placesin the Treasury
building for guidance of visitors?

44.  Whether any Guard file/ Register of Inspection notes
Is maintained? Are the Guard Files of circulars/notes/
notification / orders etc. issued from time to time by
the Accountant General (A& E), West Bengal, Finance
Department and other authorities maintained? Are the
corrections to al books of reference in use updated?

45. Hasthetreasury arecord room of itsown?If yes, isthe
Record room in good condition? Isit waterproof,
protected from white ants, and kept clean? Isit lighted
sufficiently? How is the fire fighting arrangement?

46.  Isthe Attendance Register maintained properly? It is
being closed monthly and does it agree with the casual
leave and other admissible |eave accounts? :

47.  Areall theformg/ stationeries/ cheque/ foils/ printed
Challan etc. asrequired in the Treasury available? Are
Stock Books of these stationeries maintained properly?

PL.ACCOUNT AND OTHER ACCOUNTS OF SIMILAR

NATURE
48.  How many PL. (Banking nature) accountsare operating

inthe Treasury?

a) PL. Account infavour of Government Officer u/h of
Account 8443

b) L.FAccount of Local Fund authorities u/h of Account
8448

¢) Provident Fund Deposit Account, u/h “8336-
PF.D.Account”

d) Other Deposit Account of Non-Government Intitutions
u/h 8449 and 8342

e) Are the Schematic Registers maintained as per the
existing Government Orders?

f)  Are the Secondary Institutions-wise Ledger Folios
maintained in respect of PFD Accounts, as per the
existing Government Orders?
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49.  Arethere any banking nature accounts, which are
not operated for more than three complete account
years? If so, has any steps been taken to close such
accounts? [sub-rule (2) of T.R. 6.08]

50.  Are plus minus memo in respect of al the deposit
accounts prepared and sent al ong with the monthly
accounts to the Accountant General (A& E), West
Bengal and Directorate of Treasuries & Accounts,
West Bengal ?

51.  Arethe passbooksreceived from all the authorities
administering the Deposit Account, PL. Account,
Local Fund Accounts, PFD Accounts every month
and does the Treasury Officer make up-to-date
entries?

52.  Aremonthly verification of the balance at credit of
the above-mentioned account made? Arethere cases
of non-submission of pass books to the Treasury
for consecutive period of three months? If so, has
the Treasury Officer withheld further payment in
such cases until the passbooks are presented and
brought up-to-date? (G.O. No. 13092 dated 1.11.83)

CHEQUE SECTION
53. Does Cheque Writer countersign the counterfoil/
duplicate copy in case of Computer Cheque of the
Cheque forms?
Are the accounts of Bill received and cheque printed
being monitored by the ATO daily ?

54.  Istheaccount of the cheques prepared daily at the
end of the transaction by the D.A. and scrutinised
by the Cheque Writer and the Additional Treasury
Officer regularly? Are these recorded properly in
the relevant register? (Rule 5(16) and clause (ii) of
rule5(17) Appendix 10 of WBTR). Areundelivered
cheques counted and verified properly each day and
kept under double lock system?

55.  Arethe statements, as required under rules 5(10),
5(12) & 5(14) of Appendix 10 of WBTR, sent
regularly to the Accountant General (A&E), West
Bengal?

56. Isthe prescribed procedure followed in respect of
issue of new cheques in lieu of time-barred,
damaged or lost cheques [Rules 5(9) to 5(14) of
Appendix 10 of WBTR]

57.  Isthe account of the blank cheques maintained as
per rule 4(4) of Appendix 10 of WBTR ?

58.  Istheamount and name of payee asrecorded in the
paid cheques verified with referenceto records kept
in Computer/Reqisters of Cheque delivered?
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59. Isthelist of Outstanding Cheques prepared and sent
to the Accountant General (A& E), West Bengal ?
[Rule 6(1) of Appendix 10 of WBTR]

PREVIOUS INSPECTION NOTES:

60. How fare have the defects and omissions pointed out by
Director of Treasuries & Accounts, West Bengal,
Collector, Sub-Divisiona Officer, Treasury Officer, Audit
Officer and Other Inspecting Officers been rectified?

Name of the Inspecting Date of
[nspection

Paras drawn

Paras

Settled

Paras

outstanding

61. Hasreply to the Inspection Report of the Audit sent to the
Accountant General (A& E), West Bengal ?

A detail Status report regarding the reply of all outstanding
with reason for non-submission of reply should be
furnished,

62. IstheRegister for advancedrawal maintained and closing
balance of the unadjusted advance brought forward each
year in next page DDO-wise in terms of Para 2(4) of
Finance Department Order No. 9510-F dated 9.5.83?

63. Isthe report showing the details where adjustment bills
against advances drawn by the Drawing & Disbursing
Officers have not been received within six months, sent
to the Finance Department and DTA, WB? (G.O. No.
9510-F dated 09.05.1983). An upto-date DDO-wise list
of unadjusted advances may befurnished. Stepstaken for
liquidation of outstanding adjustments should be stated.

64. Isevery Revenue Deposit recorded in Register of Receipt?
Is every repayment of Revenue Deposit noted under the
dated initial of the Treasury Officer in the Register of
Receipt aswell as Refund of Deposit Register?(T.R. 6.12)

65. Is up-to-date lapsed deposit statement prepared and
forwarded to the Accountant General (A& E), West Bengal
by 15" of April each year?

66. |srepayment of lapsed deposit recorded in the Register
of Receipt as well as Refund of Deposit Register under
authentication of T.O.? (T.R. 6.19)

67. Report on Computerised Treasury Management System
a) Whether the Registers of Stock for Computer Appliances
such as Hardware, O.S., Installation C.D./Floppy, and
Stationery are maintained properly? Whether the
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Installation C.D./Floppy are kept properly? (vide
Appendix 10 Part B)

b) Whether the Register of Call Book for maintenance
of Hardware and Software are maintained properly?
(vide Appendix 10 Part B)

c) Whether the backup is regularly taken at the end of
each day by the T.O.? (vide Appendix 10 Part B)

d) Whether aregister of period of shut down of computer
arising due to failure of Hardware/Software is
maintained? (vide Appendix 10 Part B)

€) Whether accountsare being generated from computer
or not? If not, reason thereof.

f) Name of the Hardware Vendor

g) Name of the Software Developer

h) Whether adequate support received from the Vendor
and Software Developer?

1) Whether all the packages have been loaded and
working properly?

]) Whether the back up for the Software (Server and
client) including O.S. has been taken in DAT through
software vendor ?

k) Whether there is adequate space in the Tables and in
the Hard Disk? (To be enquired through Software/
Hardware vendor)

[) Whether archival of the old data have been made?
Whether the archived data have been preserver in
DAT/CD properly?

m)Whether correct allotmentsare entered detail head wise
and DDO wise in computer?

n) Whether the sub-allotment are reduced properly in
computer?

0) Whether uniform head of accounts are maintained for
Deposit Recel pt and corresponding Deposit Payments?

p) Whether full heads of accounts with descriptions as
per Budget Books have been entered in the master
table? (No bill should be returned for non-entry of
any head of account in master table.)

g) Whether all the Receipt Challans and paid vouchers
of the bank are entered in computer and verified
properly?

r) Whether the DDO wise monthly Receipt and Payment
statements are sent to each DDO and certificate of
correctness received from each DDO?

s) Whether separate ID is allotted for separate category
of Pensioner?

t) Whether separate|D isallotted for each |abel/sheet of
Stamps?

u) Whether original cheque cancellation certificateissued
by TO is furnished by the DDO with the fresh bill
against cancelled cheque?
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v) Whether Treasury copy of sanction memo is enfaced by
TO at the time of payment?

w) Whether the User-ID isgiven in the name of the user and
not in designation and isdeactivated at thetime of transfer/
“retirement of the user?

X) Whether Bill objection, cheque delivery, cheque
cancellation etc. are made through computer?

y) Whether monthly accounts are closed in computer after
submission of monthly accounts?

z) Whether the back-end corrections are done after approval
from JX. DTA?

68. For Treasuries not yet computerised:

a) Whether Estimatefor Civil and Electrical works have been
sent to DTA?

b) Whether allotment has been received for that purpose?

¢) Whether civil work has been completed?

Whether Electrical work has been completed?

69. SPECIAL COMMENTS, IF ANY

Date:

SIGNATURE OF THE OFFICER CONDUCTING INSPECTION

SPECIAL COMMENTS, IF ANY
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APPENDIX 5
[See T.R. 3.15 & 4.023]

Specia Rules for (i) P W. Directorate, (ii) 1. & W. Directorate and other Directorates executing Public
Works and (iii) Forest Directorate.

Part | —P. W. Directorate, |. & W. Directorate and other Directorates/Departments executing Public
Works.

Introductory

1. TheRulesinthispart shall apply primarily to officesin the Directorates' Departments engaged in execution
of Public Worksinrelation to their transaction with the Treasuries aswell as Banks and where paymentsto
these Officers are made within the ceiling of the expenditure intimated in the form of letter of credit. At
present these Rules are applicable to the following works-executing Departments/Directorates where the
letter of credit is controlled by the Chief Engineer and Head of Directorate mentioned against each subject
tothe approval of the Finance Department. Theletter of credit isissued in favour of the Executive Engineers
or other Officersdeclared asthe Public Works disbursers on the basi s of authorisation made by the respective
Departmentsin consultation with the Finance Department and the A ccountant-General. These rules do not
apply to chargesfor petty construction and repairs executed by the Officers of the Department within their
delegated powersin terms of Item 3 of Schedule“A”, to the Delegation of Financial Power Rules, 1977.
In their application to Treasuries the cash business of which is conducted by the banks these rules are
subject to provisions of Chapter 2 of W.B.T.R.

S Public Works Executing Heads Directorates

No. Deptartments/Directorates

1. Public Works Directorate Chief Engineer

2. Public Works (Roads) Directorate Chief Engineer

3. Public Works (Construction Board) Directorate Chief Engineer

4. Water Resource Development Directorate Chief Engineer - |

5. Housing Directorate Chief Engineer

6. Public Health Engineering Directorate Chief Engineer { Mechanical /

Electrical (ME)}

7. State Water Investigation Directorate Director

8. Urban Devel opment Department Chief Engineering Advisor (CEA)
9. Sundarban Development Board Project Director

10. Public Works (Electrical) Directorate Chief Engineer (Electrical) - |

11. Irrigation and Waterways Directorate Chief Engineer - |

12. | Water Investigation and Devel opment Department Deputy Secretary (CADP)

13. Urban Development Department, | & CP Branch OSD & Deputy Secretary

14. Municipal Engineering Directorate Chief Engineer
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2. The Treasury Officers/Banks are prohibited from making any payment for the disbursement by any
Executive Engineer or Officer acting as public works disbursers except in accordance with therulesin this
part.

Remittanceto the Treasury

3. Moneys received by the Officers of the Engineering Departments/Directorates shall be paid as soon as
possible into the nearest treasury-link bank for credit under head of account “8782-00-102-Public Works
Remittances-001-Remittances into Treasuries.”

Note :-Recoveries on account of rent of public buildings bornein the books of the Public Works Department
or Irrigation & Waterways Department or Housing Department or other Works-Executing Departments
include rents of electric installation, water supply, other special services as aso occupier’s shares of tax
etc., when such recoveries are made by deductions from pay bills of Government Employee and transfer-
credited to the appropriate receipt head of the Government.

4. No deposit account can be opened in a Treasury by an officer executing public work by Government
money and all remittances made by him or on his account must be credited to the treasury accounts as
“8782-00-102-Public Works Remittances-001-Remittances into Treasuries.”

5. A public work disburser shall make remittancein T.R.Form No.7 inwhich hewill enter all the particulars
of remittance. The T.R.Form No.7 shall accompany the cash/cheques, etc. and the Challan shall bereceipted
by the Bank linked to the concerned Treasury without the intervention of the Treasury Officer.

Note :- A copy of the challans meant for the departmental officer on whose behalf the remittance has been
madewill be sent to the officer concerned by the Treasury when they are received from the bank along with
daily accounts.

Drawing from Treasury/Bank

6. Funds may be supplied to the authorised public works disburser of the Department/Directorates:-

(i) Directly by the Treasury on salary (other than wagesfor works), travel expenses, office expenses, other
charges, loans and advances from G.PF. / G.I.S.S,, etc. (not related to works) and

(i) by cheques drawn on the bank within the ceiling of expenditure indicated in the form of |etter of credit
by the Chief Engineer or the Head of the Directorate, as the case may be; all the charges mentioned above
in respect of work charged establishment shall be drawn against L.O.C.

These two classes of payments will be recorded separately in the Treasuries in separate registers.

Note :-Thisruleis not applicable to charges for petty construction and repairs executed by Civil Officers
which are debitable against the service head of department concerned within the grant/appropriation and
allotment of fund.

7. (i) Salary bills and hills for drawal of charges on account of office expenses and other charges (i. e.
contingent bills), withdrawals from G.PF,, final payment of G.PF./G.I.S.S. etc., for regular establishment
shall be cashed by the Treasury Officer only after the officer presenting the bills has been placed in account
with him specifically for this purpose by awritten authority from the Accountant General (Accounts and
Entitlement), West Bengal, issued on the basis of a Govt. order. In the matter of encashing these hills, the
treasury will exercise such checksasare exercised in respect of smilar claimsby other Drawing & Disbursing
Officers.
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(i) At the option of the public works disbursers, the amount indicated in the bill shall be paid by chequefor
the purpose of obtaining bank drafts for remittances to outlying places.
(ii1) Charges on account of the work-charged establishment shall be drawan by the public works disburser
out of the fund made available through ‘ Letter Of Credit’ issued by the Heads of the Works departments as
enumerated inthe para 1 hereinabove. The* Letter Of Credit’ to beissued by the Heads of the Departments/
Directorates shall be addressed to the Branch managers of the banks with which the public works disbursers
have been placed in account for the purpose. Copies of the ‘Letter Of Credit’ shall be endorsed by the
‘Letter Of Credit’ issuing authority to the concerned Treasury Officer who shall fill up therelevant columns
of the * Letter Of Credit’ register as prescribed in T.R 4.052 from the copies of the ‘Letter Of Credit’
received by him from the authorities. It is the duty of the public works disbursers ‘Letter Of Credit’
operator to ensure that the expendituresincurred for thework charged establishment arewithin the available
credit balance in the respective ‘ Letter Of Credit’ account.

(iv) The‘Letter Of Credit’ cheque book issued by one treasury should never be used for withdrawal of
fund from the ‘Letter Of Credit’ account maintained at a bank which is other than the link bank of the
treasury which issued the ‘ Letter Of Credit’ cheque book.

Cheques

8. Executive Engineers and other officerswho are declared as public works disbursersin respect of works
executing Directorates or Departments and who are so authorised by the Accountant General (Accounts
and Entitlement), West Bengal, in accordance with the departmental regulation, may draw cheques on
specified Bank(s) within the ceiling of expenditure asintimated in theform of letter of credit by the concerned
Chief Engineer/Head of Directorate. Fund so obtained by them for works expenditure is covered by a bill
or aregular authority and the Accountant of the division (the Divisional Accountant / Divisional Accounts
Officer) examines the charges before drawal. The relevant bill or authority is not required to be presented
to the treasury along with LOC cheque for drawing the fund. The bank will pay within the letter of credit
issued to it by the Chief Engineer or the Head of Directorate. Theletter of creditissued usually lapsesat the
close of the financial year in which it isissued and a cheque drawn before the end of the year but paid on a
subsequent date shall be taken against the letter of credit of the year in which it was drawn.

Subordinate Officers

9. (1). A Divisional Officer authorised to draw cheques on the Bank may issue a cheque in favour of Sub-
divisional Officersto encash the same against hisown account. Separate accountsfor Sub-divisional Officers
shall not be opened at aBank. The chequesissued by the Divisional Officer shall be paid by the bank within
the celling of expenditure as indicated in the letter of credit of the issuing authority and the same will be
dealt with in the same way as if drawn by himself.

(2). The drawing and disbursing officer/public works disburser of the division may draw salary of a sub-
division under his/her division and remit the salary drawn from the treasury with which he/she has been
placed in account for the purpose by purchasing bank draft on government account to the Assistant Engineer-
in-charge at least seven days before the close of month to ensure timely disbursement of salary of the staff
of the sub-division which is located within the jurisdiction of a treasury other than the treasury within
whose jurisdiction the Divisional Office is located. The DDO/Public works disburser shall maintain the
required bill register, bill transit register etc., as applicable to other DDO'’s of the civil departments for
drawal of fund from atreasury.

Certificate of Total |ssues
(CTI)
10.(a) The Amount of each paid LOC cheque incorporated in the treasury monthly accounts must be
recordedin T. R. Form No. 63, and sent to the Divisional Engineer monthly by the Treasury Officer who
shall get the particul ars of chegues encashed posted in TR form no 63 from the register of cheques encashed
maintained in the treasury for each works division and sign the schedule in token of authentication of the
entries made by his/her treasury in the form. Simultaneously the Treasury Officer shall furnish acertificate
in the following format with the schedule.
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“ | hereby certify that the total issues made from this treasury on cheques drawn against the account of the
Officer-in- charge . ..Division, during... (month/year) amounted to
Rs... (|n words) ................................................................. .

(b) In case of the computerized treasuries a copy of the computer-generated report of the payment register
of cheques encashed under head “8782-00-102-Public Works Remittances-002-Public Works Cheques”
for each works division for each month may be furnished to the divisional engineer concerned with the
necessary certificate as prescribed hereinabove. The said copy of the register as furnished by the treasury
may betreated by thedivisional engineer asthe Certificate of Treasury |ssuesfor the purpose of thedivisional
accounts and submission to the Accountant General (A& E) West Bengal as an enclosure of the “ Schedule
of monthly settlement with treasuries’ in CPWA form 51.

Monthly Settlement

11. The Divisiona Officer should obtain from the treasury the certificate of consolidated Treasury Issues
in respect of cheques encashed during the previous month , prepare the “ Schedule of Monthly settlement
withtreasuries” in CPWA form 51 for submission to the accounts officier with the monthly works accounts
and also the Consolidated Treasury Receipts in respect of remittances sent by him and his subordinates
during the previous month duly signed by the Treasury Officer. The Divisional Engineer/Divisional
Accountant shall verify the Treasury Issues and the Consolidated Treasury Receipts sent to him by the
Treasaer Officer for the previous month in T. R. Forms No. 63 and 64 with reference to his/her office
records.

Supplemental

12. Subject to the above general provisions, supplementary instructions for the guidances of
departmental officers may be laid down by departmental regulations

Part Il —Forest Department
Introductory |

1. Therulesin this part are intended primarily for the guidance of Forest Officersin their dealings with
Treasuries and of Treasury Officers in dealing with the transactions of those officers. They are equally
applicable to any other officer not belonging to the Forest Department who may be authorised to incur
expenditure against Forest grants.

Remittancesto the Treasury

2. Moneys received by officers of the Forest Department shall be paid as soon as possible into the nearest
Treasury-link bank for credit under the head of account “8782-00-103-Forest Remittances-001-Remittance
into Treasuries-Hd-1.”

Note :-Earnest money deposits tendered by contractors or purchasers of forest produce should be paid by
themdirect into the Treasury, where they will be credited to the head “ 8443-Civil Deposit-Security Deposits,
etc.” and not to “Forest Remittances’. Refunds of these deposits will be regulated by T. R. 6.13.

3. The Bank shall receive Forest Revenue-

(1) when paid in by a Forest Officer; or

(i) when the challan (T. R. Form No.7) is countersigned by a Forest Officer under
T.R.3.06; or

(i11) when Treasury Officer is specially authorised to receiveit. In such cases, acopy of the challan shall be
forwarded by the Treasury Officer direct to the Divisional Forest Officer, in order that the revenue may be
brought to account in the books of the |ater.

Monthly Settlement

4. A consolidated receipt in T. R. Form No. 64 for the Forest Remittances received and credited
during the month shall be furnished by the Treasury Officer by the 1% week of the following month to the
Divisional Forest Officer for verification.

Note :- Under the directions contained in the Accounting Rules for Treasuries, 1992, a simple schedul e of
Forest Remittances showing separately the cash received from each Forest Officer and incorporated in the
consolidated Treasury receipt will be prepared every month by the Treasury Officer for submission to the
Accountant General (Accounts and Entitlement)West Bengal.
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Drawings from the Treasury

5. Officers-in-Charge of Forest Divisions are authorised to obtain funds required for departmental
disbursements by drawing chegques on Banks with which they may be placed in account by the Accountant
Genera (Accountsand Entitlement), West Bengal. No letter of credit will beissued specifying thelimit up
to which such cheques may be drawn.

6. The Bank may cash a cheque issued in favour of a Range Officer against the drawing account of a
Divisional Officer.

7. A Divisiona Officer may frequently require fund at a Bank other than that with which the Divisional
Officer banks. In such cases the Divisional Officer may be placed in account with that Bank, fund being,
drawn in the usual manner against the drawing account of the Division.

8. Theleave-salary of officers of the Forest Directorate shall be drawn in the same manner asthe salary of
the duty post isdrawn. The officer going on leave may request for remittance of salary to him by ademand
draft or he may arrange for collection of the leave-salary in the manner as may be convenient for him.

9. In case of the computerized treasuries acopy of the computer-generated report of the payment register of
cheques encashed under head “8782-00-103-Forest Remittance-002-Forest Cheques-Hd-11” for each forest
division for each month may be furnished to the divisional forest officer concerned with the necessary
certificate as prescribed hereinabove. The said copy of the register as furnished by the treasury may be
treated by the divisional forest officer asthe Certificate of Treasury Issuesfor the purpose of the divisional
accounts and submission to the Accountant General (A& E) West Bengal as an enclosure of the consolidated
| ssue-cum-schedule.

Supplemental

10. The provisions of this part may be varied or supplemented to such extent as may be deemed necessary
by Government after consultation with the Accountant General (Accounts and Entitlement) West Bengal .

Guiddinesfor Treasury Officers:

1. In case of PWD Division—The codal provisionsaslaid downin CPWA code and Part-1 hereinabove are
asfollows:- The Treasury Officer shall arrangeto furnish to the Divisional Officer concerned Certificate of
Total Issue (CTI) in the form specified in Rule-10 of Part-1 hereinabove every month. The Divisiona
Officer shall obtain from the Treasury Officer the Certificate of Total Issue (CTI) and reconcilethe Treasury
figures with the Divisional figures.

2. The Treasury Officer shall aso furnish to the Divisional Engineer/Officer concerned a Consolidated
Treasury Receipt (CTR) in T.R. Form No.64 duly filled in with information on all the remittances accounted
for in the treasury for the Division during the month for verification by the Divisional Engineer/Officer.

3. Incase of the Divisional Officer of Forest Department the Treasury Officer concerned shall furnish tothe
Divisional Officers a copy of the consolidated treasury receipt for forest cash remittances in TR Form
No0.64 and may also furnish an extract of the register of Forest Cheques (From IST-I1) duly signed.

4. In case of the computerized treasuries, each Executive Engineer / Divisional Forest Officer attached with
thetreasury shall be provided with an * Operator-Code’ by the treasury. The concerned Executive Engineer
/ Divisional Forest Officer must mention the* Operator-Code’ in every Cheque and Challan issued/deposited
by them. The Treasury Officer must capture the ‘ Operator-Code’ in the computer while recording PWD/
Forest Paid-Cheque or Challan. Copy of the computer-generated report of the payment for cheques encashed
for each works/ forest division for every month shall be furnished by the Treasury Officer to the concerned
Executive Engineer / Divisional Forest Officer. Similarly, the copy of the computer-generated report of
receipt for each works/ forest division for every month shall be furnished by the Treasury Officer to the
concerned Executive Engineer / Divisional Forest Officer. The said copies of the reports as furnished by
the treasury shall be treated by the Executive Engineer / Divisiona Forest Officer as the Certificate of
Treasury Issues (CTI) and Certificate of Treasury Receipt (CTR), asthe case may be, for the purpose of the
works/ divisional accounts and submission to the Accountant General (Accounts and Entitlement), West
Bengal as an enclosure of the schedule of monthly settlement with treasuriesin CPWA form 51.
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APPENDIX 6
[Seeclause? (a) of T. R. 2.39]

Rules regarding receipt, custody and delivery of duplicate keys deposited into Treasury by the
Branch Manager of a Branch of a Public Sector Bank.

1. If the Branch Manager of abranch of the Public Sector Bank at which Treasury work isconducted,
wishesto deposit the duplicate keys of the strong room or currency chest in the Government Treasury, the
Branch Manager or other Officer-in-Charge of the branch of the Public Sector Bank shall personally deliver
aseal ed packet purporting to contain such duplicate keysto the Treasury Officer of the concerned Treasury
and obtain areceipt from the Treasury Officer.

2. Thereceipt of the Treasury Officer shall merely acknowledge the receipt of a sealed packet and
before signing the receipt the Treasury Officer shall satisfy himself that the seals are intact.

3. Onreceipt of the sealed packet, the Treasury Officer will place the samein doublelocksand enter
the transaction in a register, preferably the register of valuablesin T. R. Form No. 3 such register will
contain a column for description in which the Treasury Officer will note with his own hand the number of
seals and date of consignment to double locks.

4. The sealed packet shall not be taken out of double locks except on personal application by the
Branch Manager or other Officer-in-Charge of the branch of the Public Sector Bank, and by the Branch
Head Cashier (or his duly appointed representative). On such joint application the Treasury Officer shall
deliver the sealed packet to the Branch Manager or other Officer and Head Cashier only and then on
receiving back the receipt given by him for the sealed packet under Rule | as well as obtaining the joint
receipt of the Branch Manager or other Officer and Head Cashier for the sealed packet.

5. The Branch Manager or other Officer-in-Charge of the branch of the Public Sector Bank shall
periodically and in any case at periods of not less than six months, verify the presence of the sealed packet
in the double locks of the Treasury and shall satisfy himself that the seals arc intact.

6. The Treasury Officer shall periodically verify, and in any case at periods of not less than six
months, the presence of the seal ed packet and satisfy himself that the sealsareintact. He shall also verify its
presence whenever there is a change in the charge of the Treasury. In the latter case the outgoing and
incoming Treasury Officer shall personally hand over and take over charge of the sealed packet and shall
sign the register mentioned in Rule 3 to this effect.

Rulesfor the safe custody of the duplicate keys of banks

7. Treasuries at places where there are no branches of the State Bank of Indiashould offer facilities
to Public Sector Banks for the safe custody of sealed packets purporting to contain duplicate keys of these
banks subject to the same precautions as are taken while accepting articles for safe custody in Treasuries
provided there is a suitable strong room in the Treasury with adequate accommodation for the deposit of
sealed packets. The following conditions should also be fulfilled before the acceptance of such sealed
packets ;-

(a) aflat rate of Rs. 50 per year or a part thereof per packet containing the duplicate keys of banks
irrespective of the size of the packet will be charged from the bank availing of the facility;

(b) the packets to be accepted for safe custody by the Treasuries should invariably be sealed properly
before handing it over to the Treasuries,

(c) the Government should have the option either to accept or to reject the duplicate keys of aparticular
bank;
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(d) the Government or any of its officers should not be held responsible for the loss of sealed packets
containing duplicate keys either through destruction by fire or by theft, fraud or any other cause
including negligence of its employees.

8. The bankswill be permitted to withdraw the keystemporarily and no extra charge will be levied
for that purpose provided the keys are re-deposited with the Treasury before the close of business of the day
on which it is withdrawn.

9. A fee of Rs. 10/- shall be charged in cases where the duplicate keys are not re-deposited on the
same day on which they are withdrawn but are re-deposited within aperiod of seven days counting from the
date of withdrawal. If, however, they are re-deposited after seven days, the transaction shall betreated asa
fresh deposit and a charge of Rs. 50/- shall be levied.
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APPENDIX 7
[Seeclause 2 (c) of T. R. 2.39]

Rulesfor Safe Custody of non-Treasury padlocks and keys and duplicate keys of such locks

1. Every padlock of cash chests or amirahs containing val uable documents shall have anumber impressed
upon it or attached to it by ametal or other label, and the same number shall beimpressed on or attached to
each key belonging to it.

Note :- The term “padlocks’ includes aso the *self locks' of iron safes and steel almirahs used for
keeping cash and valuables.

