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PREFACE

After theformation of Kerala, therulescontainedinthe Travancore Financia
and Account Code and the Travancore Treasury Code and those contained in the
Madras Financial Code, the Madras Account Code and the Madras Treasury Code
were being followed in the respective areas of this State in which they werein force
immediately prior to the formation of the Kerala State. The question of unifying
these rules with aview to bringing in uniformity of procedurein regard to financial
and account transactions in the several offices and the treasuries in the State, has
been under the consideration of the Government. The unified ruleshave accordingly
been compiled into three Codes, viz., the Kerala Treasury Code.

2. TheKeralaFinancia Codeisissuedintwo volumes. Thefirst volume of
the code contains the text of the Code and the second, the appendices and the forms.
This Code lays down the general financial principles and the rules of procedure in
respect of all financial matters, which are common to all Departments under the
Government. The officer of the Public Works Department, Forest Department, etc.,
have also to follow these rules supplemented by the special instructions in their
respective Departmental Manuals.

3. The Travancore Financial Code and Account code, Volume Il and the
Madras Financial Code, Volume |1 contain certain appendices which embody rules
and contain certain appendices which embody rules and instructions pertaining to
subjects which are special to particular departments. These rules have correctly to
beincorporated in the Departmental Manuals and therefore, they are not included in
the new Kerala Financial Code. For instance, the rules relating to the supply and
custody of printed forms and the rules for printing and binding should correctly
forms part of the Manuals of the departments concerned.



4. Therulescontained in this Code supersede in respect of the matterswith
which they deal, the corresponding rules and instructions contained in the codes
which are in force till the date prior to that on which the Kerala Financial Code is
brought into force.

5. References have been made to the “Book of Financial Powers’ in
connection with the powers to the severa officers in incurring certain items of
expenditure. The question of delegating enhanced powersto the various subordinate
officers under the Heads of Department in pursuance of G.O. (P) No. 248/PD/Misc.,
dated 24th April 1962 is currently engaging the attention of Government. Thevolume
‘Book of Financial Powers' will beissued as soon as possible. Till then, the various
officers will exercise the powers delegated to them under the existing orders, in
respect of matters which are not covered by the provisionsin this Code.

6. Any officer, who noticesany error or omission in this Code should report
it to the Head of his Department; if the Head of the Department considers that there
isareal error or omission requiring amendment, he should forward suitable proposals
in the Government in the Administrative Department. Important proposals of this
kind should be forwarded through the Accountant General, who will transmit them,
with his comments to the Government in the Administrative Department. The
Administrative Department will pass on the proposals to the Finance Department
withitsremarks.

C.THOMAS
Finance Secretary.



PREFACE TO THE THIRD EDITION (REVISED)

The unified rules on general financial principles and rules of procedurein
respect of financial matters common to all departments under the Government were
first issued asthe Kerala Financial Code in two volumesin 1963. A revised edition
of the Code was issued in 1966 and the present one is the third edition. Inissuing
this edition all changes subsequent to 1966 have been taken into account along with
suggestions from the Heads of Departments, comparing al so the rulesand procedure
followed in neighbouring States and the Government of India. The present edition
incorporates all amendments and additions upto September 1975. One of the changes
in this edition is that the rules on House construction Advance have been deleted.
Theseruleswill beissued asaseparate booklet in compact form for wider availability
to those interested. Consequent on the deletion of certain articles not in force and
their renumbering and rearrangement, the number of the chapters and articles has
been reduced.

K.V.RABINDRAN NAIR,
Trivandrum, Finance Secretary.
8.10.1975.



PREFACE TO THE FOURTH EDITION

Thethird edition of the KeralaFinancial Code Volume | wasissuedin 1975
incorporating the amendments upto September 1975. The present edition of the
Code incorporates all the amendments upto 31.12.1984. Whenever any Head of
Department considers that any existing rule requires modification in keeping with
the present practice or asaresult of changesin the system rendered necessary in the
course of actual working he may move the Government in the Finance Department
through the Accountant General to amend therules.

Thiruvananthapuram, K.V. RABINDRAN NAIR,
25.1.1985. Commissioner & Secretary (Finance).



PREFACE TO THE FIFTH EDITION

The present edition of the code incorporates the amendment subsequent to
the issue of the fourth edition in January, 1985. Any officer who finds any error or
omission inthese rules for any difficulty in implementing them may bring it to the
notice of the Government.

Thiruvananthapuram, M. MOHAN KUMAR,
7.11.1991 Commissioner & Secretary (Finance).



PREFACE TO THE SIXTH EDITION

Nearly nine years have elapsed since the issue of the Fifth Edition of the
KeralaFinancial Code Volumel. Thisnew edition incorporates all the amendments
issued till 30-9-2000. The rules relating to the grant of House Building Advance to
Government servantsare alsoincluded in thisVolume. For thefirst time, the document
is maintained in computer. It is hoped that this will make incorporation of changes
easier in future.

Heads of account shown in the Fifth Edition of the Kerala Financial Code
and the corresponding Heads of Account according to the revised functional
classification are given in Annexure | and the Government orders yet to be
incorporated in the Code are given inAnnexure - I1.

Any error, omission or difficulty in the interpretation and or application of
the Code may be brought to the notice of the Principal Secretary to Government,
Finance Department, Government of Kerala.

Thiruvananthapuram, VINOD RAI
6.10.2000. Principal Secretary (Finance).



PREFACE TO THE SEVENTH EDITION

The Seventh edition of the KeralaFinancial Code Vol. | is published after a
lapse of 9 years since the last edition. The edition incorporates all amendments,
rulings and decisions ordered by the Government up to 19/04/2008.

Major modification incorporated in the seventh edition includerulesrelating
to the black listing of grant-in-aid institutions on the grounds of non submission of
utilization certificates, local purchase of furniture, payment of electricity and water
charges of Govt. Offices and audit of grant-in-aid institutions by the Accountant
General (Audit)

This volume will be available for sale on CD-ROM also from Finance

Department. Comments, if any, for improving this volume are welcome.

Thiruvananthapuram, L.C.GOYAL
26.12.2008 Principal Secretary (Finance)



PREFACE TO THE EIGHTH EDITION

The KeralaFinancial Code focuses on the general financial principlesand
the rules of procedure in respect of all financial matters, which are common to all
Departments under the Government. This Code is truly the cornerstone of financial
administration in the State. All Government Departments are duty bound to strictly
abide by these rules supplemented by the special instructions in their respective
Departmental manuals.

The existing edition of Kerala Financial Code (Volume 1) incorporating
amendments up to April 2008 was issued nearly seven years ago. Now the eighth
edition of the Code has been completed and all possible efforts have been made to
bring out this publication without errors/omissions.

However any Officer who finds any error, omission or difficulty in
interpreting and/or the application of the Code should report it to the Head of his
Department who should kindly bring it to the attention of Finance Department.

Dr. K. M.ABRAHAM CFA, IAS
Additiona Chief Secretary (Finance)
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THE KERALA FINANCIAL CODE VOL |

CHAPTER |
INTRODUCTORY

1 This Code mainly contains rules relating to all financia transactions of
Government which fall into two broad classes, viz., receipts and
disbursements. These rules should be followed by every Government
servant in the matter of receipt, custody and disbursement of Government
money. These rules are supplementary to treasury rules and should be
applied in conjunction with them.