All spare padlocks of Collectorate with their keys and all duplicate keys of locksin use in offices
Situated at the headquarters of a district, Sub-divisional Offices and other outlying offices in the
district shall be sent to the Treasury Officer for safe custody in aconvenient small container/packet
which can be opened easily.

(b) The padlocks and keys sent to the Treasury Officer for safe custody shall be sent with aforwarding

letter mentioning the numbers of the padlocks and the keys so sent.

(c) The Treasury Officer shall send receipts direct to the officers concerned after the necessary entries
have been made in hisregister.

3. A register of all padlocks and keysreceived for safe custody by the Treasury Officer shall be maintained
in the following form :-

2. (8

Date | From No. No.of | Nameof | Initials | Dateof | No.and |Initial of [Remarks
of whom | borne | duplicate | office of the [removal| dateof the
receipt [received| by keys using | Treasury| of any order  [Treasury
pad- | received the Officer [duplicatel sanctioning| Officer
locks padlocks | recieving| keys the removing
and removal | thekey
key
1 2 3 4 5 6 7 8 9 10

4. The padlocks and keys received by the Treasury Officer shall be kept in a special box in the Treasury
in the custody of that Officer.

5. (a) At least once every three months, and whenever the charge of the Treasury istransferred, all padlocks
with their keys and all duplicate keysin the custody of the Treasury Officer shall be examined by
him, and a certificate that they have been found to be correct shall be recorded in the register.

(b) The Collector or Collector-in-Charge shall examine and verify the entries once a year during his
annual inspection.

6. () If any key in useislost the lock shall be opened unless otherwise directed by the head of the office
with a duplicate key obtained from the Treasury Officer, and the lock and the key shall then be
withdrawn from use.

(b) A duplicate key shall beissued by the Treasury Officer when the requisition for it issigned by the
head of the office concerned.

(c) Nolocal mechanic shall be allowed to repair apadlock except under the personal supervision of the
head of the office. Where such local supervision is not possible or where there is doubt as to the
safety of the operation of repair, anew lock and key shall be brought into use. A new key shall inno
case be made locally.

Note :- The duplicate keys of the padlocks of the officesin Kolkata may be lodged for safe custody either
with the Kolkata Collectorate Treasury or with the Alipore Treasury No. |, South 24-Parganas.
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APPENDIX 8
[See T. R. 4.134]

Rulesfor Secret Service Expenditure

1. When an allotment is placed at the disposal of on Officer for secret service, the Officer concerned
shall maintain aregister [as mentionined in West Bengal Financial Rules] in which the date and amount of
each bill shall be entered with anote of the progressive expenditure. Within the allotment, the Officer may
draw billsin T. R. form No. 26 for such sums as may be necessary. Such bills need not be supported by
vouchers.

2. The general control of expenditure incurred against the allotment shall be vested in the officer
aforesaid who shall be responsible for the expenditure and shall ensure that accounts are duly maintained
and that payments have been properly made for the purpose for which the appropriation has been made.

3. The Officer aforesaid shall maintainin the form of acash book a secret record of the expenditure
and receipts (if any) connected with the allotments. This record shall contain the amount and the date of
cash payment and such indication of its nature as the Officer mentioned in Para 4 below may consider
necessary in order to enable him to discharge the responsibility placed upon him by that para. The amount
drawn from the ‘treasury as secret service expenses shall be entered in the cash book on the receipt side,
number and date of bill being noted against the entry.

4. In respect of each officer authorised to incur secret service expenditure, the Administrative
Department shall nominate, in consultation with Finance Department, a Controlling Officer who shall
conduct at least once in every financia year, a sufficiently real administrative audit of the expenditure
incurred and furnish a certificate to the Accountant-General in the following form not later than the 30"
June, following the year to which it relates:

“1 hereby certify that the amount actually expended by me or under my authority for secret service
in the year ending the 3Ist of March was Rs. and that the balance in hand on the said 31st
March, was Rs. and that this balance was surrendered by short drawing in the first bill
presented during the year and | declare that the above payments on secret service have been made in the
public interest out of secret service funds and that they were properly made.”

5. Theaccountsof Secret Service expenditure shall not be subjected to scrutiny by the audit authority.
6. With reference to expenditure in Police Officers the procedure will be asfollows :

Inspector General of Police, West Bengal and Commissioner of Police, Kolkata will make sub-allotment
respectively to different Deputy | nspector Generalsand Deputy Commissionerswho will maintain necessary
registers and draw money.

The Assistant Inspector General and the Deputy Commissioner head-quarters will make a thorough audit
of expenditureincurred by Deputy Inspector Generals and Deputy Commissioners and thereafter I nspector
General of Police, West Bengal & Commissioner of Police, Kolkatarespectively will furnish the certificate
in proper form.
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APPENDIX 9
[See T.R. 4.032]

Different Classes of Receipts exempt from Stamp Duty

Note:- The contents of this appendix have no validity except in so far asthey reproduce the exact wording
or represent correctly the meaning of the relevant Act, rule or order by which the exemptions have
been granted. No doubtful case should be decided except by reference to the appropriate Act, rule
or order, as the case may be and if necessary, to the Government.

Thefollowing items are exempt from Stamp Duty
1.  Receipt given by or on behalf of or in favour of the Government of India
2. Receipt on cheques.
Note ;-Receipt on income-tax refund orders falls within this category.
3. Receipt given for payment of interest on Government Promissory Notes.

4. Receipt for pensions or allowances by persons receiving such pensions or allowances in respect of
their service as non-Commissioned or Petty Officers, Soldiers, Sailors or Airmen, and not serving
the Governmentsin Indiain any other capacity.

Note:-The expression Soldiers/Airmen used in this appendix includes persons below the rank of non-
Commissioned Officers who are en- rolled under the Indian Army Act, 1911/Indian Air Force Act,
1932.

5. Receiptor bill of lading issued by aRailway Company or Administration or an Inland Steamer Company
or an Air Transport Company for the fare for the conveyance of passengers or goods or both or
animals or for any charges incidental to the conveyance thereof or given to such Company or
Administration or Inland Steamer Company for the refund of an overcharge made in respect of such
fare or charges.

5A. Receipt given by aRailway or Administration or an Inland Steamer Company, for money received by
it from another Railway Company or Administration or Inland Steamer Company or from Tramway
Company or other carrying Company on account of its share of faresor freight for the conveyancein
through traffic of passengers or goods or both or of animals.

5B. Receipt of Bill of lading issued by the Commercial Carrying Limited, for the farefor the conveyance
of passengers or goods or both or receipt given by the said Company for the refund of an overcharge
made in respect of such fare.

6. Receiptfor pay or allowances by non-Commissioned or Petty Officers, Soldiers, Sailorsor Airmen of
Military, Naval or Air Forces and those of the irregular corps when serving in such capacity, or by
Mounted Police Constables.

7.  Receiptsgiven by holdersof family certificatesin caseswherethe person from whose pay or allowances
the sum comprised in the recel pt has been assigned isanon-Commissioned or Petty Officers, Soldiers,
Sailors or Airmen of any of the said Forces and serving in such capacity.

8. Receipt given for pension or allowances paid by the Government to an heir of a deceased non-
Commissioned Officersor Petty Officers, Soldiers, Sailorsor Airmen of Military, Naval or Air Forces.

9. Receipt for any payment of money without consideration, such as receipt for grant-in-aid bills, for
fees paid to Barristers-at-Law, for scholarships, and for refund by Hospitals of advance payments
made by patients.

Note:- The receipt for fees paid to advocates through a briefing or instructing Government Solicitor or
Advocate need not also be stamped.
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10.

11.
12.
13.
14.

15.

16.

17.

18.

19.

20.
21.

22.
23.

Receipt for payments of free grants made by Government from State revenues to Municipalities,
District Boards and other local bodies for objects of the nature noted below ;-

(i) Augmenting the resources of the local bodies.

(i1) Establishing an equilibrium between receipts and expenditure.

(iii) Contribution towards the maintenance or equipments of Schools and Hospitals.

(iv) Contributions towards improvement of roads or water supply.

(v) Contributions towards gratuitous relief in famine stricken areas.

All other grants for educational, charitable and religious purposes.

Receipts granted for adjustments between State and Local Funds.

Receipt for payments of rent by a. cultivator on account of land assessed to Government revenue.

Receipt for advances made by Government under the Agriculturists Loans Act, 1884 (Act 12 of
1884).

Receipt given by aheadman or lambardar for land revenue or taxes collected by him.

Receipt endorsed on instruments executed by or on behalf of any society for the time being registered
or deemed to’ be registered under the West Bengal Co-operative Societies Act, 1973, or instruments
executed by any officer or member of any such society relating to the business of the society.

Such other receipts or class of receipts as may be legally exempt from stamp duty.

Receipt given by, or on behalf of, a depositor in a Post Office Savings Bank for a sum of money
withdrawn from any such Bank.

Receipt endorsed by the payee on a Postal Money Order or given by the payee to the Post Office for
asum paid to him in adjustment of a short or wrong payment of such an order.

Receipt endorsed by the holder of a Post Office cash certificate at the time of its discharge.

Receipt given by an officer of the Indian Posts and Telegraphs Department in respect of asum paid to
him by the Government as an advance for the purchase of railway or steamer tickets.

Receipt for payments made by or on behalf of Government of India-. or any State Government.

Receipt given by aperson, for advance exceeding Rs. 20 received by him from the State Government
under the Agriculturists loans Act, 1884 (Act 12 of 1884).

Note;-1. Cash Memorandum issued by tradesmen for sales against cash payment are not treated as receipts

within the meaning of Section 2(23) of the Indian Stamp Act (Act 2 of 1899) and need not be stamped
even if the amount exceeds Rs. 5000 unless they contain any acknowledgement of the receipt of
money from the purchasers as named therein of the price of the articles sold.

Note :-2. The following documents do not come under any of the exemptions mentioned above but are

(@
(b)

(©)
(d)
()
(f)

chargeable with stamp duty under the general rules :-

Receipts signed by a Government Officer acting as executive Officer of a Municipality and the
Chairman of a Municipality.

Receipts [other than those mentioned in Item (8) above] drawn on account of Cantonment and other
Local Funds.

Receipts for advances taken by Government employees.
Receiptsfor refund or repayment of deposits other than those covered by Items (16) above.
Receipts on acquittance rolls of establishments.

Receipts drawn by the Accountant-General or the Treasurer of Charitable Endowment on account of
interest oil Municipal or Port Trust debentureskept in hiscustody asordinary Trust Fundsor Charitable
Endowments.

Note :-3. When aloan is given as awhole to the whole body of borrowersit will be sufficient to affix aone

rupee stamp thereon. When the loan is divided by the Deputy Collector and a certain portion is
assigned to each of the loaness, then in every instance when such portion exceeds Rs. 5000 a one
rupee stamp is required.
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APPENDIX 10
[See sub-rule (2) of T. R. 4.017]

Rulesfor Payment by Cheques
Part A
Manual System

1. Receiving of Billsat the Counter

(2) All bills shall be received at the Receiving Counter from the Drawing & Disbursing Officer or his
authorised representative through the Bill Transit Register and for each bill received atoken will
beissued by the counter clerk after puting hisinitial inthe Bill Transit Register. The counter clerk
shall maintain, for al transactions, bound “ Registers of Bills Received and Passed” inthe Form as
shownin Annexure“A” intriplicate. The pages of “Registers of Bills Received and Passed” shall
be machine numbered serially and the duplicate and triplicate copies marked by the same number
asontheoriginal. Separate Drawing & Disbursing Officerwise register will be opened for Salary
bills, Pension bills and other bills.

(2) On receipt of a bill, the counter clerk shall hand over the token to the Drawing & Disbursing
Officer or his authorised representive at the counter, write the number as well as date of issue of
token prominently at the top of the bill and make necessary entries in the “Registers of Bills
Received and Passed”. He shall send the billsin convenient batches, at |east twice daily by 11-30
am. and 2-30 p.m., to the respective clerks of the Bill Section along with “Registers of Bills
Received and Passed”. The clerks shall receive the bills along with the duplicate and triplicate
copies of the said register and put his signature on the original copy thereof.

2. Checking and Passing of Billsin the Bill Section

(1) Theclerksof the Bill Section shall, on receipt of the bills, exercise proper treasury check, enter itin
specified registers. The billswhich cannot be passed for one reason or the other will bereturned to
the counter direct for delivery to the Drawing & Disbursing Officer concerned through the” Registers
of Bills Received and Passed” after making suitable entries therein. The unpassed bills shall be
accompanied by arelevant Return Memo. (Annexure“B”,”B1", “B2", “B3" and “B4") signed by
the Treasury Officer/Additional Treasury Officer stating the grounds on which they are returned.
In case the bills have been accepted after scrutiny, the clerks of the Bill Section shall affix the pay
order on the bill and fill up the relevant entries in .the “ Registers of Bills Received and Passed.”
The name of the party in whose favour the chequeisrequired to be drawn shall be written on the
bill in red ink immediately above the pay order.

(2) Normally, cheques should be issued in favour of the drawer of the bill unless there is specific
written request by the Drawing Officer to issue cheques in favour of other persons or parties. If
there is such arequest, the Treasury Officer shall, if the endorsement isin order, writein red ink
immediately above the pay order, the name of the party in whose favour the chequeisto beissued.
It shall be clearly indicated by the Treasury Officer whether the cheque should be crossed or
Account Payee or Open, as per Rule 5(2)(d) below. In case where the bill is not payable before a
specified date, astamp “ not payable before " shall be affixed next to the pay order.
All such bills shall be submitted to the Treasury Officer together with the “Registers of Bills
Received and Passed” for signature through the Accountant or Additional Accountant as may be
authorised for signature. The Treasury Officer shall carry out such scrutiny asis required of him
and will signthe pay order and the* Registersof BillsReceived and Passed” and return themto the
clerk concerned of the Bill Section. At the end of each week and also every Wednesday (if the
Wednesday be a holiday, of the next working day) the Bill Section will prepare alist of agewise
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outstanding bills from the various “Registers of Bills Received and Passed” and submit it to the
Treasury Officer for scrutiny. The Accountant will get this work done under his supervision. No
bill shall be kept pending for more than three days. If a bill cannot be disposed of within three
days, thefact should beintimated to the Treasury Officer / Additional Treasury Officer with reason
therefore in the very next day.

3. Transmission of Passed Billsto the Cheque Section

All passed bills shall be transmitted to the Cheque Section together with the duplicate and triplicate
copiesof the*Registersof Bills Received and Passed”. The duplicate copy shall bereturnedto the
Bill Section with theinitials of the Cheque Writer of the Cheque Section, whilethetriplicate copy
shall be retained for necessary record. Bills, if any, subsequently passed, shall be entered by the
Bill Section in the duplicate copy and sent to the Cheque Section. The Cheque Section while
giving initial on the duplicate copy for the receipt of their bills, shall simultaneously note on the
triplicate copy previously retained.

4. Cheque Foilsand their Custody

(1) Chegue Foils: Chegue foils are printed with counterfoils and are machine numbered serially. The
cheques are generally bound in books of 100 foils each. No date shall be printed on the foilsthis
being noted at the time of the delivery of cheques as prescribed in Rule 5(15) below.

(2) In the first week of January every year indents for supply of cheques shall be prepared by the
Treasury Officer and sent to the Pay & Accounts Officer (1), Kolkata for onward transmission to
the Controller of Stamps, Central Stamps Stores, Nasik Road. The Pay & Accounts Officer (1),
Kolkata, shall, by the 3rd week of January each year, consolidate theindentsreceived from various
Treasuries and place a consolidated indent with the Controller of Stamps, Central Stamp Stores,
Nasik Road. In the indents, cheque foils in stock on the first day of January of the current year,
chegue foils consumed during the year ending thirty-first December and cheque forms required
for the next year together with three months' reserve shall be mentioned. The indent should be
based on the average consumption as actually shown in the Register of Cheque Foils [Vide Sub-
rule (4) below] maintained in the Cheque Section. The cheque bookswould be generally supplied
in the month of June/July. The size and design of the cheque foils can be changed only with the
approval of Government in the Finance Department.

(3) Custody of Cheque Books: On receipt of the supply of the cheque books from the Controller of
Stamps, Central Stamp Stores, Nasik Road, the Pay & Accounts Officer (1), Kolkatashall verify to
his satisfaction that the number of cheque books indented has actually been received in good
condition and that those are recorded properly in the ‘ Stock Register of Cheque Books' in the
form at Annexure ‘R’.

(4) I'ssue of Cheque Books : Cheque Books shall be issued to the Treasury Officer only on proper
requisition after making necessary entries in the ‘ Stock Register of Cheque Books (Annexure
‘R’). Treasury Officer, onreceipt of cheque books, shall verify to his satisfation that he hasreceived
the actual number of cheque booksin good condition as per requisition and he shall make necessary
entriesinthe* Stock Register of Cheque Books' (Annexure‘R’). Similar procedure shall befollowed
by the Treasury Officer in case of issue of cheque books to other cheque drawing officers.

(5) Thereceipt of cheque books from the Treasury Officer’s stock shall be entered in the ‘ Register of
Cheques Received & Used’ (Annexure”C”) to be maintained by the Additional Treasury Officer
(cheque) in which datewise number of chequesused, i.e., chequesactually signed by the Additional
Treasury Officer (Cheque), the number of cheque(s) cancelled (with the Serial No. of the cancelled
cheque specified), the number of cheques in hand with the daily opening and closing cheque
number, should be shown.
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(6) At the opening of business on each day, the Additional Treasury Officer (Cheque) shall make over
to the Cheque Writer such number of chequefoilsas he considers sufficient for day’srequirement.
Thisshall be entered by the Additional Treasury Officer (Cheque) inaNote Book to be kept in the
safe under lock and each entry shall be signed by him and the Cheque Writer.

(7) Unless otherwise specified in any Departmental rules and regulations the counterfoils of cheques
issued by the Treasuries shall be preserved for a period of three years. In cases, however, where
the counterfoils are required to be preserved in connection with court case / enquiry etc., these
should not be destroyed unless otherwise advised by the Government.

5. Work in Cheque Section
(1) The Cheque Section will be under the supervision of the Addl. Treasury Officer (Cheque).

(2) Immediately on receipt of passed billsfrom the Bill Section, the Addl. Treasury Officer (Cheque)
/Cheque Writer shall examine the bills with reference to the following points and. if in any bill a

defect is noticed in regard to any of these points, he shall return the bill to the Bill
Section for certification :-

(i) That the pay order has been signed by the Treasury Officer / Additional Treasury Officer and is
genuine and that the amount is given both in words and figures and the two entries agree ;

(it) That when the amount for which the bill has been passed for payment is less than the amount
claimed, the bill isaccompanied by aretrenchment dlip (Annexure®D”) stating the amount claimed,
amount retrenched and the net amount passed for payment with reasons,

(iii) That when the bill bears any endorsement, the endorsement is made under a separate signature of
the drawer of the bill and is endorsed by the Treasury Officer to be in order;

(iv) Whether the Cheque to be issued shall be open or crossed :

Salary cheques must be drawn in favour of the Drawing & Disbursing Officer unless otherwise
ordered by the Government. All other personal claims of government employees above Rs. 20,000/
- shall bedrawn by Account Payee chequesin favour of the claimant. Chequesissued to contractors
and suppliers above Rs. 2,500/- should invariably be crossed and Account Payee.

Note :- Petty payments on account of office expenses etc. upto Rs. 500/-, may be made from permanent
advance of the Drawing and Disbursing Officer.

(V) Whether more than one cheque has been asked for on abill and if so whether the request is made
under a separate signature of the drawer of the bill and particulars for such charges are given on
the bill and the same is endorsed by the Treasury Officer to bein order.

(3) The Cheque Writer will prepare a Cheque Memo. (Annexure“E”) for two or more bills when they
are payable to the same person. In preparing the Cheque Memos., care should be taken to record
the full name and designation of the payee. The retrenchment dlips, if any, should be attached to
the Memo.

(4) The Addl. Treasury Officer (Cheque) / Cheque Writer shall maintain a register showing the
distribution of bills among the Cheque Writers (Annexure “F”), enter therein the bills and make
them over to the Cheque Writers.

(5) The Cheque Writer shall write the cheques and note the cheque numbers against the pay orders on
the bills, enter the Cheque No. and complete the Register of Cheques Drawn (Annexure “G”) to
be maintained in duplicate. If acheque hasto be cancelled for any reason, its number should aso
be entered in the Register with the remarks “ Cancelled” against it. The Cheque Writer shall then
submit the chequeswith the passed billsto the Additional Treasury Officer (Cheque). The Additional
Treasury Officer (Cheque) shall check the entries on the chequeswith pay order and other relevant
entrieson thebills, sign the cheques, cancel the pay order on the bill stamping it “ Cheques Drawn”
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(9)

(10)

as near to the pay order on the bill as possible and draw aline in ink across the Pay Order, care
being taken to seethat no portion of the pay order isrendered illegiblethereby. He shall theninitial
the counterfoil and sign the entry on the “ Register of Cheques Drawn” after which he shall return
the signed cheques and the relevant documents to the Cheque Writer.

(6) The Cheque Writer will be wholly responsible for the blank cheque handed over to him by the
Additional Treasury Officer (Cheque). The Additional Treasury Officer (Cheque) / Cheque Writer
may, while distributing the cheque foilsto the cheque Writers, note the number of Cheque foils so
handed over in anote book in Form (Annexure‘H") and take their initials. At the close of the day,
he will take an account from the Cheque Writers to satisfy himself that he has received a full
account of the cheque forms made over to them.

(7) The Additional Treasury Officer (Cheque) shall maintain a Note Book in Annexure “S’ showing
the Numbers of the cheques signed by him on each occasion in order that, at the end of the day, he
may have ready means of checking the serial numbers and the total number of the cheques signed
by him as prepared by the Cheque Writer and enumerated in preceeding “Register of Cheques
Drawn” with reference to his Note Book.

(8) In writing a cheque the following instructions shall be observed :-

(i) The name of the party, in whose favour the cheque is to be drawn, shall be ascertained correctly
from instructions and particulars given on the bill and entered first on the counterfoil, care being
taken to ensure that the initials and names are correctly spelt, that designations, etc. are properly
filledinand in the case of Banks, the chequeisdrawn in favour of the Manager or Secretary asthe
case may be.

(i) The amount passed for payment shall be entered in figures on the counterfoil direct from the pay
order.

(iii) When several bills are consolidated in one cheque, the amount of each bill shall be entered in
detail on the counterfoil and then totalled.

(iv) Thetoken numbers of the bill/bills shall be correctly entered on the top of the counterfoil and that
of the chequefoil.

(v) The cheque shall be crossed when it isto be despatched by post or when it is payable to a Bank,
private person, autonomous body or firm, if an open cheque has not been specifically asked for by
the drawer of thebill. All chequesfor pay and allowances of the establishment and office expenses
etc. encashable by the Drawing and Disbursing Officer, shall be order cheques.

(vi) The number of the cheque shall be entered on the bill in respect of which it isdrawn near the pay
order, and

(vii) The foil and counterfoil shall bear theinitials of the person who has actually written the cheque.

I ssueof new Chequein lieu of Chequeslost or destroyed after delivery: If achequeisreported
by a Drawing & Disbursing Officer (supported by F.I.R.) to have been lost or destroyed, the
Additional Treasury Officer (Chegue) shall ascertain from the Bank’s scroll that the cheque has
not been paid and will issueinstruction to the Bank concerned not to pay the cheque on subsequent
presentation. Thereafter he will cancel the lost cheque and issue anew cheque in lieu of the lost
one in accordance with the procedure laid down in Rule 5(13). The fact of loss, cancellation and
issue of anew chequewith number thereof, need be recorded on the counterfoil of thelost cheque.
The number and date of the cancelled cheque as a so of the new cheque issued thereagainst shall
be recorded on the note book for preparation of the monthly return mentioned in Rule 5(10).

The Treasury Officer shall furnish to the Accountant General (Accounts and Entitlement) West
Bengal, a monthly return showing the numbers and amounts paid through the new (i.e. fresh)
cheques, if any, issued during the month, in lieu of cancelled ones. If no new (i.e. fresh) cheque
has been issued in any particular month, a*NIL’ report should be sent to the Accountant General
(Accounts and Entitlement) West Bengal .
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(12) Cancellation of Cheque beforedelivery: A chequetorn, mutilated or otherwise unfit for use, may be
cancelled and thefoil destroyed by the Additional Treasury Officer (Cheque) after keeping anote
accordingly onthe counterfoil of the same under hisdated signature. If acheque after being written
and signed, isrequired to be cancelled before delivery for some reasons or other and the bill isto
be returned unpaid, the Additional Treasury Officer (Cheque) shall stamp thefoil and counterfoil
of the Cheque and the pay order of the bill with the words* Cheque Cancelled” . The cheque shall,
thereafter, be entered in the “ Register of Cheques Delivered” (Annexure J) with cheque number
and thewords* Cheque Cancelled” noted against it and thebill returned to the Drawing & Disbursing
Officer on recovery of the token. The fact of cancellation of the cheque should also be noted
against therelevant entry inthe“ Register of Cheques Drawn” (Annexure G). The cancelled cheque
should be pasted with the counterfoil. Before return of the bill to the Drawing & Disbursing
Officer the same may be sent back to the Bill Section to add back the amount of the bill already
deducted from the allotment in the register at the time of passing of the same by the dealing
assistant.

(12 Cancdllation of Cheque after delivery : When a cheque, already delivered, is required to be
cancelled subsequently on the request of the Drawing and Disbursing Officer of the bill or for its
being lost or time-barred and no fresh cheque is required to be issued in lieu thereof, the fact of
cancellation should be recorded on the counterfoil of the cheque and al so against the original entry
in the “Register of Cheques Delivered” with the date of cancellation. At the same time necessary
particularsin respect of the cancelled cheque should be recorded by the Accounts Section of the
Treasury in a statement in the following proforma, for onward transmission to the Accountant
General (Accounts and Entitlement) West Bengal, every month, for writing back the expenditure
in respect of the cancelled cheque already included in his accounts. In case of cancellation of
chequerelating to ‘ Provident Fund’ and ‘ Loans& Advances' to government employees, the name
of the employee and G.P.Fund Account No. / Identification No., if any, shall have to be furnished
along with the requisition dip of the D.D.O. and the Statement of cancelled cheque(s) by the
Treasury Officer. An intimation may be sent to the Drawing & Disbursing Officer by the treasury
certifying cancellation of the cheque and mentioning therein the rel evant Voucher number, Voucher
date, head of account to which the bill was debited, cancelled cheque number and amount of the
cheque. If no fresh Chegue is required by the Drawing & Disbursing Officer and the cheque is
cancelled within the financial year in which it was originally issued, provisions may be made to
add back the amount of the bill already deducted from the alotment in the register at the time of
passing of the same by the dealing assistant in the Bill Section.

Statement of cancelled Treasury Cheque for the month of

Sl. Name of the | Cheque | Amount | Voucher | Monthof | Headof | G.PFund |Remarks

No. | Drawing& | No.& of No. Treasury | Account | A/cNo./
Disbursing Date Chegue Accounts [dentification
Officer No., if any

with
employee's
name

1 2 3 4 5 6 7 8 9
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(13)

When an occasion arisesfor the cancell ation of acheque, the Cheque Writer shall bring the documents
at once to the Additional Treasury Officer (Cheque), for necessary action without waiting for the
closing of the day’s business. The number of the cancelled cheques should be entered
chronologically in a Register and the cancelled cheque, if in possession of the Cheque Section
should be enclosed with the statement mentibned above for onward transmission to the Accountant
Genera (Accounts and Entitlement) West Bengal.

In the case of acheque which is cancelled after delivery to the party concerned and where anew
(i.e. fresh) chequeisrequired to be issued in lieu thereof on the request of the drawer of the hill,
anew (i.e. fresh) cheque bearing adifferent number may beissued after observing al the precautions
mentioned in Rule’ 5(9); The amount of the cheque so issued shall not be taken into the “ Register
of Cheques Drawn” or “Register of Cheques Delivered.” In the space for the amount in those
Registers, there shall, however, bewritten*Issued inlieu of Chegque No. dated

”. Anentry to that effect shall be made on the counterfoil of the cheque cancelled and the
number of new (i.e. fresh) chegque issued, noted thereon. As no adjustment in the account is
necessary, the cancelled cheque, if in possession of the Cheque Section, should be pasted with the
counterfoil thereof.

(14) Issue of fresh Chequesin lieu of time-expired Cheques:

(i) Cheques shall be encashable at any time within three months after the month of issue. Thus a
cheque bearing date any time in January is payable at any time upto 30" April. If the currency of
acheque expires owing to its not being presented at the Bank within the period specified above,
it may be cancelled and afresh cheque issued in lieu thereof and the cancelled cheque dealt with
and preserved in accordance with the procedure prescribed in Rule 5(13). A cheque remaining
unpaid for any cause for twelve months after the month of its issue, should be cancelled in the
manner as laid down in Rule 5(12) and reported to the Accountant General (Accounts and
Entitlement) West Bengal, for writing back in the accounts. In such case fresh sanction, allotment
and bill shall be necessary in order to draw the amount.

(i) Chequesissuedinafinancial year or afresh chequeissuedin lieu thereof may be encashed within
three months after the month of issue of the cheque or 30" June of the next financia year, whichever
isearlier.

(iii) A chequeissued in afinancia year cannot be encashed on adatein the next financial year excepting
the cheques issued in the months of January to March. A fresh cheque can beissued in lieu of a
time-expired cheque authorising encashment on adate beyond 30th June, only when arequisition
of the Drawing Officer isreceived by the Treasury in the Form as at Annexure ‘M’ stating inter
alia that requisite fund has been allotted in the current year’s budget. Such payment will not be
authorised beyond twelve months after the month of issue of the original cheque.

(15) Déelivery of Cheques

(1) The passed bills along with the cheques drawn and the “ Register of Cheques Drawn” in duplicate,
shall be sent to the Delivery Counter for delivery of the cheques. The counter clerk should signon
the original copy of the“ Register of Cheques Drawn” and return it, and retain the duplicate copy,
for record. The pages of the Register of Cheques Drawn shall be machine numbered.

(i) Before delivering acheque, the counter clerk shall take back the token, verify its number with the
token number affixed on the bill and also collect areceipt in the form as shown in Annexure “1”
signed by the payee as well as by the messenger who has been authorised for collection of the
cheque. Before delivering the cheque, he shall make necessary entriesin the  Register of Cheques
Delivered” in duplicate. He shall then put the date stamp on the cheque and in cases where the
chegue is not encashable before a specified date, he shall affix the stamp “Not payable before

" onthecheque. He shall write*C.D.” onthebill with hisdated initials, toindicate

that the cheque hasbeen delivered. Thebill will be stamped as* Paid’ after the chequeisdelivered
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for transmission of paid vouchers to the Accounts Section from the Cheque Section.

(ii1) Treasuries may show only salary chequesin the “ Register of Cheques Delivered” on the relevant

dates on which these are made encashabl e irrespective of their date of issue. The date of delivery
of cheques as noted in the “ Register of cheques Delivered” shall be taken as the date of payment
for inclusion in the Treasury Accounts.

(16) Daily closing of accounts at the counters

At the end of the day, each counter clerk shall prepare an account of cheques received at the
beginning of the day, cheques received during the course of the day, cheques delivered, and the
closing balance of chequesin hand. He shall also reconcile the number of cheques delivered with
the number of tokens received by him during the course of the day and with the total of entriesin
the “Register of Cheques Delivered.” He shall enter the total amount of cheques delivered in
figures as well asin words and submit the Register to the Additional Treasury Officer (Cheque)
through the Cheque Writer for scrutiny and signature.

(17) Transmission of Vouchersto the Accounts Section

(i) All paid vouchers will be handed over by the counter clerks to the Cheque Writer of the Cheque

Section along with the“ Register of Cheques Ddlivered”. The Cheque Writer will retain thevouchers
along with the duplicate copy of the* Register of Cheques Delivered” after initialling and returning
the original register. After recording necessary entries in the “ Register of Cheques Drawn”, for
each cheque delivered and after reconciling the cheque account for the day, the Cheque Writer
shall transmit the copy of the “Register of Cheques Delivered” together with voucher to the
Accounts Section on the following day.

(it) All undelivered cheques together with the bills, shall also be returned to the Cheque Writer at the

end of the day. The “Head” Cheque Writer / Cheque Writer will verify the number of chequesin
hand with the cheque account prepared by him and retain them under double lock until issued
again to the counter clerk on the next working day.

6. Account of paid vouchersin the Accounts Section

(1)

(2

On receiving the paid vouchers, the Accounts Section shall take such steps as are necessary, in
accordance with the existing procedure for the accounting of these vouchers. The account will be
sent to the Accountant General (Acounts and Entitlement)West Bengal twice amonth, the 1% list
on the 14" of the month which will include payment from 1% to 10" and the 2™ list on the 5" of the
following month, including payments from 11" to the end of the preceding month as well as an
account of the receiptsfor the whole of the preceding month. On receiving the paid chequesfrom
the Bank, the Accounts Section should tick off in the “ Register of Cheques Delivered” and from
this, alist of outstanding cheques shall be prepared and submitted to the Accountant General
(Acounts and Entitlement)West Bengal, with the monthly accounts.

The accounting procedure in respect of cheques will be as under —

The amounts of the bills for which cheques are issued should be included in the relevant List of
Payments, the amount of the corresponding cheques issued being simultaneously shown in the
Cash Account under the head “ 8670 — Cheques and Bills’. The entry in the Cash Account may be
supported by a Schedule of cheques issued.

The schedule of paid cheques (together with the paid cheques) received from the bank should be
transmitted by the Treasury Officer to the Accountant General (Acounts and Entitlement)West Bengal
along with the List of Payments showing the total debit under the head “8670-Cheques and Bills-by per
contra credit to the head “8675-Reserve Bank Deposits, etc.”.

7. Register of Tokens

(1) Thereceipt and issue of tokenswill be recorded in the “ Register of Tokens” in Annexure“K”. The



168 THE KOLKATA GAZETTE, EXTRAORDINARY, JUNE 14, 2005 [ParT |

Counter Clerk shall verify daily the stock of tokensin hand after taking into account the unredeemed
numbers. This verification isintended as a numerical check and the object is to see that, for the
number of tokensthat are not in hand, an equal number of billsexistsinthe office. A certificate of
this verification should be recorded in the Register of Tokens and the same submitted to the
Treasury Officer at the end of the day after reconciling with the Cheque Writer, the number of
tokens received with the number of bills for which cheques have been delivered.

(2) The Accountant shall ensure daily that for al bills paid during the day by cheques and for bills
returned unpaid, the corresponding tokens have been received back. He shall record a certificate
to this effect and the certificate submitted to the Additional Treasury Officer (Cheque).

(3) On the 10" of each month, a detailed census of all tokensin hand should be taken by the Treasury
Accountant and entries madein Register in Annexure“L” and the result reported to the Treasury
Officer. For the purpose of this census enquiry should be made from different Sections.

(4) Intheevent of loss of tokensfrom the custody of, either Treasury or Drawing & Disbursing Officer,
aFirst Information Report (F.I1.R.) should immediately be lodged with the nearest Police Station.
A copy of such F.I.R. will be sent to the Additional Treasury Officer (Cheque). A sum of Rs. 10/
- for each lost token will be deposited into Government account under the head “0070-Other
Administrative Services-60-Other Services-800-Other receipts, etc.”. Along with the challan, the
concerned Official may apply to the Treasury Officer for delivery of therelevant chequein respect
of which the token has been lost. The Treasury Officer will verify the receipt and also verify the
genuineness of the claim. He may call for any paper and request the Drawing and Disbursing
Officer to be present in person for taking delivery of the relevant cheque. If the Treasury Officer
is satisfied about the genuineness of the claim, he may order delivery of the cheque. At the end of
the day when the Cheque Section hands over the token to the Accountant, this application may be
acceptedin lieu of thelost token and theloss of token shall be recorded in the token register under
the dated initial of the Treasury Officer.

8. Adviceto Banks

For the present all chequeswill be drawn by the Treasury on the link Branch. The specimen signature
of the officersauthorised to sign chequeswill be transmitted to the Bank by the Collector/Collector-
in-Charge and hewill indicate the date from which the officer will commence signing the cheques.
It will not be necessary to send an advice of cheques drawn daily to the Bank. An intimation
regarding the serial number of cheque books brought into use, shall be sent to the Bank immediately.

9. Pension Payment

It will not be necessary for the Treasury to issue tokens in respect of each bills presented by the
pensioners. Where the pensionersdesire payment in cheques, the Treasury Officer or the Additional
Treasury Officer (Cheque) shall make payment of pension by cheques against such hills.

10. General

(1) Itisastatutory obligation of atreasury to ensure prompt and proper payments and receipts as aso
timely rendering of correct monthly accounts to the Accountant General (Acounts and
Entitlement)West Bengal. No bill shall be kept pending in atreasury for more than three days. If
abill cannot be disposed of within three days, the fact should beintimated to the Treasury Officer
/ Additional Treasury Officer with reason therefor on the very next day.

(2) TheTreasury Officer / Additional Treasury Officer, onreceipt of suchintimation, shall take necessary
steps for expeditious disposal of al such bills. Similarly, Cheques should be made ready on the
same day or on the very next day after passing the bill. The Treasury Officer and Additional
Treasury Officer should personally monitor the entire process. Reports, returns, statements, etc.
whichwill berequired to be sent with monthly accounts, must be prepared properly and submitted
to the Accountant General (Acounts and Entitlement)West Bengal and the Director of Treasuries
& Accounts, West Bengal .

(3) Incomputerised treasurieswhere metal tokensare not in use, the Treasury Officer shall take stock
of metal tokens and after reconciliation with the total number of tokens delivered to the treasury,
shall keep such unused tokensin a sealed bag and transfer it to the strong room for safe custody.
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Part B
Computerized System
[(See Sub-Rule(2) of TR4.017]

Thefollowing proceduresshall be observed regarding recei pt of thebills, checking of bills, endorsement of

pay orderson bills, writing of chequesand their delivery, and the accounting thereof inthe computerized Treasury.

1 (A)

(B)
@)

e

Receiving of Bill at the Bill Receiving Section: Onreceipt of abill through *Bill Transit Register’ at
the Counter, the Counter Clerk shall enter bill number, D.D.O. Code, Departmental Code, Head of
Account Code, Net amount of the Bill, etc. in the Computer System and hand over the paper-token,
generated from the Computer System, to the Drawing & Disbursing Officer or hisauthorised representative
at the counter. He shall write the Token number and date of issue of token promptly at thetop of the bill
under hisinitials. He shal put token number and date under hisinitialsintheBill Transit Register of the
Drawing & Disbursing Officer astoken of thereceipt of thebill. Heshall then distributethe Bill(s) through
computer among the dealing assistants of the Bill Sectionwho are entrusted with thework of check the
Bill(s) and generate“ Annexure-A — Statement of Bill Recaived & Passed” through computer. (Annexure
—A isrequired for overall monitoring of the Billsmentioned therein) He shall send the billsin convenient
batchesto the respective Dealing Assistant of the Bill Section aong with two copiesof “ AnnexureA -
Statement of Bill Received & Passed”. (‘ Annexure-A’ shall aso be used for proper monitoring of the
physical movement of the Bills) The concerned Dealing Assistant of Bill Section shall receivethebill(s)
along with Annexure A and return one copy of the sameto the Dealing Assistant at Bill Recelving Section
with hisinitialsand date astoken of thereceipt of theBills. ' Annexure A" need not be preserved after the
ddivery of thechequesin respect of the Billsmentioned therein.

Checking and Passing of BillsintheBill Section:

TheDeding Assstant of the Bill Section shdll, onreceipt of thebills, verify from hiscomputer whether the
billshave actually been allotted to him. He shall make necessary entry through computer for by-transfer
credit (if any) with detail heads of account and amount of the Bills. He shall check through computer the
availability of alotment, sanctioned strength (in case of salary bill), sanction order, Departmental Code,
head of account (upto 17/19 digit), nameof theD.D.O., DDO Code, specimen signatureof theD.D.O.,
Net amount, Gross Amount of the Bill etc. He shall rai se objection by salecting through compuiter if dl the
requirements, asmentioned above, arenot fulfilled. Heshall exercise proper checking, asrequired under
therules. The Dedling Assistant shall insert objections other than thoserai sed by the computer, if hethinks
that the bill should not be passed for any other valid reason. It isdesirablethat the objections should be
raised at atimeagainst aBill; it should not beraised in piecemeal. He can select therequired objection
fromthe* Standard Objections' stored inthe computer or insert the objection by typing it manually. After
satisfying himself about the correctnessof theBill, the dedling assistant of the Bill Section shdl passthebill
through computer and writethe Pay Order onthe Bill andfill uptherelevant entriesin Annexure-A. The
name of the partiesin whosefavour the cheque/chequesisarerequired to bedrawn shal bewritten onthe
bill inredink abovethe Pay Order and record the name/names of such individual immediately inthe
computer system. He should be careful at the time of entry of the name that the spelling is correctly
recorded asper order of the Drawing & Disbursing Officer. Heshal then forward thebillsphysically aong
withthe AnnexureA (duly noting regarding thestatus of the Bills) to the Accountant/Addl. Accountant.

Accountant/Addl. Accountant shall check thebill through computer system aswell asmanually He shdll
adsoveify that al thebillsshowninthe Annexure-A havebeen physicaly received. After satisfying himsalf
about the correctnessof the Bill in all respect, he shall then forward the bill through computer aswell as
physicaly to the Treasury Officer. If any mistakeisdetected intheBill, he shall raise objection through
computer.
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3)

(4)
@

()

OnWednesday in each week or if the Wednesday be aholiday, onthe next working day, Accountant shall
generatealist of dealing ass stant-wise outstanding billsand Status Report of aready generated Annexure-
A and submit the sameto the Treasury Officer for necessary action.

Onreceipt of listsof outstanding bills, the Treasury Officer shall ascertain the reasonsfor accumul ation of
thebillsor delay in disposing of the Bill. He shal take necessary actionto passthebills, if foundin order,
otherwiseto return the billswith objectionsby the next working day.

Transmission of Billsto the Cheque Section:

Accountant/Addl. Accountant shall generate from the computer “Annexure A-1 - Statement of Bills
Passed” induplicate. (Annexure—A-1isrequired for proper monitoring of the physical movement of the
Billsfrom Bill Section to Cheque Section) All passed billsshall betransmitted to the Cheque Section
together withthe“ Annexure A-1 - Statement of BillsPassed”. The Cheque Writer / Dedling Assi stant at
Cheque Section shall return one copy of the* Annexure A-1 - Statement of BillsPassed” to Bill Section,
under hisinitialsand date, asatoken of receipt of the Bills. The Cheque Writer/Dealing Assistant shall
verify whether the cheque Section has prepare chegquesin respect of all the billsreceived by them as
mentionedin‘ Annexure A-1'.* Annexure A-1' need not be preserved after thedelivery of thechequesin
respect of the Billsmentioned therein. Any discrepancy inrespect of Bill/Cheque should immediately be
brought to the notice of the Treasury Officer. The Treasury Officer shal persondly look into the matter and
arrangefor proper disposal. In case of any disputethe AnnexureA-1 shall be preservedtill suchtimeas
may be decided by the Treasury Officer.

TheTreasury Officer shdl, onceinawesk, verify from‘ Annexure—A" whether al thebillsappearing

inaparticular annexure—A, have been disposed of or not. If itisfound that aparticular bill hasnot been
processed by the Bill Section or Cheque Section, hewill take proper remedial measure.
In case of objection, the objection-Billsalong with“ Annexure-A-2 - Statement of Objection Bills’, in
duplicate, shall aso be sent to Cheque Section. One copy of the® Annexure-A-2 - Statement of Objection
Bills’ shall bereturned to Bill Section under thedated initialsof the Cheque Writer/Dealing Assistant of
Cheque Section asatoken of receipt of the Objection Bills. The Cheque Section shall returntheobjection
billstothe concerned D.D.O. through computer system against surrender of token.

2. Chegue Forms and their Custody:

1.

()

(©

ChequeForms:(i) (a) Treasury Cheques. Cheque Formsare pre-printed continuous stationery with carbon
copy and aremachine numbered serialy. Each packet contains 1000 chequefoils.

Non-Treasury Cheque Booksfor L.F, PF.,, PL., PW.D., Forest and other Deposit Accounts: Cheque
formsare printed with counter foilsand are machine numbered serially. A book number isalso printed at
thetop left hand corner. The cheque-foilsare generally in book-form of 100 foilseach.

Inthefirst week of January every year, indentsfor supply of cheque forms shall be prepared by the
Treasury Officer and sent to the Director of Treasuries& Accounts, West Bengal for supply of cheque
forms. In the indents, the Treasury Name, Bank with Branch Name and Branch Code, MICR Code
number, cheque forms consumed during the previousyear ending on 31% December with serial number,
chequeformsin stock ason 1% day of January with serial number, and cheque formsrequired for the
current year (together with three months' reserve) with seria number shall be mentioned. The Director of
Treasuries& Accounts, West Bengd shall, by the 3 week of January each year, consolidatetheindents
received from various Treasuriesand place aconsolidated indent with the gpproved Security Pressenclosing
alist showing the namesof the Treasuriesand their requirementswith serial number of chequesfor each
Treasury, withingtructionto supply thechequefoilsdirectly tothe Treasuries. While placing the consolidated
indent to the press, the Director of Treasuries& Accounts, West Bengal shall ensurethat the continuity of
the serial number of cheques, to be printed for each treasury, ismaintained. After receipt of the cheque
formsfromthe Press, thetreasuries shall return acopy of theinvoicewith necessary stock entry certificate
mentioning the number of packets and the number of chequeformsreceived with serial number and the
date of receipt to the Director of Treasuries& Accounts, West Bengal.
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2.
0

(i)

)

v)

Custody of Cheque Forms:

On receipt of the chequeformsfrom the Press, those shall be verified through counting by the Treasury
Officer and receipt shall be send to the Directorate of Treasuriesand Accounts, West Bengal. In case of
any doubt or broken packet, the Treasury Officer/Addl. Treasury Officer shal physicaly count theindividua
number of chequesand satisfy himself about the actual number of chequesreceived, beforeissuing the
receipt. Treasury Officer shall keep the chequeformsin hissafe custody and enter the stock of Chequein
the Manual Stock Register and inthe computer package whererequired. From thisstock, asufficient
number of chequesshould beissued for current useto the Addl. Treasury Officer (Cheque) packet wise.
When apacket isput to use, Additional Treasury Officer (Cheque) will verify the same by counting and
also seethat the number of chequesrequisitioned hasbeen received. Thereceiptsinto andissuesfromthe
Treasury Officer’sstock areaccounted for inlumpintheformat Annexure‘ R’ to be maintained by the
Treasury Officer. Whererequired, all these receipt and issue of cheques should be recorded through
computer.

Thereceipt of chequeformsfrom the Treasury Officer’sstock shdl be entered inthe Register of Cheque
Forms(Annexure“C”) by the Addl. Treasury Officer (Cheque) to be maintained through the System. The
Addl. Treasury Officer shall makeit up-date, daily. The System will show datewisefigurein respect of
opening baance, receiptif any, number of chequeformsused/actualy signed by the Addl. Treasury Officer,
the number of Chequeformscancelled (with the Serial No. of the cancelled Chequeform), the number of
chegueformsin hand with the daily opening and closing cheque number.

TheAddl. Treasury officer shall allot chequesto the chequewriter through the computer system and a so
physicaly. Heshall first dl ot the chequesin convenient batches (preferably 100 chequesmay beadllotted to
the cheque writer at onetime. More cheques may beissued to the cheque writer, if required.). Addl.
Treasury Officer will writethe serial no of the chequesissued to the chequewriter in the notebook of the
A.T.O. (Annexure-S). Thechequewriter shall receivethe chequesafter signing theregister.

At the opening of businesson each day, the Addl. Treasury Officer (Cheque) shal makeover totheHead
Chegue Writer/ Cheque Writer, such number of chegque forms, as considered sufficient for aday’s
requirement. Thisshall be entered by the Addl. Treasury Officer (Cheque) inthe Computer system aswell
asinaNote Book to be kept in his safe custody and each entry shall be signed by him and the Head
Chegue Writer/Cheque Writer, asthe case may be.

The carbon foilsof Chequesissued fromthe Treasuries shall be preserved for aperiod of threeyears. In
cases, however, where the Carbon foil sare required to be preserved in connection with someenquiry or
court casesor otherwise, these should not be destroyed unl ess otherwi se advised by the concerned authority.

3. Work in Cheque Section:

@
@)

The Cheque Section shall beunder the supervision of Addl. Treasury Officer (Cheque).

Immediately on receipt of passed billsfrom the Bill Sectionthe Addl. Treasury Officer (Cheque) shall
examinethebillswithreferenceto thefollowing pointsandif, inany bill, adefectisnoticedin regard to any
of thesepoints, heshall returnthebill totheBill Sectionfor rectification: -

That the pay order hasbeen signed by the Treasury Officer / Addl. Treasury Officer andisgenuineand the
amountinwordsandinfiguresagree;

That the bill bears an advice regarding the mode of payment by the D.D.O. and it isendorsed by the
Treasury Officer/Addl. Treasury Officer.

Whether the Chegqueto beissued shall be ordered or crossed: Every chequein favour of aDrawing &
Disbursing Officer in settlement of claimsof hisestablishment must be made payableto order only. Unless
otherwisedlowed by Government, al other cheques, issuedinfavour of agovernment employeeby name
above Rs.20,000/- (Rupeestwenty thousand only) in settlement of hispersonal claimsshall be Account
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Payee. The cheques above Rs.2500/- issued to Non-Government person or agency like educational
institutions, contractors, etc. shouldinvariably be Account Payee. In respect of such claimsbelow Rs.
2500/-, order chequemay beissued infavour of the Drawing & Disbursing Officer concerned.

The Chegue Writer/Dealing Ass stant at Chegue Section shdll prepareaCheque Memo. (Annexure®E”)

for two or morebillswhenthey are payableto the same person. (Thisisapplicableto thePay & Accounts
office-I for issue of consolidated Pay cheques otherwise separate chequeisto beissued for each bill.)
Whenthe pay of agovernment employee hasbeen attached under the order of the Court and payment has
to be madeto the Court direct by the Treasury, separate chegques shall be printed for theamount payable
to the Court and to the Drawing & Disbursing Officer asindicated in the pay order given onthebill.

Addl. Treasury Officer (Cheque)/Cheque Writer shal distribute billsto the concerned Cheque Writersfor
printing of cheques.

The Cheque Writer shal notethe cheque number against the Pay order onthebill and slampingit* cheques
drawn’ asnear to the Pay Order onthebill aspossible. If any chequeisrequired to be cancelled for any
reason, it should be record through computer. The Chegque Writer shall put hisinitial on the carbon copy of
the cheque and then submit the cheque with carbon copy and passed bills, tothe Addl. Treasury Officer
(Cheque). The Addl. Treasury Officer (Cheque) shal check the entrieson the chequewith Pay Order and
other relevant entrieson thebill with reference to amount of Chegque, Name of the D.D.O/Payeeand head
of Account, Cheque Number and sign the cheque (including Carbon Copy), cancel the Pay Order onthe
bill by drawing aline acrossthe Pay Order, care should be taken to see that no portion of the Pay Order
isrenderedillegiblethereby. Heshall then return the signed chequesand relevant document to the Cheque
Writer. The Addl. Treasury Officer will keep anote of the cheque numbershe hassigned. At theend of the
day hewill verify hisrecord with the* Statement of Chequesdrawn (Annexure—G). Stepsshould betaken
to preservethe hard copy of the Annexure—G duly signed.

The Cheque Writer shall beresponsiblefor the blank chequeshanded over to him by the Addl. Treasury
Officer (Cheque). At the close of the day, Addl. Treasury Officer (Cheque) shall verify the account of
Blank Cheques, Signed cheques, Cheque Delivered from the Cheque Writer aswell asfrom Computer
systemto satisfy himsalf that he hasreceived afull account of chegqueformsof the cheque section.

TheAdd!. Treasury Officer (Cheque) may maintain aregister (Annexure-S) showing the seria number of
chequessigned by him on each occasi on and thetotal number of chequessigned by him and verify it with
the Register prepared by the Cheque Writer and with reference to computer system.

Issue of new Chequein lieu of Chequeslost or destroyed after delivery within the samefinancia year: In
theevent of lossof Chequefrom the custody of Treasury Officer or the Drawing & Disbursing Officer or
any other person, it should bereported immediately to the nearest police station by the person fromwhose
custody the cheque was lost. If a chequeis reported to have been lost or destroyed, on receipt of a
requisionfromthe Drawing & Disbursing Officer intheform at Annexure*M’ through the authenti cated
Bill Transt Regigter, the Addl. Treasury Officer (Cheque) shal ascertain from the computer system aswell

asfromthe Bank Scroll that the cheque has not been encashed and a soissueaninstructionto the Link-
Bank Branchinwriting that the Bank will not pay the Cheque on subsequent presentation. After receiving
confirmation from the Bank regarding ‘* Stop Payment’ of the cheque, the Addl. Treasury Officer will

cancel thelost chequethrough system and print new chegueinlieu of thelost one, in accordance with the
procedurelaid downintheserules. Addl. Treasury Officer shall then deliver thefresh Chequeto the
Drawing and Disbursi ng Officer through computer in Annexure-T. Thefact of lost, cancellation andissue
of anew chegquewith number and datethereof shall berecorded in the carbon copy of thelost cheque. The
number and date of the cancelled cheque asal so of the new chequeissued there against shall berecorded
inanotebook for preparation of themonthly return mentioned in theserules. The number and date of the
cancelled cheque areto be mentioned on the new cheque.
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TheTreasury Officer shall furnish to the Accountant General (Accountsand Entitlements) West Bengal a
monthly return, aong with the monthly accounts, showing the number and amounts paid through the new
cheques, if any, issued during themonthin lieu of cancelled onesin Annexure- U. If no new cheque has
been issued in any particular month, anil return should be sent to the Accountant General (Accountsand
Entitlements) West Bengdl..

Cancellation of chequebeforeddivery: A chequetorn, mutilated or otherwiseunfit for usemay becancelled
through system and the foil destroyed by the Addl. Treasury Officer (Cheque) after keeping anote
accordingly on the Chequefoil and carbon copy of the same under hisdated signature. If acheque after
being printed and signed, isrequired to be cancelled before delivery for somereasonsor other and the bill
isrequired to bereturned unpaid, the Addl. Treasury Officer (Cheque) shall cancel the chequethroughthe
system, stamped on the Chequefoil, carbon copy of the cheque and on the Bill as* Cheque Cancelled”
andreturntheBill to Treasury Officer for taking necessary action. The Treasury Officer will cancel the pay
order manually and a so through the computer system, generatethe‘ Return Memo’ and return thebill to
Cheqgue Section with theingtructionto returnthebill to the Drawing & Disbursing Officer withthe Return
Memo. Thesystemwill roll back thealotment of fund assoon asreturn memo. is printed.

Cancellation of Cheque after delivery: When acheque already delivered isrequired to be cancelled
subsequently on therequest of the Drawing & Disbursing Officer of thebill or for itsbeing lost or time
barred and no fresh chequeisrequiredto beissued in lieu thereof, the fact of cancellation should be
recorded in the computer system aswell ason the Chequefoil and carbon copy of the chequewith the
date of cancellation. The systemwill, at the end of the month, generate areport inthe Annexure-V for
onward transmission of the Cancelled Chequesto the Accountant General (Accountsand Entitlements)
West Bengdl, a ong with the monthly accounts, for writing back the expenditurein respect of thecancelled
chequeinthe proper account. The computer shall aso generateacancellation Memo. in Annexure-W to
be delivered to the Drawing & Disbursing Officer as confirmation of cancellation of Cheque by the
Treasury Officer.

When an occasion arisesfor cancellation of the cheque, the ChequeWriter shdl bring theinstrument
tothe Addl. Treasury Officer (Cheque) for cancdlation. TheAddl. Treasury, after satisfying himsdlf regarding
thereason for cancellation, cancel the chequethrough Computer. The cancelled cheque should beencl osed
withthe Annexure-W for transmisson to the Accountant General (Accountsand Entitlements) West Bengd.
In casethe cheque rel atesto Provident Fund/L oans and advances, the name of theemployee, G. P. Fund
Account Number and/or |dentification Number shall bementionedin column 8.