2. These Rules shall comeinto force with immediate effect.
Definitions
3. In this Code, unlessthe context requires otherwise, the following words and

phrases have the meanings hereby assigned to them. Words and phrases
used in the code, which have been defined in the Constitution of India, or in
the Rules and Orders framed under the Constitution, have the meanings
assigned to them in those definitions.

“Accountant-General” means the head of an office of Accounts and Audit
subordinate to the Comptroller and Auditor General of Indiawhether known
as “Accountant General” or by any other designation, who keeps the
accounts of the state and exercises audit functions in relation to those
Accounts on behalf of the Comptroller and Auditor General of India.

“Administrative Approval” meanstheformal acceptance by an administrative
department of a proposal that the Public Works Department should incur a
specified amount of expenditure on a specified work required by, or in
connection with that administrative department. 1t amountsto aninstructionto
the Public Works Department to execute aspecified work or worksat aspecified
cost to meet the administrative needs of the department which requiresthework
(cf., technical sanctions).




CHAPTER | ] THE KERALA FINANCIAL CODE VOL | [ART. 3

“Appropriation” means the amount provided in the Budget Estimates for a
unit of appropriation or the part of that amount placed at the disposal of a
disbursing officer.

“The Bank” means any office or branch of the banking department of the
Reserve Bank of India, any branch of the State Bank of India, acting asthe
agent of the Reserve Bank of Indiain accordance with the provisions of the
Reserve Bank of India Act, 1934 (Act 2 of 1934), and any branch of a
subsidiary Bank as defined in section 2 of the State Bank of India
(Subsidiary Banks) Act, 1959 (Act 38 of 1959), which is authorised to
transact Government Business as agent of the State Bank of India, or any
other agency appointed by the Reserve Bank of India.

“Bank Draft” (See Rule 377 of the Kerala Treasury Code).

“Book Adjustment or Book Transfer” means the entries made in the
Government accounts in respect of a financial transaction which does
not involve any actual receipt or disbursement of cash or stores by the
Government, so that a disbursement entered under one head (or heads) is
exactly counter- balanced by areceipt under another head (or heads). A
book adjustment may represent a transaction between different
departments of the Government or acorrectionin entries already made
in the accounts.

“Budget Estimates” are the detailed estimates of the receipts and
disbursements of afinancial year.

“Cash Order” means an order issued by a Treasury Officer on a sub
treasury within the district for a payment on the Government
account or for any authorised purpose of a specified amount to a
specified person.

“Centage Charges’ means in connection with a work which the Government
execute on behaf of another Government, aloca body or a private party, the




CHAPTERI] INTRODUCTION [ART. 3

chargescalculated at apercentagerate on thevalue of thework done, which the
Government recover from the party for whom the work is done towards the
cost of the establishment and the tools and plant employed on the work.

“Central (Agency) Subject” - SeeArticle 340.
“Central (Agency) Transaction” - SeeArticle 340.

“Cheque’ means awritten order (not expressed to be payable otherwise
than on demand) addressed by a person called the “drawer” to a bank or
treasury to pay a specified sum of money to himself or a third party
known as the “payee”, and includes a demand draft drawn on any
specified bank or banker (including the Reserve Bank of India).

“Collector” meansthe Chief Officer in charge of the revenue administration
of adistrict.

“Completion (in relation to wor k)” means the finishing or abandonment of
thework.

“Consolidated Fund, Contingency Fund and Public Account” The
words' Consolidated Fund of the State, Contingency Fund of the Sateand
Public Account of the State” shall have the meanings respectively assigned
to themin Articles 266 and 267 of the Constitution of India.

“Contingencies’- SeeArticle 90.
“Contingent Charges’ - SeeArticle 90.

“Contract” means any kind of undertaking, written or verbal, expressed or
implied, by a person other than a Government servant or by a syndicate or
firm to construct, maintain or repair one or more works, to supply certain
stores, or to perform any service in connection with the execution of awork
or the supply of stores.

“Contract documents’ meansthe documents required in connection with
the giving out of awork on Contract.
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“Contractor” means a person, syndicate or firm that has entered into a
contract with the Government.

“Controlling Officer” means a head of a department or other departmental
officer who isentrusted with the responsibility of controlling theincurring of
expenditure and/or the collection of revenue by the subordinate
authorities of a department.

“Disbursing Officer” means a Government servant who draws money from
the treasury on bills or cheques, but excludes a Government servant who is
not the head of an office and draws only his own pay and allowances from
the treasury.

“Draft” - See Rule 377 of the Kerala Treasury Code.

“Final Payment” means the last payment on a running account made to a
contractor in full settlement of the account relating to his contract when the
contract has been completed or determined.

“Financial Propriety” Standards of - SeeArticle 40.

“Financial Year” meansthe year beginning with the 1st April and ending
with thefollowing 31st March.

“First and Final Payment” means a single payment made to a contractor in
full settlement of the account relating to his contract when the contract has
been compl eted or determined.

“Gover nment” meansthe Government of Kerala.

“Government account” meansthe total of the Consolidated Fund Account,
Contingency Fund Account and the Public Account of the State.

“Government Servant” meansany person servingin connection with theaffairs
of the State, whether remunerated by salary or not and includes every person
who is authorised to receive, keep, carry or spend moneys on behdf of the
Government.
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“Governor” meansthe Governor of Keraa.

“Head of a Department” means any authority specialy declared by the
Government to the Head of aDepartment (SeeAppendix 1 ).

“Indian Audit Department” meansthe officers and establishment, beingin
Indiaand subordinate to the Comptroller and Auditor General of India, that
are employed upon the keeping and audit of accounts of the Central
Government and of the States, or upon one or other of these duties.

“Inspecting Officer” means a State Touring Officer who is appointed solely or
mainly for performing specified duties of inspection which involvetouring and
includes an officer who has been specially authorised to conduct inspection of
any office.

“L ocal body” meansaDistrict Board, Municipal Council (including City
Corporations) or Panchayaths.

“Local Fund” means

(1) themoneysreceived and administered by abody which, though not part
of the Government’s Departmental Organisation, has been placed under
the control of the Government by alaw, or arule having theforce of law,
whether in regard to its proceedings generally or to specific matters, e.g.
itsbudget, creation of  particular postsin its service and appointment to
such postsand theleave, pension and other rulesapplicabletoitsservants;
and

(2) themoneysreceived and administered by any other specified body when
the Government have published a special natification to the effect that
they congtitutea “Local Fund”.

“Major Head” means amain head of account for the purpose of recording
and classifying receipts and disbursements of moneys that enter into the
Government account.
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“Market rate/Mar ket value” means, in respect of an article borne on the stock
accounts, the cost per unit at which a stock of that article or a suitable
substitutefor it could be obtained at thetimein question at the stores godown
from the public market from which it could be obtained most
advantageously.

“Measurement Book” - SeeArticle 189.

“Miscellaneous Expenditur €’ meansall expenditure other than that falling
under pay and allowances, contingencies and works.

“Muster Rolls” See- Article 186.
“Piece-work agreement” — See- Article 178.

“ PublicAccount”—See* Consolidated Fund, Contingency Fund and Public
Account” above.

“Quantity” means, in connection with works the extent of work done,
supplies made or services rendered when these can be measured, weighed
or counted.

“Rate” means, in estimates of cost, contracts, contractors’ bills and
vouchers generally, the amount payable for each unit of work, supply or
other service.

“Reappropriation” meansthe transfer of savingsin the appropriation for a
unit of appropriation to meet excess expenditure anticipated under another
unit.