In case of acheque, whichisrequired to be cancelled after delivery and whereanew chequeis
required to beissued in lieu thereof on the request of the Drawing & Disbursing Officer, anew cheque
bearing adifferent number may beissued after observing al the precautions mentioned intheforegoing
rule. Thesystemwill allow issueof fresh chequeif it ispresented to the Treasury within the samefinancia
year i.ewithin 31% March. If thefresh chequeisrequired to beissuedinlieu of atime expired chequeof the
previousfinancia year, within 30" June of the next financid year, the Treasury Officer shall issueafresh
chequeafter cancellation of the old cheque through cancellation menuin the computer system and inthat
casethe new cheque should be marked * Valid upto 30" June of the current financia year’. The number
and date of the cancelled cheque are to be mentioned on the new chegue.

In case of atime-expired cheque of the previousfinancial year produced at the Treasury after 30"
Junefor cancellation, nofresh chequewill beissuedinlieuthereof. Drawing and Disbursing Officer concerned
shall obtain acancellation certificate of the old chequefrom the Treasury and submit afresh bill enclosing
theoriginal cancellation certificate asvoucher with necessary alotment particularsof the current financial
year. Inno case, systemwill alow issue of fresh cheque beyond 12 months after theissue of original
chegue without fresh sanction and fresh allotment of fund and fresh bill. After delivery of cheque no
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modification ins dethe chequeisallowed, except minor changes, like, correction of spelling mistakeinthe
nameof the payee, which may bedone manualy, but in other casesi.e. in caseof other mistake, thecheque
should be cancelled and fresh bill dlong with theorigina cancellation certificate hasto be submitted.

Issue of fresh Chequesin lieu of time-expired Cheques:

Cheques shall be encashable at any time within three months after the month of issue. Thus, acheque
bearing date any timein January ispayableat any timeupto 30" April. If the currency of chequeexpires
owing to itsnot being presented at the Bank within the period specified above, it may be cancelled and
fresh cheque issued in lieu thereof in the manner aslaid down in sub-rule (8) and (9) above and the
cancelled cheque dealt with and preserved in accordance with the procedure prescribed intheserules. A
Chequeissued fromthe Pay & Accounts Officeor Treasury may be cancelled and afresh chequeinlieu
thereof may beissued as per rule, but this can be done only once, and in no circumstances, thisfresh
chegque will be encashable on adate beyond the last working day of June of next financia year. The
Drawing and Disbursing Officer shall present the Time-barred Chequeto the Treasury for cancellation or
for issueof fresh chequein lieu thereof, asthe casemay be, immediately after the expiry of thevalidity of
the Cheque. They will not hold the time-barred cheques, unnecessarily for any further period. A cheque
remaining unpaid for any causefor twelve monthsafter the month of itsissue, should be cancelledinthe
manner as laid down in sub-rule (11) above and reported to the Accountant General (Accountsand
Entitlements) West Bengal for writing back intheaccounts.

Delivery of Cheques:

The ChequeWriter shall maintain aregister of Signed Chegqueswhere heshal notethe number of Cheque
signed against the number of Passed Billsdaily and the number of chequesa ong with Passed Billssent to
Delivery Assistant daily. The passed billsalong with the printed cheques shall be sent to the Delivery
Counter for delivery of thecheques. The Delivery Ass stant shal count the number of Chequesreceived
along with number of billsand signin aregister maintained by the Cheque Writer for the purpose.

Where achegueisnot encashable beforefirst of thefollowing month or certain other day, an enfacement
with thewords*® Not payablebeforefirst proximo” or “Not payablebefore " shall beaffixed
onthechequeby the Addl. Treasury Officer/ChequeWriter.

Beforeddivering acheque, the Ddlivery Assstant shall takeback the paper token, verify the number with
thetoken number affixed on thebill and aso collect areceipt in Form asshown in Annexure-1, signed by
the D.D.O. aswell as by the messenger, who has been authorised to collect the cheque. The Delivery
Assgant shd| satisfy himself about the genuinenessof the payee and the messenger beforeeffecting ddivery
of the cheques. Thedelivery of cheques shall be donethrough the computer systemonly. He shall stamp
thevoucher as‘ Cheque Delivered & Paid’ and notethe Voucher Number onthebillswithhisdatedinitials
to indicatethat the chequeshave been delivered. The Delivery Assistant shall deliver the Chequeat the
earliest and shal not hold those cheques unnecessarily. The paid vouchersshall then betransmitted tothe
Accounts Section from the Cheque Section along with Annexure-J-1. Thedelivery clerk must generatethe
Annexure Jthrough the computer other wisetheaccountswill not be generated. The paper token shall be
preserved upto six month after the delivery of thecheque.

TheDdivery Assstant shal returnthe‘ Objection Bill” tothe Drawing & Disbursing Officer or hisauthorised
person against surrender of Token without any delay and such delivery of * Objection Bill’ must be made
through computer.

TheDdivery Assistant shdl generatethrough computer aD.D.O.-wise Statement of Chequeissued during
themonthin duplicatefor each D.D.O. in each month. He shall deliver the two copies of the Monthly
Statement to the concerned D.D.O. After verification of the Statement by the D.D.O., one copy of the
Statement signed by the D.D.O. should be sent to Treasury.

Daily closing of accountsat the delivery counter:

TheDdivery Assstant shall maintain aregister daily, recording therein the Opening Bal ance of numbersof
undelivered Chequesand Bills, numbersof Chequesand Billsreceived during theday for ddlivery, number
of chegquesddlivered during theday with number of vouchersand closing balance of unddlivered cheques
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and hills. At the end of the day, the Delivery Assistant shall generate from computer, an account of
chequesreceived and delivered during the day and the number of undelivered chequesand Billsat theend
of theday. Heshdl also physicaly count theunddlivered chequesand billsand verify it with theregister. He
will dso physicaly count theddivered vouchersand verify it with the computer generated Report (Annexure-
J-1). Any discrepancy inthisaccount (i.e. undelivered Chequesor ddlivered VVouchers) should bereported
by the Ddlivery Assstant to the Additiond Treasury Officerimmediately. The Additiona Treasury Officer
will take necessary corrective step asrequired. Hewill aso hand over al these documentswith undelivered
chequestothe Addl. Treasury Officer (Cheque) / Cheque Writer for scrutiny and acceptance. The Addl.
Treasury Officer (Cheque) / Chegque Writer shall retain all billsand undelivered chequesreceived from
Ddlivery Assistant under doublelock.

Transmission of Vouchersto the Accounts Section: The Addl. Treasury Officer (Cheque) / Cheque Writer
shdl send dl vouchersa ong with copy of Summary List of ChequesDdlivered (Annexure‘ J-1') induplicate
to the Accounts Section. The Accounts Sectionwill signwith date one copy of Annexure J-1 asatoken of
receipt of the Vouchers. The cheque section shall preserve the Annexure J-1 for aperiod of oneyear.
Annexure-Jshdl also begenerated from the system.

4. Account of paid vouchersin the Accounts Section:

Q.
0

(i)

Closing of the Treasury Accountsfor aDay:

After receiving of thevouchersfrom the cheque section a ong with the Summary of ChequesDdlivered as
per Annexure-J-1, the Compilation Section shall verify whether they havereceved the correct number of
vouchersasshowninthe Annexure-J-1. The Accountant/Dy. Accountant shall then arrangeto sort the
Vouchersaccording totheMagor Head of Account. Thenhewill arrangeto generatethe Daily Subsidiary
Register of al theHeadsand will arrangefor checking of the voucherswith the Subsidiary Register with
reference to Payment head of accounts (upto 17/19 digits), Name of the DDO, Net amount, Gross
Amount, By Transfer Deduction Head of Accounts (14 digits) and deduction amount. If any mistakeis
found, the concerned Dealing Ass stant shall bring it to the notice of the Accountant/ Dy. Accountant and
arrangeto rectify the mistake through computer system by the Treasury Officer/ Addl. Treasury Officer.
The concerned Assistant of the Compilation Section shall then signthe Subsidiary Register as* Checked
and found correct’.

After receiving of the Bank Scroll (Recei pt and Payment) aong with the Challans, Paid Chequesand Bank
Vouchersfromthe Bank the Accountant/ Dy. Accountant shall at first verify thoseinstrumentswith Bank
Scroll. If any discrepancy isfound, heshall bring it to the notice of the Treasury Officer without any delay.
The Treasury Officer shall immediately take necessary step, if necessary take up the matter with the Bank.
The Accountant/ Dy. Accountant shall then arrangeto sort the Challansand paid cheques of the different
Deposit Account (Other than Treasury Cheques) according to the Head of account. He shall arrangeto
make necessary entry of the Challans, paid cheques of the different Deposit Accounts, PWD/Forest
Cheques, Paid Treasury cheques and Bank Vouchersin the computer system. After recording all the
entriesinthe computer, the Accountant will arrangefor verification of the correctnessof theentrieswith
referenceto bank scroll and computer generated report.

After completion of the abovetwo stepsthe Accountant will arrangeto generate the‘ Recei pt Summary’
and * Payment Summary’ of theday. The‘ Payment Summary’ will show the head of account (in major
head of account upto the major head 6000 and in scheme head of account if the major head isabove
6000), number of vouchers against each heads of account, thetotal Treasury gross amount, total net
amount and thetotal ‘ By-transfer’ amount, 8670-Paid Treasury Chequesand the 8675-RBD-Reserve
Bank Deposit (if any). The*Receipt Summary ™ will show the head of account up to scheme head, the
amount received through Bank, through ‘ By-Transfer’ and thetotd recel pt under the head, 8670-Treasury
Cheguelssued andthe8675-RBD-Reserve Bank Deficit (if any). Theaccountant shall verify thecorrectness
of thehead wisetotal of the Summary Sheetswithreferenceto Daily Subsidiary Register, 8670- Treasury
Cheques|ssued (inthe Receipt Summary) fromthe* Annexure—J /‘ Annexure-J-1' and the 8670-Paid
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Treasury Cheques (in the Payment Summary) from thelist of paid chequesthrough computer and also
from the bank scroll, the 8675- RBD figure with the Bank Passbook and the Grand Total of * Receipt
Summary’ and Grand Totd of * Payment Summeary’. The Totd of * Receipt Summary’ and Tota of Payment
Summary must besameinal cases. If al thefiguresagreethen he shal submit the Summary Sheetstothe
Treasury/Additiond Treasury officer for fina gpproval. Treasury Officer shdl verify thefigureswithreference
t0 8670-Treasury Chequesand 8675-RBD and thetotal of * Recel pt Summary’ and ‘ Payment Summary.
Heshall signthe Summary Sheetsasatoken of approval. In case of any differenceinthe Treasury RBD
figure with the Bank Pass Book, if the mistakeis on the part of the Bank, the Treasury Officer shall
immediately bring it to the notice of the Link Bank Branch by issuing a‘Memorandum of Error’ (as
mentionin Appendix-21) and arrangeto rectify the mistake through Bank but if the mistakeison the part
of the Treasury, the Treasury Officer will arrangeto rectify themistakeat Treasury. The Treasury Officer
should meet up al thedifferenceinthe RBD figurelocally. The Accountant shall then arrangeto writethe
Cash Book manually inthe prescribed form (1.S.T-1). The Treasury officer shall then signthe Cash Book
daly.

Closing of themonth. (For the computerized treasuries):

The transactions of amonth must positively be closed on the last working day of the month and the
monthly accountsof thetreasury will beclosed without fail withinthenext twoworking daysafter receiving
of thescroll of last working day of the previous month from the Bank. After the Cash Book has been
written for whole of themonthsin accordancewith provisonsaslaid downinclause(c) of rule2.33(B),
the Accountant/Dy. Accountant shall arrangeto generatethe Schedule of Chargesfor Payment and Recel pt
of al the heads for the month from the computer. He will also arrange to generate the ‘LIST OF
PAYMENTS and‘CASHACCOUNTS and DAILY MONTHLY R.B.D.’, 8670-Summary of Cheques
Issued from Treasury and 8670-Summary of Paid Treasury Cheques, from the computers. Heshall verify
the figures and the Heads of Accounts of the List of Payment and Cash Accounts with referenceto
Schedule of Charges, RBD, Summary List of 8670 and the Plus- minusMemo of different Deposit, PF/
PL/LF and G.1.83/G.1.87 accounts. He shall also check the Grand Total of List of Payment and Cash
Account. TheGrand Tota of List of Payment and Cash Account must besamein all cases. Heshall aso
verify that al thevouchers, Challansand paid Chequesas mentioned inthe List of Payment and the Cash
Accountsare properly arranged. The Treasury Officer shall verify that al the above procedure have
properly beenfollowed with specia attention to 8670- Treasury cheques, 8675-RBD and Grand Total of
List of Payment and Cash Account, heshall also personaly verify theD.M.S. of the Bank with reference
to List of Payment or Cash Account, asthe case may be. Any differencewith the DM Swill forthwith be
taken up with theBank Authoritiesby issuing a* Memorandum of Error” (assmentioned in Appendix-21)
and after rectification of the error the VDM Swill be signed by the Treasury Officer and will besent to
Accountant Generd (Accountsand Entitlements) West Bengd aong with the M onthly accountswithinthe
prescribed period. A Summary list of outstanding cheques should be generated and be sent with monthly
accountsto Accountant General (Accountsand Entitlements) West Bengd . After submission of monthly
accountsto the Accountant General (Accountsand Entitlements) West Bengal, if any mistakein that
accountsisdetected, which required correction, that should be done through ‘ Correction Memo’ as
mentionedin‘ Annexure-X' . After sending the* Correction Memo'’ to Accountant General (Accountsand
Entitlements) West Bengal, necessary correction should be madein the computer record.

Advice to Banks:

TheAdditiona Treasury Officer (Cheque) shall draw all chequeson aparticular treasury-linked branch of
the Bank. The specimen signature of the officers authorised to sign cheques, shall be transmitted to the
Bank Branch by the Collector / Collector-in-Charge/ Treasury Officer and he shall alsoindicatethe date
from which the officer will commence signing the cheques. Anintimation regarding the serial number of
chequefoilsbrought into use shall be sent to the Bank.
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Pension Bills:
Wherethepensionispaid from the counter of the Treasury, an advicelist of such payment shal besentto
thetreasury-linked Bank and after payment it should berecorded as Bank Voucher in computer.

Transfer Receipts:
It may beeffected by issuing asimplepay order “Pay by transfer credit to
(Mention Head of Account) enfaced ontheBill along with challan.

General:

Itisastatutory obligation of atreasury to ensure prompt and proper paymentsand receiptsasasotimely
rendering of correct monthly accountsto the Accountant Genera (Accountsand Entitlements) West Bengdl.
No bill shal bekept pending inatreasury for morethanfivedays. If abill cannot be disposed of withinfive
days, thefact should beintimated to the Treasury Officer / Additional Treasury Officer with reason thereof
onthevery next day.

TheTreasury Officer / Additiond Treasury Officer, on receipt of suchintimation, shal take necessary steps
for expeditiousdisposal of al suchbills. Smilarly, Chegques should be made ready on the sameday or on
thevery next day after passing thebill. The Treasury Officer and Additional Treasury Officer should
personally monitor theentire system. Reports, Returnsand Statementswhi ch cannot be generated through
the computer system will continue to be prepared manually. The Records and Registers such as Cash
Books, RBD Register, Double Lock Register, Index Register for PPO Recelved must be maintained
manually. All other Reports, Returnsand Statementswhich can be generated from the compuiter, the
‘Computer Print out Hard Copy’ of such Reportsduly signed by Treasary officer/Additiona Treasary
oficer, must be preserved in computer-file or by binding in suitablevolumes.

The Treasury Officer / Additional Treasury Officer shall maintain* Dead Stock Register of Computer
Appliances in Annexure*N’. Heshall asokeep a‘ Stock Register of Computer Hardware, Installation
Drivers, C.D., DAT, Floppy, Stationeriesetc. in Annexure‘O'. Log Book of Computer Hardware and
Operating System Software shall be maintained in Annexure‘P . Log Book of Application Software
should asobemaintained in Annexure’ Q'.
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ANNEXURE ‘A’
[See Appendix 10, Rule 1(1) of Part A and Rule 1(1) of Part B]
Register of Bills Received and Passed
Dae
Nameof theD.A.
Said | Nameofthe | TokenNo. | Head of Net Status of the| Signature of Cheque Voucher no.
No. Drawing & Account [ Amount | Bill: Passed/| Acctt./T.O. number/numbers &
Officer with Date of Bill Objected Stage issued against Date
D.D.O.Code DA/ACITOICH | thebill/token &
Date
@ Q S @ ©) © ™ © )

Annexure-A (withinformationregarding col.1to 5) shall begenerated by the Bill Recaiving Assstant at the
timeof distribution of Billstothe Dedling Assistant of Bill Section

Signaturewith Date Signaturewith Date:
Deding Assgtant Deding Assgtant
Bill Receiving Section Bill Section

Note: Report regarding status of the Bill(s) asmentioned in aparticular Annexure-A, i.e. information regarding
Columns6 to 9 should be updated time to time through computer for monitoring of the movement of the Bills
(Annexure-A wise) by the Treasury Officer.



Part 1] THEKOLKATA GAZETTE, EXTRAORDINARY, JUNE 14, 2005

179

ANNEXURE ‘A-1’
[See Appendix 10, Rule 1(1) of Part A and Rule 1(1) of Part B]

Register of Bills Passed
(To be generated by the Accountant/DA for sending the Passed Billsto Cheque Section)

Sr. No. Nameof the Token No. Head of Net Amount
Drawing & Account of theBill
Officerwith TokenDate
D.D.O. Code
1) ) €) %) ©)

Columns1to 5 should be generated through computer.

Sgnaturewith Date Sgnaturewith Date:
Accountant/DA Cheque Writer/ Dedling Ass stant
Bill Section Cheque Section
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Annexure-A-2
Register of Objection Bill
(To begenerated by the Accountant/DA for sending the objection Billsto Cheque Section)
Sr.No.| Nameofthe | Token Head of Net Date of Sgnature
Drawing No. & Account Amount Return of of the
Officer with & of theBill Objection Ddivery
D.D.O.Code | Date BilltoD.D.O. | Clerkwith Date
@ 2 ©) (4) Q) (6) ()
Columns1to 5 should be generated through computer.
Signaturewith Date Signaturewith Date:
Accountant/DA ChequeWriter/ Dedling Assstant
Bill Section Cheque Section
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ANNEXURE ‘B’
[See Appendix 10, Rule 2(1) of Part A]

Return Memo. (Establishment Bill) for drawing charges on account of salary,
allowancesin all formsand leave travel concession

Token No.

(To bereturned in origina with the reply noted in the right-hand column)

Office of the Reply No.
No.
dated 20 Dated 20
No. of enclosure (in words)
Tothe
Your Bill of

is returned herewith for the reason stated in
No.

below with the request that you will kindly remedy
the defects pointed out before re-submission and
instruct your officeto avoid similar errorsor omissions
in future.

Signature—
Designation —
for Rs.
1. Not drawn in proper form.

2. Not signed by the Drawing & Disbursing
Officer

3. Contains erasures and overwritings. A fresh
bill should be submitted.

4. Containsunattested corrections/aterations at
the places marked “A” in red ink.

5. (@) D.D.O. Code not mentioned.
(b) Grant No, not quoted / not properly
guoted.
(c) Head of Account Code not given / not
properly given.
(d) Name of the office not mentioned.

6. The amount of the bill is not written/the
amount of thebill differsinwordsand figures/
the amount of the bill should be

Rs. and not
Rs.
7. Blank spacesinthebill not marked by oblique
lines.
8. The endorsement “Below Rupees
" not recorded on

the bill inred ink.
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10.

11.

12.

13.
14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

The claim is not rounded off to whole rupee
[T.R. 4.026].

Standards of Financial Propriety not observed
[vide Rule 35 of West Bengal Financial Rules,
Volumel].

Input statement wanting/not correctly drawn
up.

Specimen signature of the Drawing
Officer/Counter Signing Officer is not
received/differs with that maintained in the
office.

The previous Return Memo. Not enclosed.
The claim requires sanction of competent
authority. [vide G.O. No. 3797-F dated
20.04.1985]

The endorsement wanting/not in order.
Sanction order not endorsed to this office/not
received.

Allotment column not properly filled in /
allotment of fund wanting.

Orders of the competent authority retaining
the post or making aPension Payment
Orderintment to the post(s) have not been
received/recorded on the bill.

Not suPension Payment Orderrted by an
absentee statement/increment certificate.
Leave salary bill not prepared in accordance
with provisions of T.R.

Strength of the Establishment not shown in
the bill.

Pay & Allowances drawn for the post(s) of

exceeds sanctioned strength.

Certificate required for supplementary/arrear
claim not shown in the bill.

Nature of establishment (Whether permanent
or temporary) not shown in the bill.
Following document(s) iS/are not attached
with bill:

(1) L.PC. for the incumbent marked
‘X" inredink.

(i)  Pay Fixation Order in respect of
the incumbent(s) marked ‘A’ inred
ink.

(iif)  Income Tax deduction schedule,

(iv)  House Rent Recovery Schedule,

(v) Festival/Pay/House-
Building/Cycle
Advance/ Advance
Schedule.
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26.

27.

28.

29.

30.

(vi)  PL.I. Recovery Schedule.

(vii)  Profession Tax deduction schedule

(viii) G.PF. Schedule.

(ix) G.I.S.S. Schedule (Old / New) /
A.1.S.G.I.S. Schedule /
C.G.E.G.1.S. Schedule.

The following certificate(s) is/are not
enclosed:

(1) Certificate for drawal of overtime
allowance,

(i)  G.P.F. deduction certificate in
respect of Group-D Government
employee(s).

(iii)  Medical Certificate of fitness,

(iv)  ‘Nodemands Certificate.

(v) Rent Verification Certificate.

(vi)  Certificate regarding execution of
Fidelity bond.

(vii)  Prescribed certificates regarding
drawal of paying therevised scales
of pay, [Rule 4 of the West Bengal
Service (Revision of pay and
Allowances Rules) 1981].

(viii) A certificate to the effect that
Profession Tax has been cal culated
taking into account salary drawn
and overtime allowance/special
allowance now drawn in this bill.

The requisite printed certificate(s) at Item

No.(s) inthebill is/are not tick

marked and signed.

Compulsory deduction of G. P. Fund

subscription in case of the Govt. employee(s)

rendering more than one year’s service not

effected. [Note (a) below Rule 4 of the G.PF.

(Wet Bengal Services) Rules & Finance

Department.

The bill contains the following

Inaccuracy(ies):

(i) Deduction on account of Profession Tax
has not been made correctly.

(if)

(iii)

The claim is barred by economy circular
no. dated
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ANNEXURE *B-/
[See Appendix 10, Rule 2(1) of Part A]

Return Memo. (Detailed contingent bill) for drawing charges account of office expenses, payments for
professional and special services, rent, rates and taxes/royalty, publication, advertising, salesand publicity
expenses, hospitality expenses/ sumptuary allowances etc. machinery and equipment/tools and plant,
motor vehicles, maintenance, materials and supplies and other charges.

Token No.

(To bereturned in origina with the reply noted in the right-hand column)

Office of the

No.
dated 20

No. of enclosure (in words)

Dated

Reply No.

20

To the

Your Bill

for Rs.

is returned herewith for the reason stated in
No.

below with the request that you will kindly remedy
the defects pointed out before re-submission and
instruct your office to avoid similar errors or
omissions in future.

Signature—
Designation —

1. Notdrawn in proper form.

2. Not signed by the Drawing & Disbursing
Officer

3. Contains erasures and overwritings. A fresh
bill should be submitted.

4. Containsunattested corrections/alterations at
the places marked “A” in red ink.

5. (a) D.D.O. Code not mentioned.

(b) Grant No. not quoted/not properly quoted.
(c) Head of Account Code not given/not
properly given

(d) Name of the office not mentioned.

6. The amount of the bill is not written/the
amount of thebill differsinwordsand figures/
the amount of the bill should be
Rs. and not
Rs.

7. Blank spacesinthebill not marked by oblique
lines.

of
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31

10.

11

12.
13.

14.

15.

16.

17.

18.

19.

20.

21.
22.

23.

24,

25.

26.

The endorsement “Below Rupees
" not recorded on

the bill inred ink.
The claim is not rounded off to whole rupee.
[T.R. 4.026]
Standards of Financia Propriety not observed
[videRule 35 of West Bengal Financia Rules,
Volumel].
Input statement wanting/not correctly drawn
up.
Specimen signature of the Drawing Officer/
Counter Signing Officer isnot received/differs
with that maintained in the office.
The previous Return Memo. Not enclosed.
The claim requires sanction from the
competent authority. [Vide G.O. No. 3797-F
dated 20.04.1985.]
The endorsement wanting/not in order.
Sanction order not endorsed to this office/not
received.
Allotment column not properly filled-in /
allotment of fund wanting.
Appropriation column is not filled in/
allotment of Fund wanting
Sub-Vouchers for more than Rs. 500/- not
wanting.
Sub-Vouchers have not been passed for
payment by competent authority.
Revalidation of sanction is necessary as
required under Rule 401 of W.B.E.R. VolI. I.
Countersignature on the bill is wanting.
Amount of sanction exceeds the monetary
limit for the purchase/maintenance/repairs of
aslaid down at Serial
No. of the Schedule A/B of Delegation of
Financial Powers Rules, 1977.
Local Purchase of the stationery articlesisto
be made in accordance with the Seria No. 15
of the Schedule A of Delegation of Financial
Power Rules, 1977 from Co-operative Stores.
A certificateto the effect that the material was
received in good condition and in accordance
with the specifications and entered into the

stock register at Page No. is not
furnished on the invoices/Cash Memos. in
respect of .

Prescribed certificate of Sales Taxd is not
furnished.

Certificate prescribed for entertainment
chargesis not furnished.
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27.

28.

29.

30.

31.

32.

33.

Rate of purchase of medicine/
articles/items differs

fromthat in the prescribed

schedule.

The amount of available balance as shownin

the allotment column of the bill./ in the

statement enclosed does not tally with that

recorded in the office.

The claim for office rent/electricity/other

connected charges on account of private

buildings for accommodation of the

Government Offices is not supported by a

prescribed certificate.

The delegation order, in terms of which the

expenditure has been incurred, has not been

mentioned.

Expenditure will require sanction of

Government in Finance Department.

Abstract contingent bill.

(& Not drawn in proper form,

(b) Not sanctioned by competent authority.

(c) Not submitted with certificate of
adjustment of previous advances unless
the sanction is issued in relaxation of
normal rules.

The claimisbarred by Economy Circular

No. dated
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ANNEXURE *B-,
[See Appendix 10, Rule 2(1) of Part A]

Return Memo. (Grant-in-aid Bill/L oans and Advance Bill)

Token No.

(To bereturned in origina with the reply noted in the right-hand column)

Office of the Reply No.
No.
dated 20 Dated 20
No. of enclosure (in words)
Tothe
Your Bill of

for Rs.

is returned herewith for the reason stated in
No.
below with the request that you will kindly remedy
the defects pointed out before re-submission and
instruct your office to avoid similar errors or
omissionsin future.

Signature—
Designation —

1. Not drawn in proper form.

2. Not signed by the Drawing & Disbursing
Officer

3. Contains erasures and overwritings. A fresh
bill should be submitted.

4. Containsunattested corrections/aterations at
the places marked “A” in red ink.

5. (@) D.D.O. Code not mentioned.
(b) Grant No. not quoted/not properly quoted.
(c) Head of Account Code not given/not
properly given
(d) Name of the office not mentioned.

6. The amount of the bill is not written/the
amount of thebill differsinwordsand figures/
the amount of the bill should be

Rs. and not
Rs.
7. Blank spacesinthebill not marked by oblique
lines.
8. The endorsement “Below Rupees
" not recorded on
the bill inred ink.

9. Theclamisnot rounded off to whole rupee.
[T.R. 4.026]
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

Standards of Financial Propriety not observed
[vide Rule 35 of West Bengal Financial Rules,
Volumel].

Input statement wanting/not correctly drawn
up.

Specimen signature of the Drawing Officer/
Counter Signing Officer isnot received/differs
with that maintained in the office.

The previous Return Memo. Not enclosed.
The endorsement wanting/not in order.
Sanction order not endorsed to this office/not
received.

Delegation order interms of which the charge
has been sanctioned may be quoted.