“ Revenuesof the Sate” meansandincludesdl moneysreceived by a Government
servant on behdf of the Government not only the proceeds of taxation and the
yield of ordinary revenue but also capital receipts such as the proceeds of sales
of land, the proceeds of borrowing operations, unfunded debt and such
receipts of a banking or deposit nature as, by virtue of any statutory
provision or of any general or special executive order of the Government,
have to be held in the custody of the Government.
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“RunningAccount” means an account with a contractor on which payment

for work or supplies is made to him at convenient intervals subject to final
settlement of the account on the completion or determination of his
contract.

“Sate” meansthe State of Kerala.

“Sores’ meansall articles and materials (other than cash and documents)
which come into the possession of a Government servant for use in the
public service.

“Sub-head” meansin connection with estimates and accounts of works, one
of the sub-divisions according to items of work, e.g., excavation, brick work,
concrete, wood work, etc., into which the expenditure on a work or a
sub-work of alarge work is divided in order to facilitate accounting and
financial control.

“Sub-work” means adistinct unit of alarge work which comprises several

buildings, smaller works or groups of smaller works. For example, the outer
wall, the solitary cells, the cook houses, thejailor’s quarters, etc., would form
separate sub-works when alarge Central Jail, is built. The sub-works of a
largeirrigation canal may include the head works, the main line, each branch
of a canal, each group of distributaries relating to each branch separately,
the drainage and protective works, etc.

“Technical Sanction” meansthe order of acompetent authority sanctioning
aproperly detailed estimate of the cost of awork of construction or repair to
be carried out by the Public Works Department. (c.f. Administrative
approval).

“Treasury” means any treasury of the State and includes a sub-treasury.

“Treasury Officer” meansthe officer inimmediate executive charge of a
treasury.
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“Unit of appropriation” means the lowest account head under which the
Government places a specific appropriation at the disposal of the spending
authority concerned.

“Works” - SeeArticle 163.
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CHAPTER I
RECEIPTS THEIR COLLECTION AND CHECK

Generdl

Theitems of Government Revenue with which departmental authorities deal,
include the land revenue the proceeds of State taxes and duties, the charges
made for supplying water from Government sourcesfor irrigation, etc., and
other fees for services rendered, fines and penalties, the revenue from
Government estates, such as forests, and other miscellaneous items.

DUTIES AND RESPONSIBILITIES OF A GOVERNMENT SERVANT
ENTRUSTED WITH THE COLLECTION OF REVENUE AND ITS
REMITTANCES INTO THE TREASURY AND MAINTENANCE
OF REGULAR ACCOUNTS

Collection

Revenue due to Government should be properly assessed and demands
made as and when they become due for collection.

Effective steps should be taken to ensure prompt realization of the
amounts due to Government .

Proper recordsin respect of all items of revenue whether recurring or non-
recurring should be maintained to show the assessments and demands
made, the progress of recovery and the outstanding amounts due to the
Government.

Every departmental Controlling Officer should watch closely the progress
of therealisation of the revenue under hiscontrol and review the recoveries
made against the demands.

Ininspite of taking all possible steps, somearrearsstill remain uncollected
and he is satisfied that any portion of them is quite irrecoverable; he
should takeimmedi ate stepsto obtain necessary sanction for theirrecoverable
arrearsto bewritten off.
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6. The detailed rules governing the demand and collection of revenue under
the control of the various departments are contained in the respective
departmental manuals, or in the orders of Government on the subject
issued from timeto time.

Remittance

7.(1) Whenmoney isreceived on account of Government dues, areceipt for thesum
received should be given so that the counterfoils of the receipt book should
aways show the details of revenue realised.

(2) Thedaily collection of each officer should be remitted into the Treasury, the
next working day. When this is not possible owing to distance from the
Treasury, or any other cause, the money should be remitted periodically, i.e.,
at least once in a week on the last working day. Officers having large
collections may, however, make more than one remittance in a week,
provided the amount of each such remittanceisnot lessthan 500. The last
remittance for the month including the last receipt should, however, reach
the Treasury in the same month.

(3) The officer immediately responsible for the collection should keep the
receipts (chalans) for the amounts paid into the Treasury in proper files.
This is to ensure that all collections are being paid regularly into the
Treasury.

Accounts

8. Maintenance of Proper Accounts.— (1) Every Government servant should
see that proper accounts are maintained for all Government financial
transactions with which he is concerned.

(2) He should render accurately and promptly all such accounts and returns
relating to them as may have been prescribed by the Government, the
Accountant General or the competent departmental authorities.
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(3) He should check the accounts as frequently as possible in order to see that
there is no occasion to commit fraud, misappropriation or any other
irregularity.

(4) Hewill be held personally responsible for any loss that may be found to be
dueto any neglect of the dutieslaid upon him by the provisions of this Code
and other Codes or Financial Procedureissued by the Government (Seealso
Chapter XI).

(5) Thefact that a Government servant has been misled or deceived will, in no
way, mitigate his personal responsibility since every Government servant
should befamiliar with thefinancial ruleslaid down by the Government.

(6) He should exercise a specially strict and close control in regard to the
maintenance of proper accounts.

(7) Inpreparing the departmental accounts particular attention should be given
to the following points.—

(i) The departmental revenue accounts should not be compiled from
the returns prepared by the Treasury. But the Treasury Officer may
be required, where necessary, to verify the returns prepared for
submission to the departmental controlling authority.

(it)  In order to facilitate check by Controlling Officers and to prevent
misclassification in thetreasury accounts, all receipts of revenue should
be noted in the departmental accounts before being credited into the
treasury, and the fact noted in the chalan. The chalan should show
distinctly on what account the money isto be received and under what
detailed head of revenue it has been entered in the departmental
accounts. The entry in the departmental accounts should be
completed before the amount is credited into the treasury; i.e., the
entry in the departmental accounts should show the amount as
received.
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Details of remittance towards|oans and advances should be entered in
a separate register at the time of countersigning such chalans. If the
countersigning officers are not themselves the District Controlling
Officers, they should send monthly extracts of this register to the
District Controlling Officers. With the assistance of such extracts
received from the subordinate officers and the register maintained in
their own offices, the District Officers should verify their monthly
statementswith thetreasury figures at thetime of reconciliation and see
whether money as per al the chalans countersigned by them or by their
subordinate officers has actually been remitted and if so note the number
and date of each chalan against the entry in their register and in the
extracts received from subordinate officers and delete the entries in
respect of those countersigned chalanswhichhadnotbeen  presented
inthe Treasury for remittance.

(ili)  Revenue collected in one district on account of another should be
credited in the treasury account of the receiving district under the
appropriate head of account and the fact intimated to the appropriate
departmental officer in the district concerned. Any such item of
revenue should be omitted in the demand, collection and balance
statement of thereceiving district and included in that of thedistrict to
which it belongs. Foot notes should be added to the demand,
collection and balance statements of both the districts to explain the
difference between these statements and the treasury accounts.

(iv)  The departmental sub controlling officers should reconcile the
departmental figures with the treasury figures and obtain the
signature of the Treasury Officer on the statement prepared by themin
token of the agreement of their figureswith thetreasury figures, before
the accounts are submitted to the Controlling Officers. This should be
done through the departmental staff deputed to the treasuries for the
reconciliation work asrequired in para 68 of the Budget Manual.
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Dutiesof theDepartmental Controlling Officer in
Respect of Maintenanceof Accounts

9. Every Departmental Controlling Officer should.— (1) Obtain regular
accounts and returns from his subordinates for the amounts realised by
them and paid into the Treasury and consolidate the figuresin aregister.
The total receipts for each month should be classified in the Register
according to the heads of account in the budget estimate.

(2) Comparethe figures compiled in this Register with the accounts received
from the Accountant General and reconcile any differences as early as
possible in communication with the Treasury Officers concerned and if
necessary with the Accountant General also.

(3) Seethat thereconciliation of the figuresfor March is completed as early as
possible since corrections, if any, that may be required in the Accountant
General’s books have to be made before the accounts of the year are closed.

(4) Inform the Accountant General at once, of any wrong credit, when
discovered, in order that the accounts may be corrected. When a
subordinate Government servant’sreturn includesacredit for which thereis
no corresponding credit in the accounts received from the Accountant
General, the Controlling Officer should, in the first instance, call for full
information from the subordinate Government servant.

(5) Exerciseaclosewatchinregard to thereconciliation work of receipt figures
asin the case of expenditure. For this, the Chief Controlling Officers should
get quarterly reports on the progress of reconciliation work in respect of
departmental receipts from their subordinate controlling officers with a
certificate to the effect that the departmental figures have been reconciled
with those booked in the Treasury. The Controlling Officers should review
the reports received from the subordinate controlling officers and satisfy
themselves that the reconciliation of departmental receipt figures is done
properly and promptly. The Chief Controlling Officers should furnish a




CHAPTERII] THE KERALA FINANCIAL CODE VOL | [ARTS. 9-10

certificate to Government in the Finance Department to the following effect
on3oth September and 31 March every year.

Certificate of Reconciliation

I, the Chief Controlling Officer in respect of the ...........ccccvvveeenenn.
............................................ (here specify the head of account) hereby certify
that the departmental figuresof receiptsfor theperiod Upto .........cccoeveerinnnee.
........................... have been reconciled with those booked in the Treasury.

Dutiesof the Inspecting Officers in Checking Revenue Collection

10. (1) The Inspecting Officers will compare the entries in the counterfoils in the
printed counterfoil receipts book with thosein theregister of collectionsand
with any original receipt they may be able to obtain from the persons to
whom they were issued.

(2) They will check thetotalsin the Register of collectionsand will seethat the
amount shown as collected agreeswith the total of the amountspaid into the
Treasury asshowninthechaan andthecashinthehandsof the  Government
servant.

(3) The comparison will be made from the time of the last inspection and the
accounts should be inspected on the spot at |east once every year.

Note:— The selection of Inspecting Officers rests with the Heads of
Departments and District Officers as the case may be. Inspecting
Officers should be sent to inspect the accounts periodically. Heads of
Departments and District Officers should themselves inspect the
accounts at regular intervals. When doing so, they should check the
collection register in part by comparison with the counterfoil receipts
and should seethat thetotal of the Register of Receipts agreeswith the
total of chalans and the balance in hand. In many cases, items for
realisation vary especially when they are the subject of sale by auctions.
The Officer-in-charge should therefore, keep the orders sanctioning
salein proper file, and the Inspecting Officer should check the register
with them to see that the proper amounts have been entered.
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11. Heads of Departmentsin charge of important sources of revenue should keep
the Finance Department fully informed of the progress of collection of revenue
under their control and of all important variations in such collections as
compared with the budget estimates.

SPECIAL RULES FOR PARTICULAR CLASSES OF RECEIPTS
Rentsof Government BuildingsDuefrom Government Servants
12. Government buildingsfall under the following two categories.—
(1) Thoseinchargeof the Public Works Department.
(2) Thosein charge of departments other than the Public Works Department.

The responsibility for recovering rent in respect of the first category of
buildingswhich are used wholly or partially asresidencesrest mainly onthe
Executive Engineer of the Divisionin which the building islocated. But the
Head of the office in which the tenant is employed and the Treasury Officer
or other Officer who disburses his pay also bear some responsibility in the
matter. In respect of the second category of buildings, the responsibility
rests mainly on the departmental officers concerned.

THE DUTIES OF A GOVERNMENT SERVANT WHO IS IN

CHARGE OF A GOVERNMENT BUILDING WHICH IS

CONSTRUCTED OR ACQUIRED FOR USE AS
RESIDENCE

$A. Dutiesof a Head of Office/ Drawing Officer

13. (1) The head of the office who is in charge of the building should prepare a
statement of data for the calculation of the rent of the building acquired or
newly constructed, leviable in accordance with the rules on the subject in
consultation with the Executive Engineer of the Division and obtain through
theAccountant General the orders of Government in regard toit. Rent should

$C.SNo.1/99[ GO (P) No. 1665/99/Fin ., Dated 30/07/1999]
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be fixed again when there is changein capital cost consequent on additions
or alterations subsequently made.

(2) He should furnish to the Executive Engineer concerned [*in the case of
buildingsin charge of the Public Works Department] not later than the 15th
of every month, astatement inform No. 1 (A) showing thefollowing details:

(@) The names, designation and emoluments etc., of all Government
servants belonging to that office who occupy quarters provided by the
Government.

(b) The changesin the occupancy of such buildings.
$(c) Omitted

When a compl ete statement has once been furnished, it will be sufficient for
the Head of the officeto intimate every subsequent month, only the changes,
if any, in the completed statement, but when there is no change he should
inform the Executive Engineer of that fact. If abuilding isvacant, the Head of
the Office concerned should state the period for which he expects it to be
vacant and say whether it will be required during that period by any
Government servant of the same department.

(3) Heshould recover by short drawal from pay or establishment bills asthe
case may be the rents of Government buildings demanded as due either
from himself or from any of the subordinates whose pay is drawn by him.
Under special circumstances, he may arrange to recover rent in cash.

Note:— The Government servant in charge of a Government educational
institution should include in his statement particulars as to the
occupation of and rents due for accommodation in any hostel attached
to the institution for the use of the students and borne on the registers

* C.SN0.8/77[GO (P) No. 372/77/Fin ., Dated 29/09/1977]
$C.SN0.1/99[GO (P) No. 1665/99/Fin., Dated 30/07/1999)]
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of the Public Works Department, although it is not a residence
provided for Government Servants. (Seea soArticle 22).

* B. Dutiesof theHead of Office/Drawing Officer

14. (i) TheHead of Office/Drawing Officer should preparein Form| (B) intriplicate
a demand statement of rents due from Government servants in respect of
Government buildings used as residences and send it to the Treasury
Officer or other disbursing officer two days before the close of the month.

The demand statement of rents should include the following details:

(1) Amount due from a Government servant on account of the hire of
Government furniture or other Government property for which heis
responsible.

(2)  Any other amount due from a Government servant to Government in
respect of the residence allotted to him.

(if) The statement should be prepared with the data made available by the
Accountant General by way of copies of the pay slips of Gazetted
Government servants and intimations from Heads of Offices of the changes
in the emoluments of non-gazetted Government servants who occupy
Government residences.

(iii) Theinformationinthe completed copy of Form| (B) returned by the Treasury
Officer or other disbursing offices should also be utilised when preparing
the demand statement of rents for the next month.

(iv) The assessment should be revised in accordance with any change of
emoluments noted by the Treasury Officer or other disbursing officer.

(v) *The Head of Office/Drawing Officer should recover any additional rent
which may be due either because the full amount has not been collected

* C.SN0.1/99 [GO (P) No. 1665/99/Fin., Dated 30/07/1999]
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in the previous month or because arrears of emoluments have been paidto a
Government servant.