Santion Order number and date not quoted in
the bill.

Certificate that no utilisation certificate is
outstanding or outstanding utilisation
certificate of previousgrant hasbeenreceived
and accepted, not in-corporated in the
sanction.

Appropriation column has not been filled in-
Allotment of fund has not been indicated.
The bill not countersigned by sanctioning
authority/nominated Government official.
Sanction of Government is required.
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ANNEXURE *B-;
[See Appendix 10, Rule 2(1) of Part A]

Return Memo. (Travelling Expense Bill)
Token No.
(To bereturned in origina with the reply noted in the right-hand column)

Office of the Reply No.
No.
dated 20 Dated 20
No. of enclosure (in words)
Tothe
Your Bill of

for Rs.

is returned herewith for the reason stated in

No.

below with the request that you will kindly remedy
the defects pointed out before re-submission and
instruct your office to avoid similar errors or
omissionsin future.

Signature—
Designation —

1. Not drawn in proper form.

2. Not signed by the Drawing & Disbursing
Officer

3. Contains erasures and overwritings. A fresh
bill should be submitted.

4. Containsunattested corrections/aterations at
the places marked “A” in red ink.

5. (a) D.D.O. Code not mentioned.

(b) Grant No. not quoted/not properly quoted.
(c) Head of Account Code not given/not
properly given

(d) Name of the office not mentioned.

6. The amount of the bill is not written/the
amount of thebill differsinwordsand figures/
the amount of the bill should be
Rs. and not
Rs.

7. Blank spacesinthebill not marked by oblique
lines.

8. The endorsement “Below Rupees

" not recorded on

the bill inred ink.
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10.

11.

12.

13.
14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24,

25.

26.

27.

28.

The claim is not rounded off to whole rupee.
[T.R. 4.026]

Standards of Financial Propriety not observed
[vide Rule 35 of West Bengal Financial Rules,
Volumel].

Input statement wanting/not correctly drawn
up.

Specimen signature of the Drawing Officer/
Counter Signing Officer isnot received/differs
with that maintained in the office.

The previous Return Memo. Not enclosed.
The claim requires santion of the competent
authority. [vide G.O. No. 3797-F dated
20.04.1985.]

The endorsement wanting/not in order.
Sanction order not endorsed to this office/not
received.

The hour of arrival at and departure from the
Headquarters/ residence/ Station/ Bus-Stand
/ Air Port not shown in the Bill.

Purpose of journey not stated.

The hour of arrival at and departure from,
halting place not shown in the bill.

The head quarters not stated.

Basic pay not indicated.

The bill not signed by the Government
employee.

The time-limit for submission of the bill is
exceeded/the claim is time-barred.

(& Railway Ticket No. and date not quoted
inthebill.

(b) Money receipt/counterfoil of theticket for
the air-journey not furnished.

Therequisite certificate for traveling Special
types of bus viz. Mini Bus, Rocket, Deluxe
Bus between places connected by rail not
furnished.

The requisite certificate in support of drawal
of full taxi/rickshaw hire charges not
furnished.

The certificate that the Government employee
was not provided with free board/|odging not
furnished for drawal of daily allowanceat full
rate during halt at the outstation in case of
journey on training, attending conference etc.
The certificate to the effect that the member
of the family accompanying the Government
employee are actually residing with and
wholly dependent upon him not furnished
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29

30.

31

32.

33.

35.

36.

37.

38.

39.

The rates of road milage, as claimed are not

admissible.

The absence from the head grs. on
does not exceed 6 hrs./

12 hrs. Hence, 70% of the normal rates/daily

allowance at the full rateis not admissible.

For journey(s) on by
the Government/ departmental vehicle, the
daily allowance at rateis

not admissible.
The prescribed certificatefor stay at the hotel/
eating establishment providing and/or lodging

on not furnished.
Daily allowance at the full rate beyond the
first 60 days from to

not admissible. [Vide
para3(Il) of the Annexureto G.O. No. 4730-
F dated 25.05.1999.]

As the time spent in transit exceeds the stay
in Kolkata / Darjeeling /

wherethe daily allowance at the special rates
is admissible, the daily allowance at the
special ratesisnot admissible for the day(s).
Asthejourneyson areloca
journeys within the meaning of para5 of the
Annexure to G.O. No. 4730-F dated
25.05.1999, the daily alowance at full rate /
70% of the normal rate is not admissible.
The required information as to whether the
Government employee appeared to give
evidence in the interest of public service is
wanting.

Therequisite certificatefor thedrawal of daily
allowance for Sunday/Holiday not furnished.
Certificate is not furnished to the effect that
the cost of transporting personal effects has
been charged for at goods rate.

Certificate that the actual expenses incurred
were not |ess than the sum claimed in the bill
has not been furnished.
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ANNEXURE *B-;
[See Appendix 10, Rule 2(1) of Part A]

Return Memo. (G.P.F. Bill)
Token No.

(To bereturned in origina with the reply noted in the right-hand column)

Office of the

No.
dated 20

No. of enclosure (in words)

Dated

Reply No.

20

To the

Your Bill

for Rs.

is returned herewith for the reason stated in
No.

below with the request that you will kindly remedy
the defects pointed out before re-submission and
instruct your office to avoid similar errors or
omissions in future.

Signature—
Designation —

1. Not drawn in proper form.

2. Not signed by the Drawing & Disbursing
Officer

3. Contains erasures and overwritings. A fresh
bill should be submitted.

4. Containsunattested corrections/alterations at
the places marked “A” in red ink.

5. (a) D.D.O. Code not mentioned.
(b) Grant No. not quoted/not properly quoted.
(c) Head of Account Code not given/not
properly given
(d) Name of the office not mentioned.

6. The amount of the bill is not written/the
amount of thebill differsinwordsand figures/
the amount of the bill should be

Rs. and not
Rs.
7. Blank spacesinthebill not marked by oblique
lines.
8. The endorsement “Below Rupees
" not recorded on

thebill inred ink.

of




ParT 1]

THE KOLKATA GAZETTE, EXTRAORDINARY, JUNE 14, 2005

193

10.

11

12.

13.
14.

15.
16.

17.

18.

19.

20.

Account number recorded on the bill and that
guoted in the sanction order differs.
Standards of Financial Propriety not observed
[videRule 35 of West Bengal Financia Rules,
Volumel].

Input statement wanting/not correctly drawn
up.

Specimen signature of the Drawing Officer/
Counter Signing Officer isnot received/differs
with that maintained in the office.

The previous Return Memo. Not enclosed.
Authority of the Accountant General
(Accounts and Entitlement)West Bengal is
required/not received (in respect of final
payment).

The endorsement wanting/not in order.
Sanction order not endorsed to this office/not
received.

Sanction Order number and date / G.P.F.
Account No. / Pay of the subscriber not
guoted in the Bill.

Certificate about the balance at the credit of
the Government employee concerned has not
been recorded in the sanction order [T.R.
6.41(1)(c) read with sub-Rule (2) of Rule 15
of the W.B.S. (G. P. Fund) Rules]

Amount claimed in the bill differs from that
in sanction order.

Ground on which advance/withdrawal has
been sanctioned isnot covered by theexisting
rules/orders.



ANNEXURE ‘C’
[See Appendix 10, Rule 4(5) of Part A and Rule 2(2)(ii) of Part B]

Register of Cheques Received and Used. Treasury
Date Opening Balance Receipt Total No. of No. of | No./Nos. Closing Balance | Initialsof | Initial of
formsused | forms of serial the Head the
actually [cancelled | cancelled Cheque | A.T.O.
No. | From| To No. | From To signed by No. | From| To | Writer
A.T.O.
1 2 3 4 5 6 I 8 9 10 11 12 13 14 15 16

G00Z ‘YT ANNC ‘AMVYNIQHOVALX3A TL1IZVD VIVIION IHL V6T
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ANNEXURE ‘D’
[See Appendix 10, Rule 5(2)(ii) of Part A]
Office of the District Treasury
Dated 20

Retrenchment Slip

Amount of the Bill
Deduct
Passed for Payment

Rs.

Reason of Deduction

Note :- It is requested that this memo. May be returned with any representation that the

Government employee D.D.O. may wish to make on this subject.

Treasury Officer
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ANNEXURE ‘E’

[See Appendix 10, Rule 5(3) of Part A and Rule 3(3) of Part B]

Memo. of sumsincluded in Cheque No.
in favour of

Drawn by the

dated

20

Serial
No.

Particulars

Amount

Rs.

10.

Chegque Writer

Addl. TO./A.PAO.
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ANNEXURE ‘F’
[See Appendix 10, Rule 5(4) of Part A]
Register showing thedistribution of billsamong the Cheque Writers
Date
Name of the Total No. of Initials of the No. of bills Initials of Initials of

Cheque billsfor Cheque returned after Cheque Head Cheque
Writer which Writer chwques duly Writer Writer

chequesare writtten or not

to be written

1 2 3 4 5 6

Cheque Writer

Addl. T.O./A.PA.O.
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ANNEXURE ‘G’
[See Appendix 10, Rule 5(5) of Part A and Rule 3(5) of Part B]
Register of Cheques Drawn
Treasury
No. of Amount Signature of No. of Amount Signature of

Cheques Cheque Cheques Cheque
Rs. Writer / Rs. Writer /

Tr.A.O. Tr.A.O.

Cheque Writer Addl. T.O./A.PA.O.
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ANNEXURE ‘H’
[See Appendix 10, Rule 5(6) of Part A]

Note Book showing the Distribution of Cheque Forms among Cheque Writers

Name of
Cheque
Writer

No. of blank
cheques
given for
writing

Initials
of
Cheque
Writer

No. of Cheques
returned

Initials of
Cheque
Writer

Initials of the
Cheque
Writer

2

3

1

From
To

Written
From
To
From
To

Total

Spoilt
From
To
From
To

Total

Unused
From
To
From
To

Total
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ANNEXURE ‘I’
[See Appendix 10, Rule 5(15) of Part A and Rule 3(13) of Part B]

Acknowledgement

Received by cash/cheque Rs. (Rupees
) only from the Treasury Officer , In payment of my
bill bearing token No. dated the on account of

(If an advicethat the bill has been

passed, has been received this should aso be sent).

Sation Sgnature
Date Designation

One rupee Revenue Stamp should be affixed for personal payment exceeding Rs. 5000.

Name of the messenger to whom payment is to be made

Signature of the Messenger
(Attested)

(The signature of the messenger or payee should be attested by the claimant under his
dated signature).

Sgnature of the Messenger or Payee
(To betaken by T.O./ST.O./A.PA.O.)
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ANNEXURE ‘J’
[See Appendix 10, Rules 5(11) & 5(15) of Part A and Rule 3(15) of Part B]

Register of Cheque Delivered

Date No. of To whom Token No. Description Amount
Chegue Paid of Charge Rs.
1 2 3 4 5 6
Sgnature of the Sgnature of the
Cheque Writer Counter Clerk

Received from the Cheque Section bills and tokens detailed above.

Dy. Accountant
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ANNEXURE ‘K’
[See Appendix 10, Rule 7(1) of Part A]

These forms will be printed with the first column containing numbers 01 to 99 and 00, the digits for
hundred and thousand being left to be entered in manuscript at the top and bottom of the column by the
clerk usingit.

Token Register
20

Seria Token No. 1 2nd 3 4 5h Up to 31¢

No.

1.

2.

3.

4.

5.

6.

7.

8.

9.
10.

Explanation :- In Kolkata Pay & Accounts Office against the number of the token issued, enter in
the Column of the“ Date” onwhichit isissued thefirst letter of the Precheck Section to which the bill has
been sent against all tokens received back enter the letter “R” (i.e., Redeemed) in the Column of the
‘Date’ on which they were redeemed.

Opening Balance

No. of tokens redeemed
Total ... ... ... ... ... ... ...

No. of tokens issued

Closing balance in hand

No. of tokens not in hand

Total No. of tokensin stock

Initialsof :

Bill Receiver

Treasury Officer
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ANNEXURE ‘L
[See Appendix 10, Rule 7(3) of Part A]

Token Census Register

Month of 20

1 —1000 Figure to be printed.
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SoukhowbdpE

~

Bill Clerk Accountant Drawing & Disbursing Officer

ANNEXURE ‘M’
[See Appendix 10, Rule 5(14)(iii) of Part A and Rule 3(8) of Part B]

Report of loss/revalidation of cheque and Requisition for issue of fresh cheque

Name of the D.D.O. and D.D.O. code

Head of Account code with Grant No.

Bill No. and date

T.V. No. / Token No. and date

Amount of the Bill

Lost Cheque No. and date / Original and date-barred cheque No. and date

In case the cheque relates to Provident
Fund / Loans and advances, the name

of the employee and account number or
identification number has to be furnished
Reason for loss/ revalidation

(@ Allotment of fund received
(b) Progressivetotal (including amount of cheque lost/to be revalidated)

(c) Balanceof alotment due

* Thisitemwill befilled in only when lossisreported or revalidation isrequired after the lapse
of the financial year but before expiry of twelve months after the issue of the original cheque.

Examined and entered. Pay Rs. (Rupees

For useat the Treasury

) only as per endorsement of the Drawing & Disbursing Officer

Accountant/J.A.O. T.O./A.T.O./PA.O./A.PA.O.

Dated 20




ANNEXURE ‘N’
[See Appendix 10, Rule 8(3) of Part B]

Dead Stock Register of Computer Appliances
(One Folio May Please Be Used For Each Category Of The Apparatus)

Date of Name of the Challan/Bill Name of Name of the Stock No. (to Signatureof | Remarks
Receipt of Vendor from No. & Date the official under be mentioned T.O./A.T.O./
the whom received Apparatus whose supervision by the PA.O./A.PA.O,
Appliance with it has been Treasury)
machine installed with
no. quoted place
therein
1 2 3 4 5 6 7 8

G002 ‘YT ANNC ‘AYVYNIQHOVALX3A FL1IZVD VIVITION IHL [1 v
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ANNEXURE ‘O’
[See Appendix 10, Rule 8(3) of Part B]

Stock Register of Computer Stationery and Softwar e (Itemwise folio)

Date of Name of Chalan/ Quality Value, if Balance Date of Quantity | Signature Balance | Signature
Receipt Supplier Bill No. Received any issued Issued of the of the
and date Receiver Officer-
in-Charge
1 2 3 4 5 6 7 8 9 10 11

90¢

G00Z ‘YT ANNC ‘AMVYNIQHOVALX3A TL1IZVD VIVIION IHL
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ANNEXURE ‘P’
[See Appendix 10, Rule 8(3) of Part B]

L og Book of Computer Hardware and System Software
(to be maintained in separate folio for each equipment)

Name of
the
equipment
with
Inventory
No.

Date and time
when snag

appears

To whom Official attended with Duration of the
reported with date and time and shag
date and time remedial measures
taken

Signature of
T.0./A.T.O./
PA.O./A.PA.O.

Remarks

D

)

3) (4)

()

(6)

()

G002 ‘YT ANNC ‘AYVYNIQHOVALX3A FL1IZVD VIVITION IHL [1 v
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Name of the Agency, which installed Software Package

ANNEXURE ‘Q’
[See Appendix 10, Rule 8(3) of Part B]

L og Book of Application Software

Date Name of Nature To whom Name of the Duration No. of occasions Singnature of Remarks
with the of the reported Official, who of the the problem T.O/A.T.O./
time Software | Problem with date attended the problem aroseinthe PA.O./
when module arisen and time call with date application A.PA.O.
problem and time and software during
appears remedial the maintenance
measures taken contract period
(1) (2) 3 (4) (5) (6) (7) (8) (9)

80¢

G00Z ‘YT ANNC ‘AMVYNIQHOVALX3A TL1IZVD VIVIION IHL
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ANNEXURE ‘R’

[See Appendix 10, Rules 4(3) & 4(4) of Part A and Rule 2(2)(i) of Part B]

Sock Register of Cheque Books/ Receipt Books

Receipt into Stock | ssues from stock
Number | Sl. No. of Number Sl. No.
Forms of
Forms
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ANNEXURE ‘S

[See Appendix 10, Rule 5(7) of Part A and Rule 3(7) of Part B]

Note Book [to be maintained by the Additional Treasury Officer (Cheque)]

Date Cheque serial no. Total of each line Signed Cancelled Remarks
From To
1) 2 3 4 ©) (6) ()

1. Column 4 should be totalled daily.

2. If cheques are signed, Additional Treasury Officer shall signin column (5).

3. If cheques are cancelled, Additional Treasury Officer shall signin column (6).
4. Reason for cancellation shall be stated in column (7). If fresh cheque isissued against cancelled cheque, numbers of both the cancelled
cheque and the fresh cheque shall also be mentioned here.
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Annexure-T
[See Appendix 10, Rule 3(8), (9) & (12) of Part B]

I ntimation to the DDO for Issue of Fresh Cheguein lieu of Time-expired/L ost Cheque

Name of the Treasury:

To,
The Drawing & Disbursing Officer,

Enclosed please find the following fresh cheque(s) which has/have been issued in lieu of the
time-barred/lost/mutilated cheque(s):

SL. | Old Cheque | New Cheque | Voucher No. & | Amount Remarks
No. | No. & Date No. & Date Date
1 2 3 4 5 6

The receipt of the abovementioned fresh cheque(s) may be acknowledged.

Encl: no. of Fresh Cheque(s).

Treasury Officer
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Annexure-U

[See Appendix 10, Rule 3(8), (9) & (12) of Part B]

For the month of

Name of the Treasury:

To

Statement of Issue of Fresh Chequein lieu of Time-expired/L ost Cheque

The Accountant General (A&E)

West Bengal

The following fresh cheque(s) has/have been issued in lieu of the time-barred /lost /mutilated

cheque(s):
SL. | Old Cheque | New Chegue | Voucher No. & Amount Remarks
No. | No. & Date No. & Date Date
1 2 3 4 5 6

Treasury Officer
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Annexure-V
[See Appendix 10, Rule 3(11) & (12) of Part B]

Statement of Cancelled Treasury Cheque(s) for the month of
Name of the Treasury:

To,
The Accountant General (A&E)
West Bengal

The Cheque(s) as noted bel ow has’have been cancelled and forwarded herewith for writing back
in the accounts:

S Cance Name | Cheque Amount Head Voucher | Name of the | Rema
No. | llation of the No. & Account No. employee rks
Date DDO date and G.PF. Alc

Voucher No./
date | dentification
No. (if any)
(if applicable)
1 2 3 4 5 6 7 8 9
Encl: No. of Cancelled Cheque(s)

Treasury Officer
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Annexure-W
[See Appendix 10, Rule 3(11) & (12) of Part B]
Intimation to the DDO for Cancellation of Cheque
Name of the Treasury:
To,
The Drawing & Disbursing Officer,
Thisisto inform you that the following cheque(s) has/have been cancelled:
Sl. Cancellation Cheque Amount Head of Voucher Remarks
No. Date No. & date Account No.
And
Voucher
date
1 2 3 4 5 6 7

Treasury Officer
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Annexure-X
[See Appendix 10, Rule 4(2) of Part B]

Name of the Treasury:

Correction Memo for the month of

To,
The Accountant General (A & E),
West Bengal.

Kindly arrangeto rectify the following Heads of Account in the List of Payment and Cash Account
for the month of .

* List of Payment / Cash Account :

Sl Head of Account Amount to be Amount shown Actual Amount
No. * Deducted/Added in LOP/CA (after correction)

* List of Payment / Cash Account :

Sl Head of Account Amount to be Amount shown Actual Amount
No. * Deducted/Added in LOP/CA (after correction)

]Remarks: (Mention detail reference of transactions such as Challan/VVoucher/Chegue Nos. with Date, Amount
and reason for correction)

Treasury Officer

*Strike out which is not applicable
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APPENDIX 11
[See Sub-rule (2) of T.R. 4.136]

Procedure for payment to Examiners and Printers and for meeting legal
expenses by the Public Service Commission, West Bengal

1.

A Personal Ledger account shall be opened in the Reserve Bank of India, Kolkata, in the name
(official designation) of the Secretary, Public Service Commission, West Bengal.

To open the account the Secretary shall draw a sum of Rs. 500 (Rupees five hundred) from the
Treasury as permanent advance on asimple receipt with an endorsement “ Pay to the Reserve Bank of
India, Kolkata, for credit to the account of Secretary, Public Service Commission, West Bengal”.
Annual acknowledgment thereof shall be sent to the Accountant General (Accounts and
Entitlement)West Bengal on the 15th of April each year.

The Persona Ledger account shall be operated to meet expenses in connection with payment of
remuneration to Paper-setters, Moderators, Examiners, Scrutinisers, Experts and Printers appointed
in connection with various examinations and/or selections conducted by the Public Service
Commission, West Bengal and also to meet legal expenses for defending the cases instituted against
the Commission before a Court of Law.

The Secretary shall make an estimate of the probable expenditure to be incurred during the month
and withdraw the same from the Treasury on an abstract contingent bill without any detail at the
commencement of each month. The amount thus withdrawn from the Treasury shall be credited to
the Personal Ledger account of the Secretary.

The monthly drawings shall be so regulated that at the end of the financial year the balance in the
Cash Book isnot in excess of Rs. 500/-, any excess being, asfar as possible, credited to Government
account on the last working day of the year concerned.

The drawings from the Treasury and the expenditure incurred against it shall be accounted for in a
cash book which may be opened in the form approved by the Accountant General (Accounts and
Entitlement)West Bengal and the State Government.

The accounts kept in the office of the Public Service Commission, West Bengal shall be subject to
local inspection twice a year, viz. in April and October, by an officer deputed by the Accountant
Genera (Audit), West Bengal.
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APPENDIX 12
[See T. R. 4.216]

RULESFOR THE PAYMENT OF COMPENSATION FOR LAND ACQUIRED UNDER THE
LAND ACQUISITION ACT

1. Unless there be something repugnant in the subject or context, the rules given in this Appendix for
payment of compensation on account of acquisition of land shall apply to all departments of the
Government.

2. Theexpression “Act”, used in this Appendix, means the Land Acquisition Act, 1894.

3. After dl preliminariesin respect of estimate, etc., that may be required under departmental rules or
regulationsin force, for thetime being, have been duly carried out, the land will be taken under the Act
either by the Collector or by the Land Acquisition Officer with the powers of Collector under the Act.

4. All payment on account of land acquisition compensation, after an award is made, shall be made in
advance either in cash or by account payee cheque / draft drawn on local bank for credit to the P.L.
Account of the L.A. Collector of the District opened for this specific purpose. All funds sanctioned
and placed or paid on account of Land acquisition for particular plot of land by the Requiring Body of
the State Government Department / Undertakings shall be credited either by transfer credit or deposit
by challan to the said PL. Account. In case of others (like Central Government Departments/
Undertakings. Other State Government and non-government organi sations whose transactions are not
routed through State treasuries), such payment shall be made by cheque or Demand Draft. Any cheque
or demand draft received on this account should forthwith be credited to the PL. Account by challan.

5. Whenan award ismade under the provision of the Act, the Land Acquisition Officer authorised by the
Collector, shall have a Statement prepared in the appended Form ‘A’ showing the amounts payableto
each person under the award, and shall, on the day the award ismade, forward a copy of the Statement,
signed by himself, to the Accountant General (Accountsand Entitlement) West Bengal. Before signing
the copy, the Land Acquisition Officer should carefully satisfy himself that it correctly shows the
amounts due under the award and should himself enter the total of Column 6 of the statement in
words, both in the original and in its copy. A subsidiary Statement in Form ‘AA’ giving particulars
regarding the acceptance by the persons concerned, of the amounts entered in Column 6 of the award
Statement, should also be furnished to the A ccountant General (Accountsand Entitlement) West Bengal
as soon as possible. If the subsidiary Statement is not complete on the day the award is made, the
necessary entriesin Column 7 of Statement A will be made in the Office of the Accountant General
(Accounts and Entitlement) West Bengal on receipt of the Statement in Form AA.

6. Incaseswhere an award has been made by the order of a Court under Section 26 of the Act, asecond
award Statement should be prepared in Form ‘B’ by the Land Acquisition Officer as soon asthe order
of the Court isreceived, and a copy thereof shall be forwarded to the Accountant General (Accounts
and Entitlement) West Bengal. On receipt of this Statement, the Accountant General (Accounts and
Entitlement) West Bengal will proceed to check the entries in Columns 1 to 4 with reference to the
original award made by the Land Acquisition Officer.
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7. Any change in the apportionment of the Land Acquisition Officer’s award made by a Court under
Section 30 of the Act, should also similarly be communicated to the Accountant General (Accounts
and Entitlement) West Bengal for the necessary correction in the Award Statement. If under Section
31(3) of the Act, it has been arranged to grant a compensation otherwise than in cash, the nature of
such compensation should be clearly specified in the * Remarks Column’ in the Award Statement.

8. In giving notice of the award under Section 12(2) and tendering payment under
Section 31(1) to such of the personsinterested, aswere not present personally or by their representatives,
when the award was made, the officer shall require them to appear personally or by representatives by
acertain date, to receive payment of the compensation awarded to them, intimating al so that no interest
will be allowed to them if they fail to appear. If they do not appear, and do not apply for areferenceto
the Civil Court under Section 18 of the Act, the officer shall, after any further endeavour to secure
thelir attendance that may seem desirable, cause the amountsdueto be paid in thetreasury as‘ Revenue
Deposits’ payable to the persons to whom they are respectively due, and vouched for in Form ‘E’ by
transfer credit from the PL. Account. The officer shall also give notice to the payees of such deposits,
specifying the treasury in which the deposits have been made. When the persons interested under the
award ultimately claim payment, the amounts will be paid to them in the same manner as ordinary
‘Revenue Deposits are refunded.

9. TheL.A. Officer should, asfar as possible, arrange to make the payments due in or near the village,
preferably in the office of the Gram Panchayat or Panchayat Samity of the concerned Gram or Block,
to which the payees belong, in order that the number of undisbursed sums to be placed in Revenue
Deposit on account of non-attendance, may be reduced to a minimum. Whenever payment is claimed
through a representative, whether before or after deposit of the amount awarded, such representative
must show power of attorney and legally valid legal acquitance for receiving the compensation on
behalf of his principal.

Note :-In the case of petty paymentsif the payees do not appear on the day fixed for payment and do
not apply for areference to the Civil Court under Section 18 of the Act, the L.A. Officer shall issue
notices to them informing them that if they do not attend by a certain date, the compensation awarded
to them will be remitted by Money Order, after deduction of the Money Order commission. The
following rules must be observed in making such payment by Money Order :-

(1) Nosumsexceeding Rs. 1000/- in each separate case may be paid by Money Order.

(i) No compensation due on account of land, which isowned jointly by the proprietors of avillage, may
be paid by Money Order.

(iii) In each Money Order so issued, the purpose of the remittance should be briefly stated in the
acknowledgment portion thereof in continuation of the printed entry “Received the sum specified
aboveon ", sufficient space being left below the manuscript entry thus
made for the signature or thumb-impression of the payee.

On receipt of the money order acknowledgment duly signed by the payee, it should be attached to the usual
receipt in Form Cinwhich thefull amount of the compensation and the deduction made therefrom on
account of the Money Order commission should be clearly shown; the receipt will then be disposed
of in the usual way.

(iv) Forthewords*paidin my presence by cash/by cheque’ in Form C, thewords* paid by Money Order
“ shall be substituted.
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10. Inmaking direct paymentsto the personsinterested under the award, the Land Acquisition Officer shall
take the receipt of each person to whom money is paid on a separate voucher in Form “C”, containing
areference to the item showing the amount due to that person in the Statement prescribed in Rule 5
above. In cases where payments are made to a number of persons under a single award, Acquittance
Roll in Form CC may be substituted for separate receipts in Form C. The Land Acquisition Officer
shall forward the separate receipts of the payees or the Acquittance Roll, as the case may be, to the
Accountant General (Accounts and Entitlement) West Bengal along with the monthly account of the
month.

11. All paymentsinto Court for deposit under the Act should be made by means of chequesin favour of the
Presiding Officer of the concerned Court, payable by order of the Court to the credit of ‘ Civil Court
Deposits’, under the head of account “8443-Civil Deposit-00-104-Civil Courts' Deposits-001-Courts
Deposits-07-Deposit”. The cheques should be accompanied with receipts, in triplicate, in Form D,
duly filled in, of which onewill be retained by the Court for record, and the other two duly signed will
be returned to the Land Acquisition Collector/Officer, who will keep one of the copiesand forward the
other to the Accountant General (Accounts and Entitlement) West Bengal alongwith monthly Plus-
Minus Memo. of the P.L. Accounts.

12. When a Court has awarded/ordered payment of L.A. Compensation at a rate in excess of the Land
Acquisition Collector’saward, the L.A. Collector shall move the Requiring Body, on whose behalf the
land has been acquired, by furnishing astatement of decretal amount in the form of estimate alongwith
an attested photocopy of the Court’s order for immediate placement of fund under intimation to the
Land and Land Reforms Department in accordance with the instructions contained in paragraph 102
of the Executive Instruction of the Land Acquisition Manual 1951. Form*“D” may beused with necessary
changes to give full particulars of the Court’s Order. On receipt of the decretal amount, it should be
deposited inthe PL. Account in the usual way and paid directly to the payee(s) following the payment
procedure. If the Court desires to deposit the amount to the Court, the same shall be deposited to the
Court by drawing chequesfrom the PL. Account. In case the Collector does not receive the fund from
the Requiring Body within the specified date as per order of the Court or if hethinksthat the drawal of
advance is unavoidable and cannot wait in order to honour the order of the Court, he may move the
concerned administrative Department for release of necessary funds from the Contingency Fund of
the State. In case of bodies other than the State Government, the L.A. Collector may draw the decretal
amount from the head “8550-Civil Advance-00-104-Other Advance-002-Other Advances’, etc., if the
Requiring Body fails to deposit the amount within the stipulated date. Such advance shall be paid to
the L.A. Collector either by cheque or by way of transfer credit to his personal Ledger Account and
thereafter be paid to the payee(s)/Court by cheque/draft, as the case may be, following the usual
procedure. As soon asthe decratal amount isreceived from the Requiring Body, the amount should be
credited to the aforesaid head with a challan.

13. The Divisional Officers of the Engineering Directorates on whose behalf land is acquired, will make
available necessary fund on the basis of estimates furnished by the Land Acquisition Officers, out of
their Letters of Credit, issued for the specific Project/Scheme. The amount made available will be
treated as advance. Further advances, asand when necessary, may also be made availabletotheL.A.O.
at his request subject to the condition that every fourth advance will only be given when the first
advance has been adjusted. For the purpose of adjustment of the advances, the L.A. Officer will send
to the concerned officer of the Requiring Body, details of payment made to the parties. He will also
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certify that the amounts received from the officer on whose behalf land was acquired, have been fully
utilised and balance, if any, has been refunded by a cheque issued in their favour out of the PL.
Account. Similar procedure of adjustment of advances received through cheque/draft shall befollowed
in case of other Requiring Bodies as well.

14. Thevouchersinrespect of Land Acquisition paymentswill beretained by the Land Acquisition Officer
alongwith all records and acquittance, documents showing transfer of land to the Requiring Body, and
certified copy of the award on the basis of which payment has been made to meet the requirement of
audit and Court cases, if any. However, a certificate of disbursement will be sent to the Requiring
Body other than the State Government on whose behalf the payment has been made.

15. The Land Acquisition Officer may make all or any payments by cash upto
Rs. 2,000/- in each case and over Rs. 2,000/- by Account Payee Cheque provided no inconvenienceis
caused thereby to the payeesin consequence of the property being situated at adistance from Treasury.
In respect of joint awardsin favour of several awardees, cash payment upto Rs. 2,000/- for each person
in the award may be made to them. All payments, either by cash or Account Payee Cheque, must be
made on proper identification and acquittance.

16. TheL.A.O.will send the adjustment of the advancesto the authority making advance, within aperiod
of 4 months. The adjustment will be watched by the Collector personally so that there may not be any
occasion of keeping unnecessary funds in the PL. Account. The Collector will make a percentage
check of the adjustment bill through an officer of his department not related to Land Acquisition
payments

As part adjustment of advance will create problem, each advance shall be adjusted at atime. The
disbursement certificate shall be given in the following form: -

“The amount of Rs. | (Rupees
) received by cheque / draft No. dated from
the officer of for payment of compensation in respect of

Scheme has been disbursed in full.”

Sgnature of the Land Acquisition Officer

17. A separate Cash Book will be maintained for the purpose of recording all receipts and payments of the
P.L. Accounts as required under T.R. 6.09(2) and T.R. 6.31. This Cash Book will be subsidiary Cash
Book to the main Cash Book of the Office wherein the transactions on account of P.L. Account will be
shown in lump day to day.

Requiring Body-wise Subsidiary Register showing details of receipts and payments should be maintained
inthe T.R. Form No. 40 in the office of the L.A.O.

18. TheL.A. Collector shall be responsible for sending amonthly statement of account to the Accountant
Genera (Accounts and Entitlement) West Bengal in respect of transactions of the PL. Account by the
5t of thefollowing month. Hewill also beresponsible for verifying at the end of each month and at the
end of each financial year asrequired under TR 6.09(3), the balance of the P.L. Account with reference
to the accounts of the Treasury and after annual verification and after close of the financia year, he
shall furnish acertificate of balance to the Treasury on or before 15" May of each year.
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19. Audit of the L.A. Payment:

20.

21.

22.

The Award Statement in Form * A’ shall be sent to the Accountant General (Accountsand Entitlement)
West Bengal for record as a document in support of the sanction to the expenditure. The complete
Award Statement in Form ‘A’ and Form ‘AA’ and vouchersin form ‘C’ and ‘ CC’ shall be kept in the
office of the L.A. Collector, case-wise for audit and to meet court cases, if any.

In cases in which compensation is granted in the shape of either land in exchange or remission of
revenue as provided in Section 31(3) of the Act and the land is acquired for Government purpose, no
adjustment of the value of theland givenin exchange will berequired, unlessit is separately purchased
by the Government. If however, the land is acquired for a body financially independent of the State
Government, the value of the Government land given in exchange and the capitalised value of the
abatement of Land Revenue should be debited against advances of funds (Rule 4) made by that body.

Investments under Sections 32 and 33 of the Act, of money deposited in Court, should be arranged for,
Inthe case of purchase of Government securities, in communi cation between the Court and the Reserve
Bank of Indiaand purchase of land should be effected under the Court’s orders through the Collector.
The Bank will inform the Court what sum should be remitted to enable him to make the investment,
and thisamount will be paid from the depositsin Court. In case of investment in other forms, the L.A.
Collector will act as per order of the Court.

In any case, in which land is acquired for aMunicipality or other Local body financially independent
of the State Government, the Government may direct that the payments shall be made and audited as
if the land were being acquired for the Government. If the Government issues such an order, the Land
Acquisition Collector or other Officer who makes payments on account of the land acquired, shall
draw funds from the treasury and make payments in the manner laid down in these rules, using the
forms prescribed and shall render his accountsto the Accountant General (Accounts and Entitlement)
West Bengal. The Municipality or other Local body will pay the estimated cost of the compensation to
the credit of the Government in advance on such dates and in such instalmentsasthe L.A. Officer may
direct. These sums shall be deposited in the treasury by challan for credit for work done for public
bodiesto the head “ 8443-Civil Deposit-00-106-Persona Deposit-001-PL Accountsof L.A. Collectors-
07-Deposits’. Any charges should be supported by the prescribed voucher, unless these cannot be
furnished at once, in which casethe Accountant General (Accountsand Entitlement) West Bengal will
place them under objection, till the necessary vouchers have been obtained. If the awarding officer, at
any time, has in hand any sum in excess of his immediate requirements, he should refund it to the
concerned Municipality or the local body.



FORM A
No. and Date of Statement
Date of Award
Name of work for which land has been acquired

No. and date of declarationin Gazette, viz., No. Dated Page
Statement showing compensation awarded by under Section Act | of 1894 to all the personsinterested
in the plot of land situated in the village of in estate , No. on the Revenue Roll of the
District of , Paragana
1. 2. 3. 4. 5. 6. 7. 8. 9. 10.
Sl.| Nameof Areaof | Statement | Vauation Total amount dueto | Distribution Remarks | *Number Date on which
No.| personsto | of land of land of any each person, including of the and date possession ofthe land
whom revenue | buildings | theamount showingin | amountin of voucher was handed over to
payment is that may Column 5, the amount | Column 6 the departmental
due under be taken awarded,for theland | taken from authorities for whom
the award up on the interest, costs and any the itisacquired
Areaof land land other amountsdueto | subsidiary No. | Date | Date | Referenceto
the payee in connection | Statement the report
with the acquisition of AA stating the
the land date
Rs. Rs. Rs.

* To befilled up in the office of the Accountant General (Accounts and Entitlement) West Bengal

Note 1 — Each award statement should be confined to the lands to be taken under one declaration, i.e. the awards given for lands acquired under more than
one declaration should not be incorporated in one statement, but as many separate statements submitted as there as declarations.

Note 2 — In noting these particulars in the Award Statement it may be sufficient to enter the letter (a), (b), (c) or (d) as the case may be, in Column 7 of the
Statement, when the whole amount of the award is shown in one of the four sub-Columns (a), (b), (c) or (d) in this statement.
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Particulars regarding the acceptance by the persons concerned of amounts entered in Award Statement No.
Name of work for which land has been acquired

FORM AA

No. and date of declaration in

Gazette, viz., No.

Dated

Page

Dated

1. 2. 3.
Serial No. in Name of person to whom Particulars of amount entered in Column 6 of the Award Statement
the Statemnet payment is made under the @ (b) (© (d)
of Award award Amount Amount Amount Reasons | Amount undisbursed
under Section accepted accepted under deposited in for owing to non-
Il of the Act without protest protest Court depositing | attendance and the
Amount Court treasury inwhichitis
deposited

Rs. Rs. Rs. Rs.

Note 2 — In noting these particularsin the Award Statement it may be sufficient to enter the letter (a), (b), (c) or (d) as the case may be, in Column 7 of the
Statement, when the whole amount of the award is shown in one of the four sub-Columns (a), (b), (c) or (d) in this statement.
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FORM B
No. and Date of Statement
Name of work for which land has been acquired

No. and date of declarationin Gazette, viz., No. Dated Page
Statement showing compensation awarded by under Section Act | of 1894
1. 2. 3. 4. 5. 6. 7. 8.
Serial No. inthe Names of person Amount Amount paid by Total amount Further Remarks No. and date of
Statement of Award | to whom payment originally Collector under awarded by the payments voucher
under Section |1 of is due under the awarded the original court due
the Act award award
Rs. Rs. Rs. Rs.

vee
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FORM C
(Obverse)

No. of vouchers

Name of work for which the land has been acquired

No. and date of declarationin Gazette, viz., No.

FORM C
(Obverse)

No. of vouchers

Name of work for which the land has been acquired

No. and date of declaration in Gazette, viz., No.

Date Serial No. in Award Statement No. Date Serial No. in Award Statement No.

dated Name of Payee dated Name of Payee

I of I of

Pargana Zilla Pargana Zilla do

do hereby acknowledge to have received Rs.
on account of cost of land taken up by the Government as

detailed on reverse.

Sgnature of Payee

Locality

hereby acknowledge to have received Rs.

on account of cost of land taken up by the Government
as detailed on reverse.

Sgnature of Payee

Locality

Note :- The receipt should be in English, but when the payee is unable to write
in English he may give a receipt in a modern Indian Language.
Note :- The receipt should be in English, but when the payee is unable to write
in English he may give areceipt in amodern Indian Language.

Note :- The receipt should bein English, but when the payeeis unable to
writein English he may give areceipt in amodern Indian Language.
Note :- The receipt should bein English, but when the payeeis unable to
writein English he may give areceipt in amodern Indian Language.
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FORM C
(Reverse)
Details of Land etc. and their Values

Mouza Pargana Zilla
Land , Bigha , Cotta , Chuttack
Vaue Rupees

Details of Land etc. and their Values

Mouza Pargana Zilla
Land , Bigha , Cotta , Chuttack
Value Rupees

9c¢
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FORM CC

Consolidated voucher for payment made during 20 __inaccordance with Award Statement No. dated , 0N account
of land acquired for in the District of , Tehsi Mouza
Serial No. in Name of Payee Areaof land Amount paid Signature of the payee
award statement and date of payment
1 2 3 4 5

Total —

Paid in my presence in cash / by cheque to the above person the total sum of Rupees (in words)

only.

Dated, the

20

Signature of Officer

G00Z ‘YT ANNC ‘AHVYNIQHOVHLX3A 1137V VIVITION IHL [1 vy
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FORM D
Name of work for which land has been acquired

To the Judge of the Court at

FORM D
Name of work for which land has been acquired

To the Judge of the Court at

FORM D
Name of work for which land has been
acquired
To the Judge of the Court at

Thesumof Rs. on
account of compensation for land taken up for the
above purpose, payable as detailed below, istendered
for deposit in Court under Section 31(2)
of Act, 1 of 1894 —

Thesumof Rs. on
account of compensation for land taken up for the
above purpose, payable asdetailed below, istendered
for deposit in Court under Section 31(2)
of Act, 1 of 1894 —

Thesum of Rs. on
account of compensation for land taken up for
the above purpose, payable as detailed below,
istendered for deposit in Court under Section
31(2) of Act, 1 of 1894 —

Serial | Names | Area | Amount | Remarks Serial | Names | Area | Amount |Remarks Serial | Names| Area| Amount |Remarks
No. of of payable No. of of payable No. of of | payable
in parties | land | toeach in parties | land | toeach in parties | land | to each
award award award
State- State- State-
ment ment ment
No. No. No.
Acres Rs. Acres Rs. Acres| Rs.
Total Total Total

land Acquisition Officer
Dated 20

Received the above amount for credit to Civil Court
deposits.

Judge

Note — Thisform should be used when the amounts

of compensation due are sent to aCivil Court
for Deposits.

land Acquisition Officer
Dated 20

Received the above amount for credit to Civil Court
deposits.

Judge

Note — This form should be used when the amounts

of compensation due are sent to aCivil Court
for Deposits.

land Acquisition Officer
Dated 20

Received the above amount for credit to Civil
Court deposits.

Judge

Note — This form should be used when the

amounts of compensation due are sent
to a Civil Court for Deposits.

8¢¢
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FORM E
Name of work for which land has been acquired
To the Officer-in-Charge of Treasury.

Please receive for transfer to credit of Revenue Deposits the sum of Rs.
on account of compensation for land taken up for the
above purpose, payable as detailed below :-

FORM E
Name of work for which land hasbeen acquired

To the Officer-in-Charge of Treasury.

Please receive for transfer to credit of Revenue Deposits the sum of Rs.
on account of compensation for land taken up
for the above purpose, payable as detailed below :-

Serial No. Names Areaof Amount Remarks Serial No. Names Areaof Amount Remarks
in award of land payable to each in award of land payable to each
statement parties statement parties
No. No.
Acres Rs. Acres Rs.
Total Total
Dated 20 Land Acquisition Officer Dated 20 Land Acquisition Officer

Received the above amount for credit to Civil Court deposits.

Treasury Officer

Note — This form should be used when the amounts of compensation due are
sent to treasury in the absence of proprietorswho havefailed to present
themselves for payment.

Received the above amount for credit to Civil Court deposits.

Treasury Officer

Note — Thisform should be used when the amounts of compensation due
are sent to treasury in the absence of proprietors who havefailed
to present themselves for payment.
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APPENDIX 13
[See T.R. 4.219]

Rulesfor Commissions and Committees

1. These rules shall apply to Commissions and Committees set up by the Government. In what follows,
the terms “Commission(s)” applies aso to such Committees. The Secretary will be the Officer-in-Charge
of the accounts unless a separate officer has been nominated for this purpose.

2. All expenditure will be incurred under the orders of the proper department of the Government and no
disbursement may be made except in accordance with various rules and orders issued by the Govt. from
timetotime. Theexpenditurewill, unless specific ordersto the contrary areissued, be audited by Accountant
Generd (Audit), West Bengal and brought to account by the Accountant General (Accountsand Entitlement)
West Bengal (hereafter referred to asthe “ Accounts Officer”).

3. Asrequired under T.R. 4.018 and T.R. 4.019, four sets of specimen signatures of the Secretary of the
Commission or the officer declared as D.D.O. in respect of the Commission should be duly attested and
forwarded by the Administrative Department concerned to the Accountant General (Accounts and
Entitlement) West Bengal who in turn will issue a letter of authority to draw fund from the concerned
Treasury together with three sets of the specimen signatures. On receiving the duly attested specimen
signature from the Accountant General (Accounts and Entitlement) West Bengal, the Treasury may make
payment against bills presented within the fund allotted by the Administrative Department. In case the
Secretary or D.D.O. of the Commission requires payment from aDistrict or place other than Kolkatawhere
he has been placed in Account; the concerned Treasury may allow drawal of fund in advance within allotment
for the purpose of purchase of Bank Draft in usual manner from Reserve Bank of India or State Bank of
India.

BILLS
4. Billsshould be prepared in the manner followed by the Drawing and Disbursing Officersin Government
offices.

When there is acute trouble in obtaining payee's receipts, a certificate from the Secretary to the
effect that the expenditure has actually been incurred will be accepted.

Secretary of the Commission may have a permanent advance where so authorised by the
Administrative Department so that day to day expenses can be met out of the permanent advance. Secretary
of the Committee may also draw advances in abstract contingent bill form on the basis of sanction of the
Government.

Asthe Commissionsremaininofficefor abrief period, all sub-vouchersin respect of the expenditure
incurred by a Commission shall be submitted to the Treasury along with the bill for drawing the charge. All
vouchers in respect of adjustment of advances drawn in abstract contingent bill shall be submitted to the
Treasury through the Controlling Officer (viz. the Administrative Department).

For the purpose of Travel Expense, the Head of the Commission will act as controlling officer in
respect of his own Travel Expense claims and also that of his officers and staff.

Cash Book and Account
5. A Cash Book should be maintained in F. R. Form ____ *(Existing T.R. Form No. 4) and all monetary
transactions should be entered in it and attested by the Secretary or Drawing & Disbursing Officer in token
of check, It should be closed and balanced each day, and completely checked. Cash balance shall be verified
at the end of each month by physical counting and result of verification recorded in the Cash Book by the
Secretary. The Secretary should ensure that the receipt, if any, is sent to the Bank and be satisfied that the
same has actually been credited to the Government Account.

Asand when the Commission or Committee ceasesto function, the Secretary will hand over charge
of the Books and Accounts to such Officer of the Administrative Department as may be nominated by the
Department. Any unspent balance will be credited to the Government Account. But he will continueto be
responsible for the financial transactions, if anything is reported against. The Administrative Department
will arrange audit of the accounts very promptly.

RECEIPTS
6. Receipt of Government money should not be acknowledged by letter. Counterfoils of machine numbered
receipt books (F. R. Form No. __ *Existing T.R.F. No. 6) should be used and all receipts should be signed
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by the Officer-in-Charge of the accounts and by a clerk. This officer should attest the relevant entry in the
cash book when he signs the receipt.

Verification of Cash
7. The actual cash balance should be verified during the month by the Officer-in-Charge of the accounts
and he should then record a dated certificate :-
“Cash in hand verified and found to be Rupees (in words)
(Rs ). Signature & Date
(See also Rule 5 regarding monthly verification of cash by the Secretary).

Custody of Cash

8. (a) A cashier should be appointed to each Commission, who will be responsible for the custody of cash
and control of receipts and payments. Whenever possible the cashier should be aperson who holdslien on
apermanent post under the Government, otherwise he should be required to give adequate security. Money
should not be drawn in advance or in excess of immediate requirement or merely to prevent alapse of fund.
A cash box should be provided for holding the cash and it should be deposited in the nearest Treasury for
safe custody when an appreciable sum of money hasto be kept overnight; such action must in particular be
carried out when some dayswill elapse before the cash isagain required. If the cash box isnot deposited at
the Treasury overnight, proper steps should be taken for its safety.

(b) The Secretary of the Commission may be authorised to open a Savings or Current Account with
any Public Sector Bank or the State Bank of Indiafor safe keeping of cash where aregular cashier cannot
be placed at the disposal of the Commission and thereis problem of safe keeping of cash.

Control of Expenditure
9. The following rules relating to the control of expenditure will be applicable, except to the extent that
they are abrogated to the contrary by instructionsissued by the Secretary of the Administrative Department
from timeto time :-
(1) The Administrative Department concerned will be responsible for the control of expenditure.
(2) The Secretary of the commission will send to the controlling authority amonthly statement showing the
progressive expenditure from the 1 April of the current year to the end of the past month under the heads

(a) Salaries,

(b) Travel expenses,
(c) Office expenses,
(d) Other charges.

Purchase of Books and Stationery

10.The Secretary of the Commission is authorised to incur expenditure on the following items subject to
the cost being met within the sanctioned allotment of the Commission :-

(2) The purchase of books and publications, required for the Commission’s use, may be made. All the
books so purchased shall be handed over to the Department when the Commission or Committee ceasesto
function.

(2) Thelocal purchase of articles of stationery, urgently required upto Rs. 100 in each case and subject to a
maximum limit of Rs. 2,000 in afinancial year, may be made.

Printing

11. The question of the desirability of printing the evidence before Commission, Committees, etc., should
be carefully considered in each case and asfar as possible the printing of evidencein full should berestricted
to the most important Commissions only. Such Commissions as are authorised to have printing work done
should ordinarily confine their work to a particular press and should avoid sending it piecemeal. Whenitis
found necessary to send work to other presses, care should be taken to send a sample of that portion which
isaready in print, so asto serve asaguide in regard to set up, style and size. All chargesfor work will be
paid in cash / cheque on presentation of the bill by the press concerned. Managers of presses should submit
their bills promptly, as difficulty arisesin realising the money once a Commission has ceased to function.
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APPENDIX 14
Part A
[Adopted from Remittance Facilities Scheme, 1975 of the Reserve Bank of India]

Remittances facilities-conditions gover ning issue of Draftsand Telegraphic transfer on
Government Account.

1. Anintegrated remittance facilities scheme was formulated by the Reserve Bank of Indiawith aview to
facilitating transfer of Funds between different centres. The scheme has been extended and liberatised from
time to time and is operative between centres where the bank has its offices or branches or has established
currency chests of its Issue Department managed by its Agencies or Treasuries.
Note 1.-The expression “Agency” means the State Bank of India or any other Bank to which the
custody of a currency chest of the Issue Department has been entrusted at any centre by the Reserve
Bank.
Note 2.-The expression “ Treasury Agency” means a Treasury in Indiawhich has a permanent currency
chest at a place where the Reserve Bank has no office or branch or any other agency.

2. State Governments, as per remittance facilities scheme, are entitled to remit funds free of charge
throughout India. Drafts on Government Account at par will not ordinarily be issued for amounts of less
than Rs. 50/-. Remittance on Government Account isordinarily effected by means of bank drafts, but if so
desired by an application on behalf of the Government, offices of the Reserve Bank of India. Agenciesand
Treasury Agencies conducting Government business may arrange for remittance by telegraphic transfers at
par, the cost of Telegrams and its acknowledgment being recovered from the applicant.

3. ReserveBank draftsare used for remittance between offices of the Bank. Agenciesand Treasury Agencies.
except when such drawings are made from one office of an agency on ancther office of the same agency.
Agency Bank Drafts are used when drawings are made from one office of an agency bank to another office
of the same agency bank.

4. All Heads of offices of the Government and officers declared as Drawing and Disbursing Officers may
for remittance on Government account request for issue of drafts or telegraphic transfers.

5. Thefacility of remittance by drafts at par is also permitted to the Local Funds named in Schedule. A’ to
this appendix. Offices of the Reserve Bank, Agencies and Treasury Agencies are authorised to effect
remittance on behalf of local fund authorities within the State by draft at par. If so, desired, telegraphic
transfers at par may also be issued on account of such local funds on payment of cost of telegram and its
acknowledgment. Remittance in respect of specified local funds beyond the State will aso be effected by
offices of the Reserve Bank of India, Agencies and Treasury Agencies at the following rates ;-

Upto Rs. 5,000/- 6 p% minimum of Rs.0.25 (for telegraphic transfers minimum Rs. 1/-)

Over Rs. 5,000/- 3 p% minimum Rs. 3/-

6. The prescribed form for remittance by draft or telegraphic transfer is available from the Reserve Bank
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of India, Kolkata or from the Branches of the State Bank of India conducting Government cash business. A
draft remains valid upto a period of six months and can be revalidated by the officer issuing ~ the same. A
draft which isnot paid before the end of the third accounting year of the Bank (the bank accounting year is
from 1st July to 30th June) after the accounting year in which it was issued shall be treated as lapsed one.
Payment on such draft will be authorised by the currency officer of the Bank.

7. When a draft has been either lost or destroyed and satisfactory evidence to that effect is available, an
application may be made for issue of a duplicate draft within a reasonable period after issue but before it
has lapsed, to the office from which the draft was originally obtained. Application for issue of aduplicate
draft may be received from the Departmental Officer in his capacity as remitter or the payee/endorsee.
Where the applicant for issue of a duplicate draft isadepartmental officer of Government, he will haveto
furnish aletter of indemnity in prescribed form. The official signing theindemnity bond must be competent
under Article 299(1) of the Constitution of Indiato execute such bond on behalf of the Governor. If thelost
draft has already lapsed, a duplicate will be issued after obtaining sanction from the currency officer.

8. Theloss of adraft should be promtly reported to both the drawee and drawing offices. No refund on a
lost draft can be obtained. The remitter will have to obtain a duplicate of the draft from the issuing office
and receive the payment thereof through the payee at the office on which the original draft was issued.

9. For further details about the remittance facilities offered by the Reserve Bank of India, the booklet
containing the Remittance Facilities Scheme of the Bank may be seen alongwith the rules contained in
Chapter X of Part Il of the Treasury Rules. West Bengal, Volume-I.

Schedule A
(Referred to in Para 5)

Zilla Parishad Fund including Panchayat Samity Fund.

District Road Fund.

District Cbowkidari Reward Fund.

Village Chowkidari Fund.

Police Fund.

Chawkidari Uniform Fund.

Ranaghat Charitable Dispensary Fund. 8. Mohosin Endowment Fund.

District Primary Education Fund iactuding fund of District School Board.

10 Charitable Endowment Fund.

11. West Bengal State Electricity Fund including that of West Bengal State Electricity Board.
12.Municipalities, Corporations Locals Boards, Town Committes and Notified Area Authorities Fund.
13.Funds of the statutory authorities, Corporation, Undertakings of the State Government.
14.West Bengal Board of Secondary Education Fund

15.West Bengal Council of Higher Secondary Education Fund.

15.Fund of Universities.

16.Fund of Darjeeling Gorkha Hill Council. (DGHC)

17.Any other Fund declared as Local Fund under Treasury Rule 6.29,

© No g bk~ owDdPE



234 THE KOLKATA GAZETTE, EXTRAORDINARY, JUNE 14, 2005 [ParT |

Part B
RESERVE BANK OF INDIA REMITTANCE FACILITIES SCHEME, 2005

An integrated Remittance Facilities Scheme was formulated by the Reserve Bank of India and brought
into force with effect from the 1st October 1940, with aview to facilitating the transfer of funds between
different centresin the country expeditiously and at the minimum cost, without incurring the expenditure
involved in carrying treasure physically from place to place. The Scheme has been extended and liberalised
from timeto time since then and is operative between centres where the Bank hasiits offices or branches or
has established currency chests of its Issue Department managed by its agencies or by treasuries and sub-
treasuries. Certain branches of the agency banks, which have not been provided with currency chests also
issue and encash remittances under special arrangements under the Scheme. The Scheme was reviewed in
1974- 75 and certain changes were incorporated in 1975. However, with the tremendous expansion in the
banking network and in the areas of communication and information technology in the country, the need
for reviewing the scope and range in terms of facilities to be provided to the agencies implementing and
participating in the Scheme was examined by a Working Group appointed by the Bank. The Report of the
Working Group was submitted in January 2002 and accepted for implementation. Details of the Remittance
Facilities under the Scheme as further modified with effect from July 1, 2005 are set out in this booklet.

2. The Scheme will bein operation at the following placesin India:-
(8 Wherever Reserve Bank of India has an office of its Banking Department
(b) Wherever State Bank of Indiabranches have currency chests
(c) Where Associates of State Bank have branches with currency chest arrangements.
(d) Wherever Treasury Agencies have currency chests-

() Wherever Public Sector banks have currency chests and as and when approved by the
Bank.