(vi) A separateform should be prepared in respect of each tenant who drawshis
pay direct from thetreasury. In respect of other Government servantsin each
office, there should be a single consolidated form for each class of
establishment whose pay is drawn on a separate bill.

(vii)  When a Government servant is transferred or proceeds on leave or retires,
Head of Office/Drawing Officer should give the Treasury Officer or other
disbursing officer as early as possible notice of the date upto which rent is
payable.

(viii)  If aGovernment servant vacates aGovernment residence beforethelast day
of amonth owing to hisdeparture or transfer, leave or retirement, the  demand
for the rent for the part of the month for which it is due should be made at
once so that the amount due may be recovered before his departure.

C. DutiesOf The Executive Engineer

14(A). After all necessary action has been taken on the copy of the demand
statement of rentsreturned by the Treasury Officer, the Executive Engineer
should forward it to the Accountant General.

Duties of The Treasury Officer or Other Disbursing Officer on
Receipt of theDemand Statement of Rents

15. (i) The Treasury Officer or other Disbursing Officer on receipt of the demand
statement of rents should recover the amounts stated to be due from the next
bills in which the Government servants concerned draw pay without any
previous reference to them.

(if) Heshould notein column 6 of all the copies of the demand statement (i) the
emolumentsactually drawn by thetenant wherethey differ fromthose entered
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by the** Head of office/Drawing officer in column (3); (ii) any sum drawn by
thetenant as arrears of emolumentswith details of therate at, and the period
for, whichit hasbeen drawn; (iii) the number of thebill fromwhich eachitem
of the rent was deducted; and (iv) if in any casetherent noted in column 4
has not been recovered in full, abrief statement of the reasons.

(iii) A certificate should be recorded at the bottom of the statement that he has
made all the necessary entriesin column 6.

(iv) One copy of the return thus completed should then be returned to the
Executive Engineer and Drawing Officer in one week before the close of
the succeeding month.One copy should be attached to the pay bill
concerned.

(v) Detailsof any rent recovered at the Sub treasuries should be obtained in
time for inclusion in the copy of the statement of rentsto bereturned to
the Executive Engineer.

Note:—Any subsequent recoveries effected by the Treasury Officer or by a
Sub Treasury Officer, too late for inclusion in the statement should be
included in the statement of the following month.

(vi) Whether the monthly demand statement has been received or not, rent
should be continued to berecovered at arate onceintimated by the Drawing
Officer until an advice to the contrary is received from him. In cases where
the demand statement for the month has not been received, the demand
statement should be prepared in triplicate on the basis of therecovery made
by him in the previous month incorporating therein any information in his
possession regarding changes in the occupancy or emoluments. One copy
of the statement thus prepared may be furnished to the Drawing Officer
while the other two copies may be attached to the pay bills concerned.

(vii) The Treasury Officer or other Disbursing Officer will not conduct any
correspondence with tenants as to the rents payable by them, but will

** C.SN0.1/2000[GO (P) No. 952/2000/Fin., Dated 19/06/2000]
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(viii)

16.

17.

18.

refer any points raised by them to the Drawing Officer/Executive
Engineer.

In cases where a Government servant istransferred or proceeds on leave or
retires, unless otherwise instructed by the Drawing Officer/Executive
Engineer, the Treasury Officer or other disbursing officer should—

(i) if the Government servant ispaid up to the date of making overcharge,
recover from the pay bill the rent due up to that date; or

(ii) if the Government servant is not paid up to the date of making
overcharge, recover from any pay bill whichispaid, therent duefor
the period covered by the pay bill and not on the reverse of the last
pay certificate the balance of rent due for recovery on account of the
remaining period up to the date of making over charge.

The Treasury Officer should comparethetotal of therecoveriesshowninthe
copies of the demand statement of rents attached to the pay bills (which
should include recoveries madetoo late for inclusion in the copy returned to
the Executive Engineer) with thetotal credits on account of such recoveries
inthe Treasury account for the month in which the recoverieswere made and
seethat they agree, and should submit these copiesto the Accountant General
along with the Treasury Account.

When rent isrecoverablein cash from atenant who isaGovernment servant,
the Government servant in charge of the building should send him abill ina
suitable form on or before the last day of each month for the rent due in
respect of that month and the tenant should be required to pay the rent
before the expiry of the following month.

When a tenant makes any representation asking for a revision of an
assessment of rent by the Executive Engineer, he must pay the amount
assessed on demand and await orders on his representation. If the
representation is successful, the amount to be refunded should be
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adjusted as soon as possible after the orders are issued, by a reduction
in the assessment for a subsequent month or if this is impracticable or
inconvenient by repayment in cash.

19. The Accountant General will select a few Treasuries each month and will
forward to the Executive Engineer concerned the copies of the demand
statement of rents in Form | (B) received by him during the month for
verification with the Treasury accounts. The Divisional Accountant should
compare these statements with the corresponding entries in the Register of
Rents of Buildings and Lands, see that the Accountant General has not
omitted to send any statement pertaining to the treasuries concerned and
take steps to revise the assessments of rents due from Government Officers
in respect of whom the Accountant General has altered the rate of
emoluments entered in the statements.

Rentsof Government Buildings, Lands, etc., due from
Private Personsand Pensioners

20. When any building or any land or other property belonging to the Government
islet to aperson not in the service of Government, the full assessed rent for
each month should always be recovered from him in advance. A tenant who
isin receipt of a pension should be treated as a person not in the service of
Government.

Hire of Office Accomodation

21. Where no suitable Government building is available, private buildings may
be hired for public purposeswith the sanction of Government, the rent being
paid by the public office or department occupying it. When the building is
entirely used for office accommodation, the rent is wholly chargeable to
Government, whilewhen it is partly used for office purposes, and partly for
residential  purposes, the share of the rent payable by Government will be
proportionate to the amount of the main building set aside solely for office
use not exceeding half the rent of the house. The Municipal tax assessed on
theannual valueof  buildingsinwhich the accommodation is provided, or
on the land appertaining to them, should be paid by the owner.
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Note:— Rents recovered from officers sharing office-cum-residential
accommodation in private buildings will be classified as receipts of the
departments concerned.

Rent of Hostels

22, When a hostel is provided for a Government Educational Institution, the
departmental authority in charge of the institution should immediately after
taking charge of the hostel building request the Head of the Department to
obtain the Government’s orders for the fixation and recovery of rent. Such
hostels should be included in the departmental authorities' returnsin Form 1
(A) and inthe monthly returns of residential buildings sent to the Accountant
Genera by the Executive Engineers concerned (See Note under Article 13).

Note 1:— Warden’s quarters attached to hostels come under the class of
residencesfor Government Officialsand should be shownin the monthly
return whether any rent is recovered or not.

Note 2:—When an electricinstallationis provided for ahostel, the room rent
should be raised so as to cover the cost of the installation and meter
hire. The actual cost of the electric energy consumed and of repairsto
electrical fittings should be recovered evenly from the studentslivingin
the hostel each month*

FINES
Dutiesof Government Officersin the Realisation of Fines

23.(a) Itistheduty of every Court or authority having the power to fineto see that
thefinesare correctly realised and the receipts are properly checked and that
the money received reaches the Treasury without delay. Adequate
precautions should be taken to see that there are no double refunds of fines
or refunds of fines not actually paid into the Treasury.