3. For the purposes of this Scheme -Definitions:
(a) ‘the Bank’ meansthe Reserve Bank of India.

(b) ‘agency bank’ means State Bank of Indiaor any other bank to which the custody of a currency
chest of the Issue Department has been entrusted at any centre by the Reserve Bank.

(c) ‘agency office’ meansthe office or branch of the State Bank of India, State Bank of Bikaner &
Jaipur, State Bank of Hyderabad, State Bank of Jndore, State Bank of Mysore, State Bank of
Patiala, State Bank of Saurashtra and State Bank of Travancore. or any other agency bank,
where telegraphic tratlsfer, mail transfers, drafts or other instruments can be issued or paid
under the Scheme and includes a branch of Public Sector Bank as approved under 2(e).

(d) ‘treasury agency’ meansatreasury or asub-treasury in India, which has a permanent currency
chest, at a place where the Reserve Bank has no office or branch or any other agency.

(e) ‘local fund’” meansany fund or revenues administered by bodies, which under the provisions of
any law or rulewhich isin force for the time being and is under the control of any State or the
Central Government, whether in regard to all matters or some specified matters, or any other
fund, which may be notified by the State or Central Government as such.

(f) ‘GM / DGM (lIssue)’, means the officer holding executive charge of a branch of the Issue
Department of the Reserve Bank.
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4. Banks and Offices through which remittances can be issued or paid:

A list of the agency banks as defined in paragraph 3(b) above through which remittances can be issued
or paid will be found in Annex-I. The names of the offices of the banks at which facilities for the
remittance of funds under this Scheme are offered can be ascertained by a reference to the banks
themselves, but broadly facilities for the issue and payment of remittances under the Scheme will be
available at all metropolitan centres and al places at which district and tehsil or taluka offices are
located.

5. Modes of remittances:

Thefollowing arethe different modes of remittances ©
recognised under the Scheme:

(@

(b)

(ii)

(iii)

(iv)
(v)

(vi)

Drafts: Reserve Bank drafts are used for
remittances between offices of the Bank,
agencies and treasury agencies, except when
such drawings are made from one office of an
agency on another office of the same agency.

Telegraphic Transfer: These are orders
issued for the transfer of funds telegraphically
between offices of the Bank, agencies and

treasury agencies. Agency bank’s drafts _are used when drawings
are made from one office of an agency bank on
Mail Transfers: These are orders issued by another office of same agency bank.

mail for the transfer of funds between accounts

maintained at offices of thebank and Agencies. (d) Electronic Funds Transfer: The funds
Mail transfers are not issued by or on treasury transfers are done through electronic
agencies. transmission of funds transfer messages.

Partiesto whom remittances are available:
Thevarious parties entitled to remittances under the Scheme and the particulars of remittances available
to each of them are given below:

Central and State Gover nments:

The Central and State Governments are entitled for unlimited remittance of funds, free of charge,
from an account with RBI, to any of the participating agencies.

The RBI office concerned will decide the appropriate mode of transferring the fundsviz. ECS, EFT,
DD etc. except in case of specific request in thisregard.

Wherever, theremittance is required to be made through an Agency Bank like SBI, the fundswill be
credited to that bank’s account with instructions to pass on the proceeds to the ultimate beneficiary’s
account. The Agency Bank will not charge any commission or any other handling charges from the
party (ultimate beneficiary), even if payment is made through any other mode.

The minimum amount of remittance will be Rs.|, OOO/-

State Governments are provided facilities for remittances from an account with the Bank to any
participating agency under the Scheme within the State only. Inter state remittanceswill not be made
under the Scheme.

At non-RBI centers, Central and State Governments will be provided remittance facilities by the
accredited branch within the Bank’s own mechanism. Individual remittances will be for a minimum
ofRs.|,000.
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(b)

(©)

(d)

(i1)

(iii)

(iv)

()

(i)

(i1)

(iii)

(iv)

(f)

Local Funds: Certain local funds are granted free remittance facilities by the Central and State
Governments within their respective jurisdictions. A list of such local fundsisgiveninthe Treasury
Rules/ Codes of the respective Governments. Offices of the Bank, agenciesand treasury agenciesare
authorised to effect remittances on behalf of such local fundswithin thejurisdiction of the concerned
State by draftsat par .If so desired, telegraphic transfers at par may also beissued on account of such
local funds on payment of the cost of telegram and its acknowledgement. Remittances in respect of
specified local funds outside the jurisdiction of the concerned State will be effected by offices of the
Bank, agencies and treasury agencies at the following rates:-

Upto Rs.5,000/- 6 per cent (minimum Re.l )
Over Rs.5,000/- 3 per cent (minimum Rs.3)

Commercial Banks:

(i) Commercia Banksareeligible for unlimited fundstransfer facility between RBI Offices, free of
cost.

(i) The remittances will bein multiples of Rs.10 lakh, subject to aminimum amount of Rs.50 lakh.

(iif) Commercial Banks should approach SBI for their funds transfer needs, whenever the funds
transfer is not between RBI Offices.

(iv) At non-RBI centres, all bank branches participating in the Scheme will provide remittance
facilities. Individual remittance will be for a minimum amount of Rs.50.000.

Co-oper ative Banks:

Co-operative Banks are eligible for unlimited free remittance facilities for remittance between
RBI Offices.

The remittances will be in multiples of Rs.I akh subject to a minimum amount of Rs.10 lakhs.
For other remittances, the Co-operativeinstitutions| federations have to approach SBI or any other
Bank.

At non-RBI centresall bank branches participating in the Schemewill provide -remittancefacilities.
Individua remittance will be for a minimum amount of Rs.50,000.

Financial Institutions:

Financial Institutionslike IDBI, NABARD etc., which are treated on par with Commercia Banks,
are allowed free remittance facilities between RBI Offices.

The remittances will be in multiples ofRs.10 lakh subject to a minimum of Rs. 50 lakh.
Fundstransfer needs, of these institutions from a centre where the Bank has an office to anon-RBI
centre will be met by SBI. SBI will provide unlimited funds transfer facility .The remittances will
be in multiples of Rs.50,000 subject to a minimum of Rs. 1 lakh.

At non-RBI centres, all bank branches participating in the Schemewill provideremittancefacilities.
Individual remittance will be for a minimum of Rs.50,000.

Members of the Staff:
Facilities for remittance of funds at par are available to members of the staff including retired
members of staff of RBI after satisfying that they are ex- employees of the Bank.



ParT [] THE KOLKATA GAZETTE, EXTRAORDINARY, JUNE 14, 2005 237

7. Scale of Exchange:
The scale of exchange for remittances covered under paragraphs Nos. 6¢(iii) & (iv), 6d (iii) & (iv)
and 6e (iii) & (iv) are asfollows:-

(i) Rs.50,000to Rs.l Crore -Rel per Rs.l ,000 (Minimum Rs.| 00).
(i) Rs.1Croreto Rs.10 Crore —0.50 paise per Rs.|,000 (Minimum Rs.10,000).
(ilf) Rs.10 Crore and above -0.20 paise per Rs.|,000 (Minimum Rs.50,000).

Note: Whereremittances are sent by telegraphic transfer, telegram charges are payabl ein addition to exchange
charges.

8. Limitson drawings:
Offices of the Bank and agencies may issue and encash remittances without any restriction asto amount.
Drawings by or on treasury agencies are, however, subject to the following limits for each mode of
remittance.

At or onasub-treasury ........... Rs.10,000 per day*

At or on adistrict-treasury ........ Rs.50,000 per day*

* Except treasuries and sub-treasuries in Assam, Manipur, Meghalaya, Arunacha Pradesh, Mizoram
and Nagaland for which the limits will be as under:

Atoronasub-treasury ............. Rs.5,000 per day

Ator on adistrict-treasury .......... Rs.25,000 per day.

The limits of drawings by or on asub-treasury or adistrict treasury shall not be exceeded without
the sanction of the OM / DOM (Issue).

9. Issue of telegraphic transfers, mail transfersand drafts:
A person requiring or applying for atelegraphic transfer or mail transfer or a draft shall complete an
application in the form set out in Annex |1 or as near thereto as possible. Copies of this form may be
obtained from the office of the Bank, agency or treasury agency to whom the application isto be made.
The amount of the remittance together with prescribed charges, including the cost of telegram must be
tendered with the application.

Note: Since mail transfersareissued for transfer of funds between accounts maintained at the offices of the
Bank and agencies, they will not beissued by or on treasury agencies. Application for amail transfer
shall be signed by a person or persons authorised to operate on the account of the remitter.

10. Customer funds transfer messages under Electronic Funds Transfer System will be routed using the
IFN 1 xx Seriesformatswhich providesfor all necessary information for thetransfer of fundsincluding
details of the remitter and beneficiary and aso the details of the institution where the beneficiary’s
account is maintained.

11. Payment of telegraphic transfers, mail transfers and drafts:
In the case of atelegraphic transfer the person claiming payment will be required to furnish:
i) atelegraphic intimation to him from the place where the remittance has been issued.
i) identification by awell-known and responsible person who should certify that the payeeis knownto
him.
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Note: A Commercial or Co-operative bank applying for payment of the amount of atelegraphic transfer at
treasury agencies need not produce the telegram received from the remitter, but may furnish instead,
aletter from the agent or manager of the concerned bank, advising the receipt of intimation of the
telegraphic transfer and demanding payment.

12. Inthecaseof amail transfer, the question of telegram being produced by the collecting bank does not

arise, but the normal precautions should be taken to ensure that the payee’saccount is credited without
any delay.

13.  If the remittance has been made through a draft, it should be receipted on the back by a person
entitled to givealegal quittancefor the payee, beforeit ispresented for encashment. Where payment
isnot collected through arecognised bank, adraft will be payable after the paying office has satisfied
itself of the genuineness of the claimant’s signature on the back of thedraft. A draft can betransferred
by endorsement and delivery.

14. Cancellation of telegraphic and mail transfers:

A telegraphic or mail transfer will be cancelled at the written request of the remitter provided that it
is received by the paying office in sufficient time before the payment is or is due to be made. The
amount of theinstrument, in respect of which payment has been stopped will thereupon be refunded,
after the drawing office has obtained confirmation from the drawee office that instructionsto cancel
the original transfer have been complied with. Where the applicant so desires, the drawee's
confirmation can be arranged by telegram. The cost of telegram and the postage incurred in this
connection will be payable by the applicant. The exchange realised on mail or telegraphic transfer
will in no case be refunded.

15. Cancellation of Drafts:

A draft can be cancelled and its amount refunded on the application and receipt of the remitter on
surrender of the original, provided the draft bear no endorsement or other evidence to show that it
was delivered to the payee and provided further that the signature of the remitter on the letter of
request for cancellation agrees with that on the relevant draft application form. If the draft bearsany
endorsement by the payee / endorsee(s) or crossing by any bank the remitter should have the
endorsements / crossings cancelled by the makers thereof before surrendering the draft for
cancellation. Where these requirements are not satisfied, the remitter while making application for
cancellation of the draft should explain the reasons for his request and the difficultiesin complying
with the requirements. No exchange, which has been levied, will be refunded.

16. Unpaid Dr afts:
Drafts which are outstanding for more than six months can be paid only after they have been
revalidated for payment by the drawing officer.

17. Lapsed Drafts:
A draft whichisnot paid before the end of thethird accounting year of the Bank (the Bank’saccounting
year isfrom 1%. July to 30th June) after that in which it isissued shall be treated as |apsed. Payment
on such draft will be authorised by the GM / DGM (Issue) of the areato whom necessary application
should be addressed. The areaswithinwhich thevariousGM / DGM (Issue) exercisetheir jurisdiction
are asfollowing:-
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GM / DGM (Issue) at Jurisdiction

Ahmedabad The State of Gujarat and Union Territoriesof Dadraand Nagar
Haveli, Daman and Diu.

Bangalore The State of Kamataka

Belapur (Navi Mumbai) The districts of Ahmednagar, Pune, Kolhapur, Raigad,
Ratnagiri, Solapur, Sangli, Satara, Sindhudurg and Thanain
the State of Maharashtra and the State of Goa

Bhopal The state of Madhya Pradesh

Bhubaneswar The State of Orissa

Chandigarh The States of Haryana, Himachal Pradesh, Punjab and Union
Territory of Chandigarh

Chennai The State of Tamil Nadu and the Union Territory of
Pondicherry

Guwahati The States of Arunachal Pradesh, Assam, Manipur,
Meghalaya, Mizoram, Nagaland and Tripura

Hyderabad The State of Andhra Pradesh

Jaipur The State of Rajasthan

Jammu The State of Jammu & Kashir

Kanpur The States of Uttar Pradesh & Uttaranchal

Kolkata The States of Sikkim and West Bengal and the Union
Territories of Andaman and Nicobar Islands

Mumbai (Fort) Greater Mumbai i.e. Mumbai Island and the Mumbai
Suburban District (roughly south of aline connecting Dahisar
and Mulund on the Western and Central Railways
respectively.)

Nagpur The Districts of Marathawada and Vidharbhain the State of
Maharashtra and the State of Chhattisgarh.

New Delhi The State of New Delhi.

Patna The States of Bihar and Jharkhand

Thiruvananthapuram The State of Keralaand the Union Territory of L akshadweep

18. Issueof Duplicate Drafts:

When adraft has been either lost or destroyed and satisfactory evidenceto that effect isavailable, an
application may be made for the issue of a duplicate draft within a reasonable period after issue but
before it has lapsed, to the office from which the draft was originally obtained. The duplicate draft
may be granted to the party, who obtained the original draft, or to his legal representative on the
latter’ stitle being established to the satisfaction of the drawing officer, and shall not be granted to any
other person. The duplicate draft may be issued after ensuring that the original draft has not been
paid. Where the remitter of alost draft is a department of the Central or the State Governments the
duplicate may be issued to the remitter provided the draft was lost while in his custody, or to the
payee / endorsee thereof, in other cases. In such cases, the application for issue of a duplicate draft
may be received from a Government Department (Departmental Officers) inits/ his capacity asthe
remitter or the payee / endorsee. If the lost draft has already lapsed, a duplicate will be issued after

obtaining sanction from the GM / DGM (Issue).
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19.

20.

21.

22.

23.

24,

Thelossof adraft should be promptly reported to both the drawee and drawing offices. The applicant
of the draft will be required to furnish aLetter of Indemnity in the prescribed form with two sureties
each good for the amount of the draft, irrespective of whether the draft reported lost is current or has
lapsed. If the amount of the draft is small, the production of two sureties may be waived at the
discretion of the issuing offices. The Letter of Indemnity should be stamped as an agreement in
accordance with local amendmentsto the Indian Stamp Act, 1899 in the State in which it is executed
and should not be attested. If both the original and duplicate drafts are lost or destroyed, triplicate
may be obtained by following the same procedure.

Where the applicant applying for issue of a duplicate draft is a department of the Central or State
Governments, the Letter of Indemnity should be obtained in aspecial form prescribed by the Reserve
Bank. The Officer-in-Charge should also ensure that the official signing the Letter of Indemnity is
onewho isauthorised under Article 299(1) of the Constitution to execute documents on behalf of the
President of India or the Governor of the State, as the case may be.

Refundson Lost Drafts:

The refund will be made on the surrender of the original draft or duplicate, if any, issued by the
issuing office. Hence for receiving refund on alost draft, the remitter will have to obtain aduplicate
of the draft from the issuing office. After obtaining the duplicate, he can either clam refund by
surrendering it or delivering it to the payee so that the payee can get the payment from the drawee
office.

Penalty for non-reporting of excess/ double/ wrong payment:

The cases of non-reporting of excess/ double/ wrong payment by the agencieswill be examined and
if the Bank is satisfied that the same has resulted in wrongful utilisation of Reserve Bank of India
Funds, penal interest at 2% above the prevailing Bank Rate will be charged.

The facilities offered by the Reserve Bank of India for the remittance of funds across the country
under its integrated Remittance Facilities Scheme have been set out in the preceding paragraphsin
detailsfor general information. The law and practice relating to the payment of variousinstruments
drawn on and payable through treasury agencies (as embodied in the Central Treasury Rules or the
variousfinancial codes of the State Governments which are deemed to be statutory rules made under
Article 283 of the Constitutions of India), banks or the law and practice in regard to the payment of
various instruments through banks will be applicable to or in relation to the telegraphic and mail
transfers and drafts issued under the Scheme.

The procedure to be followed by the participating Agencies with regard to submission of schedules
etc. isfurnished in Annex I11.

All parties making use of the facilities offered by the Reserve Bank are advised in their own interest,
to take all reasonable precautionsin regard to the safety of the variousinstruments and the remittances
generally.

RESERVE BANK OF INDIA

DEPARTMENT OF GOVERNMENT AND BANK ACCOUNTS
CENTRAL OFFICE

MUMBAI —400 008

DATED: May 2, 2005
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Annex-|

List of agency banks asdefined in
Par agraphs 3(b) of the Scheme

The Reserve Bank has entered into agency agreements for certain specified purposes with all the 14
nationalised banks and the question of extending the scope of the Reserve Bank of India Remittance Facilities
Scheme so asto provide for remittances through the offices of these banks (in addition to the offices of the
State Bank of India and its subsidiaries) is under consideration. As and when the nationalised banks are
appointed as agents for the purpose of the Scheme their names will be included in this Annex.

State Bank of India

State Bank of Bikaner and Jaipur
State Bank of Hyderabad

State Bank of Indore

State Bank of Mysore

State Bank of Patiala

State Bank of saurashtra

State Bank of Trivancore

0N O WNE
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Rem. 1.

Annex |1

TELEGRAPHIC TRANSFER
MAIL TRANSFER
DEMAND DRAFT

RESERVE BANK OF INDIA REMITTANCE APPLICATION

DATE

FORMY/OUR ACCOUNT AND RISK AND WITHOUT ANY RESPONSIBILITY TO YOURSELVES
AND SUBJECT TO THE CONDITIONS OUTLINED IN THE RESERVE BANK’S REMITTANCE
FACILITIES SCHEME BOOKLET PLEASE EFFECT THE TRANSFER/ISSUE A DRAFT AS
DETAILED BELOW

BENEFICIARY | DRAWEE Amount Rs.

BANK/OFFICE| Exchange Rs.
NAME : PAYABLE AT Tel. Charges Rs.

Crossed ‘Alc.
ADDRESS: Payee TOTAL Rs.

Crossed ‘ For

credit of Govt. Rupees

Alc.

Not Payable

in cash’

Superscribed

‘Not

Transferable

@ Certified that the Remittance Represents

FOR OFFICE USE
@ If the remittance is required at par or at a reduced rate,
please state the purpose,

Recd. Rs. Scroll No. APPLICANT :
Authorised Official Draft/T.T. No. SIGNATURE:
Cash Department Telegraphed NAME :

ADDRESS:
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INSTRUCTION::

1

Please tick mark (O) any one of squares on the top right hand corner to indicate whether a
telegraphic transfer, mail transfer or demand draft is desired.

Where more than one transaction is involved, a detailed list should be attached.

Demand drafts representing remittances of inter-departmental and inter-Governmental dues will be
issued with the crossing ‘For credit of Government A/c-Not Payable in Cash’. Demand drafts
representing remittance in favour of Government officials for disbursement by them will be issued
with the superscription ‘Not Transferable’. A GOVERNMENT DEPARTMENT DESIRING A
DEMAND DRAFT TO BE ISSUED WITH CROSSING/SUPERSCRIPTION IN ANY OF THE
ABOVEMANNERMAY PLEASE INDICATEIT BY PLACING A TICK IN THE APPROPIRATE

SQUARE OVERLEAF.

PARTICULARS OF CASH

PARTICULARS OF CHEQUE

DETAILS | AMOUNT
Rs. P.

DRAWEE

AMOUNT
Rs. P.

COIN

NOTES

TOTAL
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10.

11.

12.

13.

14.

15.

16.

Annex -111
Procedureto be followed by the participating
Agencies with regard to the submission of schedules etc.

Agency banks, who wish to be reimbursed, need to submit the paid instruments and the paid instruments
would be the basis for debiting the drawing agency and crediting the drawee agency.

All transactions to be rounded off to the nearest Rupee. Transactions in paise are not undertaken.
The minimum amount of individual remittance will be Rs.I.OOO/-.

The system of reimbursing State Bank of Indiabased on the telex/fax messageson adaily basis, to be
adjusted with the actual instruments at a later date, will be discontinued.

Drawing Schedules will not be required to be forwarded to the Remittance Clearance Section at
CAS, RBI, Nagpur. Instead, each Drawing office will maintain a register named “DDs/TTs | ssued
Register under RFS’ for recording the details of DDS/TTsissued under the Schemein aserial order
with particulars of the DDS/TTs (proforma as per DAD 029A with columns for RCS Reference
number). Each Drawing office will maintain an account styled “DDs/TTs Issued under RFS’ and
credit it with the amount of DD’s/ TTsissued on adaily basis.

Each drawee office will forward to Remittance Clearance Section, CAS, REI, Nag pur encashment
schedules (in RBR.II) along with the paid instruments on adaily basis. The encashment entries will
be responded in Schedule 6.

A settlement statement will be generated by the Remittance Clearance Section on a daily basis,
reflecting total encashment effected by each agency aswell asabank and branch wise, STO/TO-wise
statement showing individual transactions and advising the debit/credit at the agency level.

Thedaily settlement statement sent by Remittance Clearance Section should be used by the respective
drawing agencies to mark off the encashed instruments and recording the Remittance Clearance
Section reference number and date of settlement. The drawing agencies should also debit the DDg/
TTsissued Account under the RFS with the amount of instruments reimbursed by the bank.

The outstanding balance at the end of each month in the *DDs/TTs Issued Account under the RFS
account should be balanced with the unmarked items.

Asregardsdrawingson Treasury Agencies, the respective Accountant General will submit Encashment
advicesand these adviceswill be drawn up treasury-wise and will be supported by the paid instruments.
For the present, sub-treasuries without banking arrangements may continue issuing demand drafts
under the Scheme. However, the system of sending drawing schedulesto CASwill be discontinued.

The paying branch may send their claimsfor reimbursement to CAS along with the paid instruments,
based on which CAS may make the reimbursement by debit to the concerned State Government’s
Account.

Agency Banks should make use of SFM S for sending reimbursement claimsto CAS.

CAS will preserve the paid instruments and not send the drafts, etc. to the respective Accountants
General. However, suitable scrolls and advices will be send on adaily basis.

The paid instruments will be held at CAS and destroyed after the prescribed preservation period.

In the event of developing and introducing el ectronic movement of images, electronic images of the
instruments will be provided to the AGs and STOs.
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APPENDIX 15
Part-A
[See T.R. 4.160]

Rulesfor Payment of Pension to State Government Pensionersin Kolkata

1 Theschemewill cover al pensionersof the State Government including All India Service Officerswho
immediately beforetheir retirement permanently belong to the State Government and such other categories
of pensioners as may be decided by the Government from time to time. The State Government pensioners
mean those pensioners who get pension on account of employment under the Government of West Bengal .
The holders of family pension of the State Government will also be covered by the scheme.

D The service pensioners (who have earned their pensions on account of employment under
the State Government) of other State Governments including pensionersin receipt of family pension like
their counterparts in West Bengal as mentioned in Para 1 above drawing pension in West Bengal either
from the office of the Accountant General (Accounts and Entitlement) West Bengal or from any Treasury
in West Bengal shall also be covered by the scheme provided the scheme for payment of pensions through
Public Sector Banksisin force in respect of other State Government pensioners in the respective parent
State which sanctioned their pensions and subject to reciprocal arrangement with the concerned State.

(20  The scheme will also cover the All India Service Officers borne in the State cadre who
retired/will retire from posts under the Central Government on 1st April, 1981 and theresfter.

3 The ad-hoc family pension sanctioned- to the widow / widowers of pre-1965 pensioners
will be paid in the same manner as normal pensions are paid to retired Government employees. The public
sector banks are required to furnish separate payments scroll for the payment of ad-hoc family pension. For
this purpose the form prescribed in Annexure ‘G’ will be used by the Public Sector Banksin Kolkata.

2. Schemefor Payment of Pension of State Government Pensionersin Kolkata by Public Sector Banks:

Thefollowing procedure shall be adopted in respect of the pensioners drawing pensionsin Kolkata
from the Office of the Accountant General (Accounts and Entitlement)West Bengal :

D Pensioners shall be allowed to exercise option to draw pension through Public Sector Banks
inthe Form asin Annexure‘A’. This option will be indicated in the application for pension. There will be
no provision for payment by Money Order in Kolkata. The political sufferer pensioners of the State
Government shall continue to draw pension in cash from the Office of the Accountant General (Accounts
and Entitlement)West Bengal, and the new scheme will not include such pensioners.

(2 Pension payment will be automatic, no bill will berequired to be submitted by the pensioners.
The amount of monthly pension will be credited by the paying branch of the Public Sector Bank, selected
by the pensioners, to the pensioners individual Savings/Current Account at the commencement of the
following month. Every pensioner availing of thisfacility will open anindividual Savings/Current Account
as per rules of the Bank in his’her name unless he/she is already having one.

Theaccount of apensioner to which hispension will be credited, shall not be operated upon
by another person by virtue of a power of attorney executed in hisfavour. In case the pensioner is aready
having an account and has authorised a power of attorney holder to operate on it as his agent, he shall open
anew account in his’her sole name or revoke the mandate in favour of the attorney before the pension is
credited to such account.

*Vide G.O. No. 6153-F dated 13". August 1981.
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Pension will not be paid in cash or through a*“ Joint” or an “Either or Survivor” account. If
apensioner becomes physically unableto sign, hewill continue to draw pension through his Bank account
by giving his left thumb impression to the satisfaction of the Bank and permission from Government for
drawal of pension through left thumb impression in such cases, will not be necessary.

3 The detailed procedures to be followed for the various stages of the transfer of pension
payment work to Public Sector Banks and the accounting of the pension payment are outlinedin thefollowing

paragraphs.

4. Q) Public Sector Banks: The Public Sector Banksin Kolkatawill execute an Indemnity Bond
in the form prescribed in Annexure ‘F in favour of the Government of West Bengal against any wrong
payment or overpayment which may be made to the pensioners and will immediately nominate a link
branch for co-ordinating the work connected with the disbursement and accounting of pension payments
by their various branches in Kolkata. The name and address of the link branch shall be communicated to
the Accountant General (Accounts and Entitlement) West Bengal, together with a complete list of other
branches and their addresses. The following link banks are at present entrusted with disbursement of State
Government pension and Other State Government pension in Kolkata:

(1) The State Bank of India.
(i)  TheUnited Bank of India.
(i)  The United Commercia Bank.
(iv)  TheAllhabad Bank.

(v) The Central Bank Of India.
(vi)  TheBank of Baroda.

(vii)  Thelndian Bank.

(viii) TheBank of India.

(ix)  The DenaBank.

(x) The Punjab National Bank.
(xi)  Thelndian Overseas Bank.
(xii)  The Syndicate Bank.

(xiii)  The Union Bank.

(xiv) The CanaraBank.

(xv)  TheBank Of Maharashtra.
(xvi) The State Bank Of Mysore.

(2) The Office of the Accountant General (Accounts and Entitlement) West Bengal:

(i) On receipt of information regarding link branch and other branches of Public Sector Banks
referred to in Rule 3(1) above, the Accountant General (Accounts and Entitlement) West Bengal, will send
acopy of hisspecial seal together with the specimen signature of the concerned Disbursing Officer(s) to the
Manager of the link branch of each Public Sector Bank by name, under registered cover or by specia
messenger.

(i) Thedisbursers half of the PENSION PAY MENT ORDERshall be attested by the full signature
of the concerned Disbursing Officer,Pension payment Order/ Gratuity Payment Order issuing authority and
forwarded to the link branch of the concerned Public Sector Bank under his special seal. The disbursers
half of the PENSION PAYMENT ORDER'’s so received from the Office of the Accountant General (Accounts
and Entitlement) West Bengal, shall be accepted by the concerned Public Sector Bank as vetted document
on the basis of which pension payments may be made under the scheme, even if the photograph of the
pensioner or the joint photograph of the pensioner and the spouseis not affixed on such disbursers’ half of
PENSION PAYMENT ORDER’s. To complete the records, the Banks in due course will obtain attested
copies of the photographs of the pensioner and the spouse (which can be attested by any Group ‘A" Officer
of the State Government / Gazetted Officer of the Central Government or by any officer of aPublic Sector
Bank as well) and affix it to the disbursers’ portion of the PENSION PAYMENT ORDER. In any case,
payment of pension should not be delayed or stopped for the absence of photograph of the pensioner.