*Deletion C.SN0.10/77[GO (P) No. 422/77/Fin., Dated 29/10/1977]
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Each Court, Civil or Criminal, should submit to the District Judge or the District
Magistrate, as the case may be, a monthly statement in Form 2 showing the
demand, collection and balance of fines levied and written off by it and the
amounts refunded in respect of fines. This statement should reach the District
Judge or the Digtrict Magistrate during thefirst week of the succeeding calendar
month. The statement should exhibit the amounts under each head of account,
e.g., magisterial fines, fines under the Prevention of Cruelty to Animals Act,
Motor VehiclesAct, etc., separately.

The District Judge or the District Magistrate, as the case may be, should
each consolidate the returns so received into a monthly fines statement for
the Courts under him. This monthly statement should then be forwarded to
the Treasury Officer as soon as possible. They should review the monthly
progress made in the collection of fines and take immediate and effective
steps for the realisation of the balance, if any.

The Treasury Officer should verify the amounts shown as remitted into the
Treasury in the monthly statement of fines received from the District Judge
or the District Magistrate, with the credit appearing in the Treasury
accounts and if found correct, he should certify as to the correctness of
these amounts. If there is any discrepancy between the consolidated
statement and the treasury account, the Treasury Officer may get the
discrepancy cleared, before giving acertificateif necessary by referring the
matter to the District Judge or the District Magistrate, as the case may be.

TheProcedureto beadopted when any amount isrealised
inany District on account of afineimposed in
another District of the State.

(b) When any amount isrealised in any district on account of afineimposedin
another district of the State, the amount should not be remitted to the Court
which inflicted the fine but should be treated, for the purpose of the fines
statements, asif afine equal to the amount realised had been inflicted by the
Court in which it is realised. The Court which realises the amount should
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sent an advice of the recovery to the court which inflicted the fine and
should also make anote of the Court to which the amount rel ates against the
creditinits Fines Register and monthly statement. The Court which inflicted
the fine should, on receiving the intimation, note in its Fines Register and
monthly statement the amount of the recovery so advised and the name of
the treasury into which the amount was paid.

TheProcedurefor keeping Accounts Relating to Fines

24, Each Court should maintain two remittance books. one with the heading
“Courts of Law” and the other with the heading “Stamps’. All stamp
penalties, deficient stamp duty, etc., should be brought to the remittance
book under Stamps and all fees and fines, Civil or Criminal and other items
belonging to Courts realised by Courts should be entered in the remittance
book under Courts of Law. Particulars of the date of remittance, nature of
item, amount, etc., should be clearly noted in the books. The bookswill be
signed by the head ministerial officer and the Judge or Magistrate in the
proper columns, and sent with the money to the Treasury along with the
chalans on the day of realisation, to be credited under the proper head. The
Treasurer and the Treasury Officer will sign in the proper columns and
return the books. At the end of the month, the entries will be totalled by the
head ministerial officer and submitted to the Treasury, where the total s will
be checked with the Treasury accounts and signed by the Treasurer and the
Treasury Officer, if correct.

Note:— The annual cash balance statements of Civil Courts and the half-
yearly fines statements of Criminal Courtswill be got certified by the
Treasuriesbefore submissionto the High Court. To enablethetreasuries
to furnish these certificates, the Courtswill furnishthemwith particulars
of remittance (copy of Remittance Register relating to the period).
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CHAPTER I RECEIPTS, COLLECTION AND CHECK [ARTS. 25-27

Pricing of Sationery

The pricing of stationery articles and the charges be recovered for the
supplies to be made by the Stationery Department are governed by the
rules and ordersissued from time to time.

Pricing of Publications

Priced publications required by Government or Heads of Departments and
Offices, whether for their own use or for distribution to other offices, the
public, etc., either directly or through the Government Press haveto be paid
for.

In the case of publications of departments which pay for their own printing
or in the case of publications printed for free issue, free issues should be
made only in accordance with the distribution lists sanctioned by the
authorities concerned.

Asageneral rule, publications should be priced on a costing system and the
sale price should befixed at 50 per cent abovethe cost pricein order to cover
the commission on sale, etc., and storage and distribution. Thecostisarrived
at asbelow:-

(a) Cost of labour on composing, printing, binding, etc., plus.

(b) Cost of non-productive and non-effective charges based on an
average of the past year, viz., supervision, contingencies, taxes,
depreciation of plant, cost of miscellaneous raw materials, glue,
printing ink, etc., and power, plus.

(c) Cost of paper and binding materials.

To these, 50 per cent is added on account of selling commission, etc., and
the total isdivided by the number of copiesprinted to arrive at the saleprice
of each copy.
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28.

29.

30.

31.

Fees for Cultural and Microscopic Examinations, Dispensing Stock
Vacancies, Auto-Vaccine, etc.,in the PublicHealth Laboratory

All the fees etc., collected under this head are credited to Government.
Feesreceived by Gover nment OfficersasNotaries Public

Notaries Public who are Government Servants should after defraying all
charges incurred by them in the former capacity credit to Government the
balance of the feeswhich they receive to the Head “065A Administration of
Justice, (c) Fees, Fines and forfeitures other receipts’.

Credit Sales

No articles of Government shall be sold on credit except where specia rules
or orders have been issued by Government permitting such sales subject to
the conditionslaid down therein by certain departmentsin respect of certain
articles such asmilk, milk products and manures.

Receiptsunder theMotor VehiclesAct

All duesunder the Motor VehiclesAct, KeralaMotor Vehicles Taxation Act,
Kerala Motor Vehicles (Tax on Passengers and Goods) Act and the rules
made under these enactments should be paid by the parties concerned into
the treasuries. The receipted chalans, except those relating to remittance of
tax under the KeralaMotor Vehicles Taxation Act, areto be forwarded to the
Motor Vehicles Department. In the case of remittance of tax under theKerala
Motor Vehicles Taxation Act, the chalan should be retained in the Treasury
for issue of tax licences by the Treasury Officers.

Note:— In order to facilitate speedy service to the public, the Regional
Transport Officersare al so authorised to accept moneysin cash towards
the payments of.

Fees for the following services under Motor Vehicles Act and rules framed
thereunder and Insurance (Third Party) Act.
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Sl. Particulars

No.
1. Feesfor theissue and renewal of
leanerslicence

2. Feesfortheisueof Testing Order and
permanent licence including learners
licence

3. Feefor theissue of Badges
4. Fee for the Duplicatedriving licence
5. Feefor duplicate badge

6. Feefor renewal of motor driving
licence

7. Feefor testing order of conductors

8. Feefor duplicate conductor’s
licence

9. Feefor renewal of conductor’s
licence

10. Application fee for the issue of
registration of motor vehideg(maximum
fee)

11. Application fee for the issue of
temporary registration of motor
vehicles

Provision in theAct and Rules

Rule6, K.M.V Rules, 1961

Rule6,24, K.M.V Rules, 1961

Rule19,24,K.M.V Rules, 1961

Rule46, K.M.V Rules, 1961

Rule49 (3), K.M.V Rules, 1961

Section 11 (3) K.M.V Act

Rule 60 (b), 70 (3), 67 (2) K.M.V
Rules, 1961

Rule 90, K.M.V Rules, 1961.

Rule73, K.M.V Rules, 1961

Rule108, K.M.V Rules, 1961

Rule108, K.M.V Rules, 1961




CHAPTERII] THE KERALA FINANCIAL CODE VOL | [ARTS. 31-32

12. Feefor thehire pUrChase Rule113 (5)' KMV Rules, 1961
endorsement
13. Feefor theissue of transfer of Rule129(3), K.M.V Rules, 1961

ownership (maximum fee)

14. Feefor theissue of transfer of Rule 140, Rulesfor the Insurance

Insurance Certificate of motor vehicles

15. Feeforissueof Duplicatelnsurance Rule17, (1) (c), Rulesfor the Insur

Certificate ance of Motor Vehicles.

16. Feefor the specia permitsand

tourists permits Section 63 (), K.M.V Act

2. Taxesin respect of non-transport vehicles (motor cars, motor cycles and
scooters) under the KeralaMotor Vehicles Taxation Act, 1963.

Dues from L ocal Bodies

32. The estimated amount of charges to be incurred or cost of services to be
rendered by Government on account of local bodies or other private or
public bodies and persons, e.g., estates private enterprises and private
individuals should ordinarily be required to be paid in advance.

In the case of local funds, Government may in exceptional cases authorise
one of thefollowing arrangements; —

(i)  Paymentsas made by Government may be charged to the balance of the
deposits of theloca fund in Government books.

(i)  Recoveriesfromthelocal fund may be postponed till the timewhen
Government has to make payment for the charges.

(iif)  Payments may be made as advances from Government fundsin the
first instance pending recovery from thelocal fund either in cash or
by adjustment against its account with the treasury.
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33.(a)

Note:—Thefollowing are some of the more common casesin which charges
areincurred for servicesrendered by Government on account of local
bodies and others, subject to recoveries being made under the orders
governing each case;—

Medical subordinates lent to local bodies;

Management of court of wards;

Estate surveys,

Municipal town surveys;

Works connected with laying down regular lines of street in Municipalities;
Police guards supplied to private parties;

Acquisition of land for local bodies and railways;

Establishment for appraisement, etc., of produce in proprietary estates.

Amountsdueto Government fromlocal bodiesincluding overdueinstalments
on account of repayment of |oan taken by them, shall be subject to recovery
by adjustment from the grant-in-aid (other than those payable under the
provisions of a statute) sanctioned for payment to them.

Procedurefor the Recovery of Arrearsdueto
Government from L ocal Bodies

All local bodies to whom non-statutory grants-in-aid are payable should
furnish a statement showing the amounts due to Government and remaining
unpaid by the local body concerned, to the officer disbursing the grants.
The disbursing officer should credit to Government the amounts so shown
as outstanding, out of the Government grant and will disburse only the
balance of the grant, if any, remaining after such adjustment. The accounts
should be so prepared as to show the entire Government grant as disbursed
to the local body concerned partly in cash and partly in adjustment in
satisfaction of Government claims.
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(b)  Inrespect of supplies made or services rendered by service departments to
local bodies, etc. (e.g., value of medicine supplied from the Medical Stores,
value of vaccine-lymph supplied from the Public Health Laboratory, cost of
stationery supplied from the Stationery Department, cost of printed forms
supplied from the Forms Stores, value of printing work done at the
Government Presses) the departmental officer concerned should seethat the
value thereof is recovered and remitted to treasuries promptly. For such
supplies and services, bills containing full details of the transactions (e.g.,
particulars of work doneor suppliesmade, ingtitutiontowhichthebill  relates,
etc.), should be sent by the concerned officers promptly. These bills should
be numbered serially and arecord of bills sent out should be maintained in
Form 3. Thereceipt of repliesfrom the offices concerned should be watched
and necessary action taken in cases of delay. A copy of thisregister, i.e., a
statement showing the hills sent out during the month (with columns of
recoveries left blank) will be sent to the Audit Office by the 5th of the next
month to note the claims preferred and for taking action in cases of delayed
payments.

Miscellaneous Duesand Special Recoveries

34. TheAccountant General maintainsaregister of special recoveriesinwhich he
enters miscellaneous amounts due to the Government but not forming part
of the ordinary revenues regularly administrated by the Government, e.g.,
contributions for leave and pensions of officers lent to foreign service,
contributions from Municipalities, contractors and others towards the cost
of establishment entertained by the Government, Periyar lease money, etc.
He watches that these amounts are duly realised and reports any default at
onceto the Government.

Refundsof Revenue

35. The powers of officers to sanction refunds of revenue are contained in the
Book of Financial Powersand are subject further to the administrative orders
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RECEIPTS, COLLECTION AND CHECK [ARTS. 35-36

of Government issued from time to time and embodied in the Departmental
Manuals and Standing Orders. In respect of cases not provided for in the
Book of Financial Powers, the sanction of Government is necessary.

On receipt of an application for refund in respect of any item of revenue, the
officer who has brought to account that particular item of revenue should:

@

Trace out the original records relating to the receipt of the amount
in question.

(2) Verify theclaimwith referenceto the original records.

©)

(4)

©)

(6)

()

See whether the applicationisreceived within the maximum timelimits
allowed under therules.

Obtain sanction for the refund from competent authority in case heis
not himself competent to sanction the refund in question.

After satisfying himself that the refund in question is admissible
under the rules, prepare the refund order and if he is himself
competent to sanction therefund, he may either record his sanction
on thevoucher itself or record it separately, giving areferencetoit
on the voucher and attaching a certified copy. If sanction is obtained
from a higher authority, the latter procedure should be followed.

Seethat the particulars of the refund are recorded against the original
entry of the receipt in the departmental accounts, in such away asto
makeit impossibleto entertain by mistakeany further claim for arefund
of the same amount.

Record the particulars of the refund on the counterfoil of the receipt
previously granted to the payer and that receipt (and any other
acknowledgment granted to the payer) should if possible be taken
back and destroyed.
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(8) Pay theamount to the person entitled to receiveit, in accordance with
therules governing each particular classof refund, or prepare aproper
voucher payable to that person for presentation at the Treasury for
payment.

TimeLimitsfor Claim for Refunds of Revenue
37. Refunds of revenue may be classified asfollows.—

(a) refunds of revenue which are made ex gratia although the Government are
under no legal obligation to make them; and

(b) refunds of revenue to which the claimants are legally entitled.

An application for arefund of revenue to be sanctioned ex gratia should be
rejected if it isreceived after one year from the date of credit of the revenue
to the Government.

In cases where a notice has been issued to the party, the application for such
refund of revenue may berejected, if itisreceived after 3 monthsfrom the date of
receipt of the notice by the party.

Note 1:—These limits are merely maximum time limits and no application for
an ex gratia refund should be entertained unlessiit is received within
the maximum time allowed. Thisdoes not mean that all applicationsfor
such refunds received within the maximum timelimits applicable should
necessarily begranted. If theauthority competent to sanction ex
gratiarefundsof aparticular kind considersthat for special reasons,
ashorter timelimit should be enforced in practicein regard to them, this
should be done.

Note 2:—A refund of revenue of the kind mentioned in clause (b) above
should be sanctioned on application provided the claim is not barred
by limitation under the Indian Limitation Act, 1908 (India Act, I X of
1908) or any other law or rule having the force of law.




CHAPTERII]

RECEIPTS, COLLECTION AND CHECK [ARTS. 37-38

**Explanation:—The refunds of Judicial Deposits which are governed by
the Civil Rulesof Practice (Kerala) shall not be barred by limitation of
timeunder thelndian OLimitation Act, 1908.