ParT [] THE KOLKATA GAZETTE, EXTRAORDINARY, JUNE 14, 2005 247

3 Pensioners. Existing pensioners who are desirous of drawing their pension from a Public
Sector Bank’s branch will apply to the Accountant General (Accounts and Entitlement) West Bengal inthe
form at Annexure ‘A’ in duplicate.

Such applicationsreceived upto |15th of amonth will be processed for payment of the pension
pertaining to that month (payable on thefirst proximo) at the selected branches of the Public Sector Banks.
In the case of applications received after 15th of a month, payment of pension pertaining to that month at
the selected Public Sector Bank’s branch may be delayed by afew days because of time-lag in transit of the
PENSION PAYMENT ORDERs.

4, Transfer of PENSION PAYMENT ORDERsto Public Sector Banks: (1) On receipt of
the application in form at Annexure A in duplicate from the pensioners, the pension disbursing officer in
the Office of the Accountant General (Accounts and Entitlement) West Bengal, will arrange to send, under
his special seal, the disburser’s half of the PENSION PAYMENT ORDERand one copy of the application
to the link branch of the Public Sector Bank concerned. The month, up to which the pension was paid by
him and from which pension payment is to be arranged by the Public Sector Bank also, will be clearly
indicated. The document will also be sent to the Public Sector Bank’s link branch by amessenger or under
registered cover. Simultaneously, the pensioner will be advised by the Accountant General (Acounts and
Entitlement) West Bengal, to approach the Public Sector Bank’s branch specified in his application for
receiving payment of pension with effect from the specified month.

(2 In respect of new pensioners, the Accountant General (Accounts and Entitlement) West
Bengal, whileissuing the PP.O., will mention on the PPO. itsalf, the particular branch of the Public Sector
Bank from which the pensioner has opted to draw pension.

In these cases the disbursing officer will forward both halves of the PP.O. to the link branch of the Public
Sector Bank and he will, where necessary, issue duplicate PP.O.

3 The office of the Accountant General (Accountsand Entitlement) West Bengal will maintain
arecord of PENSION PAYMENT ORDERItransferred by it to Public Sector Bank for disbursement of
pension thereon.

4 In caseswhere pensionisrevised and rel ease of arrearsin pensionissanctioned (inindividual
cases), the Accountant General (Accounts and Entitlement) West Bengal will communicate the sanction of
the revised rates of pension/rates of relief to be paid, to the concerned paying branch through the link
branch under his special seal authority for payment in individual cases. On receipt of the authority the
paying branch will (i) enter the revised rate of pension and the date from which the rate is revised/rates of
relief payable in the disburser’s portion of the PENSION PAYMENT ORDERat the earliest opportunity
under the dated signature of the Manager of the paying branch, (ii) commence payments of pension at the
revised rate/payment of relief at the rates authorised and simultaneously arrange payment of arrears, if any,
to the pensioner, and (iii) advise the Accountant General (Accounts and Entitlement)West Bengal through
thelink branch the date from which the payment of pension at revised rate/payment of relief has commenced.

(5)  Theoffice of the Accountant General (Accounts and Entitlement) West Bengal will keep a
record of sending intimation about revised pension and relief.

5. Transmission of PENSION PAYMENT ORDERsby link branch to paying branch : (1) The Public
Sector Bankswill maintain at their link branch aregister in theform prescribed in Annexure ‘B’ to serveas
an index of the pension payments authorised through the Bank.
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2 Thelink branch will verify the specia seal and signature of the disbursing officer forwarding
thedisbursers' half of the PENSION PAYMENT ORDER(both halvesin the case of new pansioners) with
the specia seal and specimen signature on record with the link branch.

3 The disburser’s half of the PENSION PAYMENT ORDER(both halvesin the case of new
pension) and any other documents received from disbursing officer (e.g., duplicate copy of the application
submitted by the pensioner for drawing pension through Public Sector Bank) will thereafter be forwarded
by the link branch to the branch selected by the pensioner, hereafter referred to as the “paying branch”
without undue delay.

6. Functions of the paying branch: (1) On receipt of documents from the link branch asindicated above
the Paying Branch will at first identify from the PP.O and other records whether it is a West Bengal State
Government Pension or other State Government Pension (The Central Pension except All India Service
Pension as stated in paral& 1(2) hereinabove should not be paid under this scheme). Before commencing
payment of pension, the paying branch shall: -

(i) advisethe pensioner to appear at the branch for hisidentification;

(i) obtain an undertaking in such form as may be prescribed by the Bank from the pensioner that
excess payment credited to his’her account, due to delay in receipt of any material information or any
bonafide error, can be recovered by the bank; and

(iii) obtain, in the case of anew pensioner specimen signature or thumb impression, asthe case may
be, inthe space provided for the purposein the disburser’s portion of the PPO. and hand over the pensioner’s
portion to the pensioner.

(2)  Theprocess of identification should be done in the manner aslaid down in theserules (vide
T.R. 4.182). A new pensioner has also to produce his personal copy of theletter of the Accountant General
(Accounts and Entitlement)West Bengal, forwarding the PENSION PAY MENT ORDER.

3 In case the photograph is not available on the disburser’s portion, the paying branch will, in
due course obtain new photograph from the pensioner (which can be attested by a group A Officer of the
State Government or by a Gazetted officer of the Central Government or by any officer of the Reserve Bank
of India, or Public Sector Bank) and compl ete the disburser’s portion.

Note ;-Pensioners may be exempted by Government from personal appearance at the Bank dueto
their physical incapacity or otherwise. The Accountant General (Accounts and Entitlement)West
Bengal while transferring pension papers of such physically handicapped persons will mention
the fact relating to the grant of exemption from personal appearance in the body of the PENSION
PAYMENT ORDER. The paying branch will not ask such pensioners to appear in person for
identification beforethefirst payment of pension. The paying Branchin question will obtain alife
certificate from the pensioner before making first payment

4) Such personal identification of the pensioner will be only for thefirst payment of pensionin
the paying branch.

() No bill will be required to be submitted by the pensioner for drawing pension at the paying
branch. The pension: will be paid by the paying branch, after deduction of the tax, vide Rule 6(6) bel ow, by
credit to the individual, Savings/Current Account of the pensioner with the paying branch. The paying
branch will credit the pensioner’s account for the net amount of pension payable for a month on the first
working day of the following month, if, in exceptional cases, the pension payment could not be credited on
thefirst working day, it must be ensured that it is credited as soon thereafter as possible, and in any case not
later than the 7th of the month following the month for which the pension is due.
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(6)  Thepayingbranchwill beresponsiblefor deduction of income-tax at sourcefrom the pension
payments in accordance with the rates prescribed from time to time. Where such deductions are made, the
paying branch will issue to the pensioner, in April each year, a certificate of tax deducted, in the form
prescribed in the Income-tax Rules. Any other recovery so authorised by the Accountant General (Accounts
and Entitlement)West Bengal shall also be made as per advice.

(7)  The paying branch will maintain a detailed record of pension payments made by it from
timeto timein theform prescribed in Annexure‘D’. Separate Annexure ‘D’ shall be maintained for West
Bengal State Government Pension and each of the other State Government Pension (Separate Annexure’ D’
should be maintained for each State).Every payment will also be entered on the disburser’s portion of the
PPO and authenticated by the authorised officer of the paying branch.

(8 The scrollswill be prepared by the paying branch in quadruplicate in the form prescribed in
Annexure C except where the paying and the link branch isthe same. In the later cases, only, three copies
would be prepared. Separate scroll should be prepared for West Bengal State Government pension and
each of the other State Government pension.

(99  The paying branch will send advice of pension payments to its link branch by the 10" of
each month, the certificate of payment being recorded on the advice itself. One copy of the scrollswill be
retained by the paying branch for its own record and the remaining three copies of the scrolls will be sent
along with the pension payment advice to the link branch.

(10)  The paying branch will collect the Life Certificates, non-employment, non-marriage, etc.
declarationsfurnished by the pensionersunder T.Rs. 4.178, 4.180 and 4.181 in the month of November and
forward the same to the link branch by December each year after noting in the Register in Annexure‘D’.
On receipt of the life certificates, etc. from the paying branch, the link branch will forward the same by
January each year to the Accountant General (Accounts and Entitlement)West Bengal who will watch
receipt of such certificates, declarations, etc. through his Pension Register.

7. Functionsof thelink branch: On receipt of payment advices and three copies of the scrolls along with
necessary supporting documents from all its paying branches, the link branch of the Public Sector Bank
will prepare separate sheet for West Bengal State Government Pension and separate summary sheets for
each other state Government pension (separate sheet must be used for each state) and shall send by the 15th
of each month, two copies of the scrolls and the supporting documents along with asummary sheetsand a
duly stamped recel pt acknowledging thereceipt of the amount from Government on behalf of the pensioners,
to the Reserve Bank of India transacting Government business in Kolkata. The triplicate copies of the
scrolls and the payment advices received from the paying branches; will be retained by the link branch.

Reimbursement of Public Sector Banks and subsequent action of Reserve Bank of India and
Accountant General (Accountsand Entitlement)West Bengal

8. Function of the Reserve Bank of India, Kolkata:
On receipt of the scroll etc. from the Public Sector Bank’s link branch, the Reserve Bank of India,
Kolkata, shall check the scroll to ensurethat it iscompletein al respects, that separate summary sheets
have been received for West Bengal State Government pension and other State Government pension
(Separate sheet must be used for each State) and isaccompanied by the relevant certificatesin respect of
each payment included therein. Thereafter, the net amount of pension disbursed by the Public Sector
Bank to the West Bengal State Government pensionerswill be reimbursed to the Public Sector Bank by
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Debit to the State Government account under the head “2071-Pension and Other Retirement Benefits,
etc.” and the pension disbursed by the Public Sector Banksto the other State Government pensioners by
debit to the State Government account under the head of account “ 8793-Inter-State Suspense Account —
with the name of the State” (Separate debit Voucher should be prepared for each State). A copy of the
Debit Voucher together with the copies of the scrollsand other supporting documents received from the
link branch will be sent by the Reserve Bank of India, Kolkata, to the Kolkata Pay and Accounts Office-l.

9. Function of the Kolkata Pay & Accounts office—I:

On receipt of the scroll, summary sheets, debit Vouchers etc., from the Reserve Bank Of India
Kolkata the Pay & Accounts Office-l shall check the scrolls and other documrents to ensure that it is
completein al respect. Thereafter the net amount of pension disbursed to the West Bengal State Government
pensioners shall be debited to the State Government Account under the Head of Account”2071-pension
and other retirement benefits’ and the pension disbursed to the other State Government pensioners by debit
to the State Government under the head of account “8793-Inter —State suspense account-(name of the
state).” Amount paid to the other State Government pensioners should be booked in appropriate scheme
head —representing separate scheme for separate State under major head of Account “8793-Inter —State
suspense account” .

10. . Function of the Pr.Accountant General (A& E) West Bengal

(1) The pension disbursing officer in the office of the Accountant General (Accounts and
entitlement)West Bengal, will check the correctness of the totals on receipt of the scroll from the Kolkata
Pay and Accounts Office-l.

(2) The Accountant General (Accounts and entitlement)West Bengal, will be responsible for accounting of
gross pensions paid to the State Government pensioners and other State Government Pensioners under
appropriate head of account and deductions towards income-tax and other recovery, if any.

Transfer of Pension

11. (1) Applicationsfor transfer of pensions may fall under any of the following categories:
() Transfer from one paying branch to another of the same Public Sector Bank in Kolkata(i.e. link
branch remaining the same) ;
(i) Transfer from ony paying branch to another paying branch of adifferent Public Sector Bank in
Kolkata (i.e. link branch is different);
(iii) Transfer from Kolkatato another place, which may involve payment under thejurisdiction of a
treasury within the State or outside the State.

(2 Requests falling under category (i) above may be entertained by the paying branch of the
Public Sector Bank itself. The paying branch will indicate, on the disburser’s portion of the PENSION
PAYMENT ORDER, the month upto which the payment has been made and will thereafter return the
disburser’s portion of the PENSION PAYMENT ORDERto the link branch. On receipt, the link branch
will make necessary entriesin the Registers maintained by it in theformin Annexure ‘B’ and forward the
PENSION PAYMENT ORDER(disburser’s portion) to the other paying branch for making future pension
payments under intimation to the Accountant General (Accounts and Entitlement)West Bengal,.
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3 In cases falling under (ii) and (iii) above, the paying branch will return, through its link
branch both halves of the PPO. to the Accountant General (Accounts and Entitlement) West Bengal,
indicating the month upto which pension payment has been made to the pensioner. On receipt, the
Accountant General (Accounts and Entitlement) West Bengal will take necessary action for payment
of the pension at abranch of aPublic Sector Bank or Treasury as per pensioner’srequest intermsof the
rules applicable in such cases, as the case may be.

4 To avoid the risk of overpayment at the time of transfer, the following certificate may be
recorded in the PENSION PAYMENT ORDERDby the paying branch of the Public Sector Bank :

“Certified that payment of pension upto the month of has been
made and that thisPENSION PAY MENT ORDERconsists of continuation
sheets for recording disbursements’.

5) Except as provided for in Rule 10(2) and (3) above, the transfer of a pension from one
payment point to another will not ordinarily be permitted.

12. Relief to Pensioner s: Whenever general increasein pension issanctioned by the Government subsequent
totheissueof PENSION PAY MENT ORDERto the Public Sector Banks, the Accountant General (Accounts
and Entitlement) West Bengal will communicate the rates of increase in pension to the link branch of the
Public Sector Bank concerned by ageneral circular issued under his special seal and signature for payment
of increasesin pension to the concerned pensioners. On receipt of the circular (under special seal), thelink
branch of the concerned Public Sector Bank will communicate the ratesto the paying branches. The paying
branch will (i) enter the amount of increasein pension and the date from whichit isadmissible (asindicated
in Accountant General (Accounts and Entitlement) West Bengal’s authority) in the disburser’s portion of
the PENSION PAYMENT ORDER at the earliest opportunity under the dated signature of the Manager of
the paying branch, (ii) commence payment of increase in pension along with arrears, and (iii) advise the
Accountant General (Accounts and Entitlement) West Bengal through the link branch, the rate at which
and the date from which, the payment of increase in pension in each PENSION PAYMENT ORDERhas
commenced, quoting PENSION PAYMENT ORDERNo. in each case.

Commutation of Pensions

13. (1) In the case of commutation of pension, its payment through Public Sector Bank, being sanctioned,
the following procedure will be followed for its payment and amendment of the PENSION PAYMENT
ORDER, provided, the commuted value of pension has not been paid by the D.D.O.- :-

After commutation of apension is sanctioned, the Accountant General (Accounts and Entitlement)
West Bengal will communicate the sanction of commutation and the reduced rate of pension payable after
commutation to the paying branch through the link branch of the Public Sector Bank, under his seal for
arranging payment. On receipt of the authority, the paying branch will -

(i) arrangeimmediately payment of the commuted portion of the pension and indicate in the related
payment scroll, against this item of payment, the Accountant General (Accounts and
Entitlement)West Bengal’s letter of authority number and date;

*Vide Finance Department’s Memo No. 1315-F(Pen) dated 14*. October 1986.
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(i) enter the date of commutation payment and date from which the reduced pension is payable (as
indicated in the sanction of commutation) in the disburser’s portion of the PENSION PAYMENT
ORDER aswell ason the pensioner’s portion of the PENSION PAYMENT ORDERat the earliest
opportunity;

(iif) Commence payment of pension at reduced rate and simultaneously arrange recovery of excess
payment made, if any, to the pensioner; and

(iv) Advisethe Accountant General (Accountsand Entitlement)West Bengal, through the link branch,
the date on which payment of commuted portion of pension was made and the date from which
payment of reduced pension has commenced.

(2) Thelink branch will aso make appropriate entries in its records on the basis of such intimation.

14. Arrears of pension on death of pensioners. (1) Pension can be drawn for the day of the pensioner’s
death. On death of a pensioner, the paying branch will receive death certificate of the pensioner and work
out any arrears dueto the deceased or overpayments, if any, madeto him. It will immediately take action to
recover the overpaymentsfrom the deceased’s account for which Public Sector Bankswould have obtained
an undertaking from the pensioner asprovided in Rule 6(1) (ii) above. Bank shall beresponsiblefor refunding
immediately the overpai d amount by account payee cheque drawn in favour of Accountant General (Accounts
and Entitlement) West Bengal who will deposit the sameinto Government Account under appropriate head
of account. For payment of any arrears to the heir of the deceased pensioner, the Public Sector Bank will
seek instructions of the Accountant General (Accounts and Entitlement) West Bengal and act as per his
advice.

2 Wherethe death of apensioner occursor isreported after the Accountant General (Accounts
and Entitlement)West Bengal has transferred or transmitted the relevant PP.O. or has issued the authority
for payment of the gratuity / commuted val ue of pension to the concerned link branch but before the paying
branch has actually commenced payment of pension or hasactually paid the amount of gratuity / commuted
value of pension the paying branch will return, through the link bank, both halves of the PP.O. or the
authority for payment of the gratuity/ commuted value of pension, as the case may be, to the Accountant
Genera (Accounts and Entitlement)West Bengal, alongwith a certificate that no payment on the basis of
the PP.O. or the authority, asthe case may be, hasbeen made by it. The Accountant General (Accountsand
Entitlement) West Bengal, on receipt of the documents from the link branch alongwith the prescribed
certificate, will arrange payment of thelifetime arrears of pension and gratuity / commuted value of pension
to the heirs of the deceased pensioner from the counters of his office. Where the authority for gratuity /
commuted value of pension has been issued by the Accountant General (Accounts and Entitlement)\West
Bengal to the Drawing & Disbursing Officer of the office where the pensioner | ast served before retirement
and the pensioner dies before receiving payment, the Drawing & Disbursing Officer will obtain revised
authority from the Accountant General (Accounts and Entitlement)West Bengal in favour of the nominee
or the heirs, as the case may be, after issuing a non-payment certificate and arrange for payment.

Family Pensions

15 (1) The PPO.sissued by the Accountant General (Accounts and Entitlement) West Bengal, shall also
indicate the entitlement in respect of family pension to the widow/husband/minor children/dependent parents
consequent on the death of the pensioner. The Accountant General (Accountsand Entitlement) West Bengal,
is authorised to commence payment of family pension on receipt of death certificate of the pensioner and
the application for grant of family pension to her/him in the form prescribed in the West Bengal Services
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(Death-cum-Retirement Benefit) Rules, 1971 (Annexure‘E’). A separate PP.O. isnot issued for this purpose.

(2) In the case of pensioners drawing their pension through Public Sector Banks, payment of
family pension at therateindicated in the PENSION PAY MENT ORDER may be commenced by paying
branch on receipt of death certificate of pensioner and application for family pension in the prescribed
form (intheform at AnnexureE’) along with pensioner’ s portion of the PENSION PAYMENT ORDER.
The paying branch will enter the date of death of the pensioner in the disburser’s portion of the PENSION
PAYMENT ORDERand also make entries in the pensioner’s portion and in the register in form at
Annexure‘D’.

(3) Payment of family pension will be made by credit to Savings/Current account of the recipient
(not a“Joint” or “Either or Survivor” account) which may be opened if the recipient does not already
have one. Additionally, an undertaking, similar to the one referred to in Rule 6(1) (ii), will be obtained
by the paying branch from the recipient before the family pension is paid.

(4) The paying branch will also advise the Accountant General (Accounts and Entitlement) West
Bengal, through the link branch, the date of the pensioner’s death and commencement of payment of
family pension for keeping record.

(5) The paying branch will be responsible for obtaining certificate of remarriage /
non-marriage from the recipient as mentioned in these rules [vide T.R. 4.186 sub-rule (4)].

(6) Regarding Maintaiance of Annexure-D by the pension paying branches of link banks and booking
of the pension payments by the RBI, the provisions of para6 (7),8,9 and para 10(2) of this appendix shall
apply mutatis mutandis for family pension.

16. Cessation of pension: When pension ceases to be payable to pensioner/recipient of afamily pension
on death etc., the paying branch will make necessary entriesin the PENSION PAYMENT ORDERand its
records and return it to the Accountant General (Accounts and Entitlement) West Bengal, through the link
branch. The link branch will likewise amend its records.

Miscellaneous:

17. If dl the cages for entering monthly payments in the disburser’s portion of the PENSION PAYMENT
ORDERget fully used up, the paying branch may add extrasheet(s) with similar columnsfor further payments.
A suitable entry will be made by the paying branch on the disburser’s portion of the PENSION PAYMENT
ORDERwhenever a continuation sheet is added specifying the number of cages available on the sheet.

18. The accounts, records and registers maintained in the branches of the Public Sector Bank making
pension payments and also in the link branch shall be open to audit by the Comptroller and Auditor-
General of Indiaor any person appointed by him in this behalf.

19. With the introduction of this Scheme, the present restricted facility for collecting pensions through the
Banks who have furnished a general Bond of Indemnity on the presentation of bills through such Banks
will be stopped.
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ANNEXURE ‘A’
[Vide Rule 3(3)]

Application for drawal of Pension through Public Sector Banks

To

The Accountant General (Accounts and Entitlement)
West Bengal,

Kolkata.

Sir,
| shall draw my pension through Public Sector Bank and give below necessary particulars to enable you
to make arrangements in this regard :

2. Particulars of Pensioner

@ Name:

(b) PENSION PAYMENT ORDER No. :
(© Present address :

3. Particulars of authorised Public Sector Bank :

@ Name:

(b) Branch where payments desired :

4. * Pensioner’s Savings Bank/Current Account No. at the Branch to which pensionisto be credited :
Yoursfaithfully,

Pace:

Date :

(Pensioner)
*(Not ‘Joint’ or ‘Either or Survivor’ account)

Pensioner’s Specimen Sgnature



ANNEXURE ‘B’
[Vide Rule 5(1) and T. Rs. 4.166 and 4.193]

Register of Pension Payment Orders of Treasury/Bank
Sl. From Number of Name of Monthly Date of Name Reference Intimation Remarks Signature of Date of
No. whom Pension Pensioner Amount commutation of the to Letter No. & T.O/A.T.O./ death of
received Payment [ Family of Basic | of pension and bank Bankwise Date and date PA.O/ the
and date of Order Pensioner Pension/ amount Pension of A.PA.O./PDO Pensioner
receipt Family commuted Register I dentification Manager, PSB [Family
Pension of the
Pensioner
(inRs)) Pensioner
1 2 3 4 5 6 7 8 9 10 1 12

* Introduction letter must be sent to the pensioner when he/she does not appear in person to the treasury within a month from the date of receipt of the PP.O.
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ANNEXURE ‘C’
[Vide Rule 6(8)]
Scroll for payment of pension
Name of the No. of the Period for Amount of Recovery of Income Net Allocation of Remarks
Pensioner pension which the the pension overpayment tax amount pension as
payment pension is (basic / dues, if any deduction paid indicated in
order paid pension and the PRO
(PRPO)) relief to be
shown
separately
1 2 3 4 5 6 7 8 9

9G¢
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HEAD OF ACCOUNT

ANNEXURE ‘D’
[vide Rule 6(7) and T.R. 4.167]

BANK-WISE AND CATEGORIE-WISE PENSION PAYMENT REGISTER

NAME OF THE TREASURY |

Name of payee Bank Branch |

Categories
Period

Sl. No.

NAME OF THE
PENSIONER
BASIC PENSION/
COMMUTED
PENSION/REDUCED
PENSION

P.P.O. NO.
BANK ACCOUNT NO.

TOTAL PENSION AND FOR THE MONTH

JAN

FEB

MAR

APR

MAY

JUN

JUL

AUG

SEP

OCT

NOV

DEC

Gratuity,
CVP/
Arrear
Payment

10

1

12
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ANNEXURE ‘E’
[Vide Rule 14(1)]

Form of Application

Application for afamily pension for the family of late Shri/Sm.

(Designation)
in the Office/Department of

Name of the applicant :

Relationship to the deceased Gover nment employee/pensioner :
Date of death of the Gover nment employee/pensioner :

Date of retirement, if the deceased was a pensioner :

Name and age of surviving children of the deceased :

agrwONE

Relationship Name Date of Birth (by Christian era)
Widow/Widower
Son(s)

Unmarried daughter(s)

Par ent(s)

6. Name of Treasury/PSB branch at which
payment isdesired

7. Signatureor left hand thumb impression
(in the case of those who are not literate
enough to sign their names) :

8. Descriptive roll of widow/widower/guardian
of theminor children/parents of late

() Date of birth (by Christian era)

(i)  Height:

(i)  Personal marks, if any, on hand or face:
(iv)  Left-hand thumb and finger impressions:

Small finger Ringfinger Middlefinger Index finger Thumb

Attested by — Witness —
(1) (1)
) )

Note : The descriptive roll (Column 8) and signature or left-hand thumb and finger impressions
accompanying application for family pension should be in duplicate (in two separate sheets and
attested by two Group A Officers or persons of respectability in the town, village or pargana in
which the applicant resides.
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ANNEXURE ‘F
[VideRule 3(1)]

Bond of Indemnity

Know all men by these presents the abanking corporation established
under the Banking Companies (Acquisition and Transfer of Undertakings) Act, 1970 and having its Head
Office at (hereinafter referred to as the “Bank”, which term

shall, unlessrepugnant to the context, include its successors and assigns) bindsitself and its successors and
assignsin all the total amount of all sumsfor lossthat may be suffered by the Government of West Bengal
(hereinafter referred to as the “ Government”).

Whereas the Government of West Bengal has decided .to provide facility to certain pensioners of
the Government to receive their pension at any branch of the said Bank in terms of the ordersissued in this
behalf by the Government in forcefrom timeto time and subject to the Bank indemnifying the Government
against any loss to the Government on account of awrong or overpayment that may be made by the Bank.

And whereas the Bank has agreed to arrange payments on behalf of the Government to such
pensioners by credit to their savings/current accounts and to execute this indemnity.

Now its conditions of the above-written Bond of Indemnity is such that in pursuance of the said
agreement the Bank does hereby covenant with, and undertake to the Governor of West Bengal and his
successors in office, that in consideration of the Government of agreeing to pay to the Bank from time to
time the amounts of the pensions due to and paid by the Bank, to the said pensioners of the Government
who are the constituents of the Bank. The Bank hereby undertakes to refund to the Government forthwith
on demand and without demur any amount which is so paid to the Bank by the Government but isfound or
established not to have been paid wholly or in part to the pensioners concerned by the Bank, or any amount,
which has been paid to a pensioner, including any person drawing a family pension, beyond the date on
which the pension, including any family pension, was or is due, or any amount which has been wrongly
paid or any amount which has been paid otherwise than or in excess of the authority granted and instructions
issued to the Bank by the Government or the Reserve Bank of Indiafrom time to time.

The Bank hereby agrees that the amount of money when demanded by the Government from the
Bank as due and payable to the Government by the Bank on account aforesaid shall be conclusive asto the
amount due and the liability of the Bank to pay the said amount to the Government.

The Bank hereby agrees with and undertakes to the Governor of West Bengal and his successorsin
office that it shall furnish to the authority specified or nominated in this behalf by the Governor of West
Bengal such information relating to the pensions in question which have been paid by the Bank as may be
called for by such authority from time to time having regard to the provisions of any law which may for the
time being beinforce or the practice among bankersin regard to the secrecy of their information relating to
their customers accounts.

In witness whereof the has caused these presents to be executed on its
behalf this day of two thousand and
SIGNED by Bank by its constituted Attorney in the presence of —
(1)
2

Accepted for and on behalf of the
Governor of West Bengal by




ANNEXURE ‘G’
[VideRule 1(3)]

Register of Ad-hoc Family Pension

(Sanctioned in terms of Finance Department Memo. No. 6153-F dated 13.8.81)

(Payment in Kolkata through Public Sector Banks)

Name of the| No. of the Period for Amount of ad-hoc Recovery of Income-tax Net amount Remarks
Pensioner Pension Which the ad- family payment, if over payment, if deduction paid
Payment hoc family any
Order (PPO.) [ pensionispaid
1 2 3 4 5 6 7