Exceptions.—The rules contained in this article do not apply to:—

(i)

(if)

(iii)

(iv)

v)

(vi)

Refunds of hospital stoppages recovered in excess from patients
admitted to Government Hospitals since these are met from the
permanent advance of the Superintendent of the hospital
concerned,;

Refunds of unclaimed assetsand money transferred to Government
under theAdministrator General’s Act, 1913 (IndiaAct |11 of 1913),
of the Official TrusteesAct, 1913 (IndiaAct Il of 1913) sincethey
are governed by the relevant Acts;

Refunds of court fees regulated by the Court Fees Act, which
authorises a court to issue certificates to parties entitling them to
refund to Court Feesin certain cases;

Refunds of execution fees collected by the Co-operative Department;

Renewal or refund of the value of non-judicial stamps which have
been spoiled or rendered useless; and

Therefund of process fees ordered by Courts.

Remission of Revenue

38.*(a) Remission of revenueisthe abandonment of claims of revenue (arising from
taxation laws, services rendered, land revenue etc.) without exhausting all
avenues of recovery.

Full information as to the powers of the various authorities competent to
sanction remissions of the revenue relating to a particular department is
given in the departmental manuals or codes.

** Addition C.SN0.7/79[G.O (P) No. 641/79/Fin., Dated 23/7/1979]
*|nsertion [G.O (P) No. 184/81/Fin., Dated 27/03/1981]




CHAPTER II] THE KERALA FINANCIAL CODE VOL | [ARTS. 38-39

**(b) Every Head of Department should submit annually on or beforethe 1st June

38A.

39.

to the Accountant General, a statement showing, the remissions of revenue
sanctioned during the preceding financial year by competent authoritiesin
exercise of the discretionary powers vested in them otherwise than by law or
rule having the force of law.

The remissions of revenue included in the statement should be classified
broadly with reference to the reasons for sanctioning them. The Head of a
Department may prescribe for the guidance of the Government officers
subordinate to him abroad classification for this purpose suited to the items
of revenue collected by them. The statement should show the total amount
remitted under each class of remissions and should include a brief
explanation of the circumstances leading to the total remission under each
class.

Waiver of Revenue

Waiver of revenueisthe forsaking of recovery of overpaymentsand other
similar claimswithout exploring all possible means of recovery.

*Every Head of Department should submit annually, on or before the 1st of

Juneto the Accountant General a statement showing the waivers of revenue
sanctioned during the preceding financial year by competent authoritiesin
exercise of the discretionary powers vested in them otherwise than by law or
rule having the force of law.

Audit of Receipts

Theregulations and rulesrelating to the audit of departmental receipt by the
Accountant General are printed in Appendix 2.

** Substitution [GO (P) No. 184/81/Fin., Dated 27/03/1981]
*nsertion [GO (P) No. 184/81/Fin., Dated 27/03/1981]
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CHAPTER 111
EXPENDITURE
GENERAL PRINCIPLES AND RULES

General Principles

40.(a) No Government servant may incur any item of expenditurefrom public funds
unless the following two conditions are satisfied :

(i)  The expenditure must have been sanctioned by a general or specia
order of the authority competent to sanction such expenditure; and

(if)  Sufficient funds must have been provided for the expenditurein the
Appropriation Act(s) for the current financial year or by a
re-appropriation of funds sanctioned by a competent authority or by
an advance from the Contingency Fund.

The two conditions are independent and both the conditions should be
satisfied before any expenditureisincurred from general revenues.

No authority subordinate to the Government should sanction any
expenditure unless sufficient funds have already been provided for
the purpose subject to the exceptions specified in items 1,3 and 5 of
clause (c) below:

Standardsof Financial Propriety

(b) Every Government servant who incurs or authorises the incurring of any
expenditure from public funds should see that it does not contravene the
following principleswhich are known asthe standards of financial propriety.

(1) The expenditure should not be prima facie more than the occasion
demands. Every Government servant is expected to exercise the same
diligence and care in respect of all expenditure from public moneys
under his control as a person of ordinary prudence would exercisein
respect of the expenditure of his own money.
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(2) A Government servant should not exercise his powers of sanctioning
expenditure so as to pass an order directly or indirectly to his own
advantage.

(3) Public moneys should not be utilised for the benefit of a particular
person or section of the community unless:

(i)  Theexpenditureinvolvedis 100 or less.
(i) A claim for the amount would be enforced in a Court of Law or
(iii) Theexpenditureisin pursuance of arecognized policy or custom.
Important Financial Principles
(c) Itshould be clearly understood that—

(1) money indisputably payable by Government at one time or other (i.e.,
inevitable payments) should not, as far as possible, be left unpaid.

(2)  money paid should under no circumstances be kept out of accountsa
day longer than is absolutely necessary even though the payment is
not covered by proper sanction.

(3) inevitable payments should not be postponed even for the purpose
of avoiding an excess over a grant or appropriation.

(4) al actual liabilities should be ascertained, liquidated and payment
recorded at the earliest possible date.

(5) adisbursing officer may not on hisown authority authorise any payment
inexcess of thefundsplaced at hisdisposal. But absence of funds should
not necessarily prevent the payments of any sums really due by
Government. If the disbursing officer iscalled uponto honour aclaim
whichiscertain to produce an excessover the all otment or appropriation
at his disposal, he should take the orders of the administrative
authority to which heis subordinate before authorising payment of
the claim in question.
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(6) all appropriationslapse at the close of the financial year.

(7) aGovernment servant should not, on any account, reserve or appropriate
by transfer to a deposit or any other head or draw from the treasury and
keepinacash chest, any portion of an gppropriation remaining unexpended
during theyear in order to prevent it fromlapsing and useit for expenditure
after the end of the year. No attempt should be made to prevent the lapse
of an appropriation by any undue rush of expenditure during March.

(8) theamount of any allowance, such astravelling allowance, granted to
meet expenditure of a particular type, should be so regulated that it is
not on the whole a source of profit to the recipient.

(9) whenany authority accords sanction for expenditure of adefinite amount
or upto aspecified maximum limit, the amount should awaysbe expressed
both in words and figures.

(10) itistheduty of every Government servant not merely to observe complete
integrity in financial matters but also to be constantly watchful to seethat
the best possible value is obtained for all public funds spend by him or
under hiscontrol and to guard scrupulously against every kind of wasteful
expenditurefrom public funds.

41, The Budget Manual containsthe rulesregarding the preparation, examination
and consolidation of the budget estimates, their passage through the
Legislature, the distribution of appropriations among controlling and
disbursing officers, the responsibility of these officers for watching the
progress of expenditure and ensuring that it does not exceed the
appropriations, the authorities competent to sanction re-appropriation and
the procedure for obtaining supplementary appropriations.

42. The Government have power to incur any expenditure provided that it does
not contravene the provisions of the Constitution of Indiaor any Law or any
Rules made under any one of them and subject to the limitations mentioned
inArticle 68 in regard to certain posts.
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43. An authority subordinate to the Government may sanction expenditure or
advances from public moneysin those casesonly inwhichit isauthorised to
do so by—

(i) theprovisionsof any legislative enactment for thetime being in force
or of rules made under any such enactment; or

(if)  therulesinthis Code or any other Code or Manual issued by or with the
approva of Government; or

(ilf)  anorder of the Government delegating to it powerstoincur expenditure
of aspecified kind.

Nothing contained in this article shall empower any subordinate authority
to sanction, except when the Government have expressly accorded their
previous sanction in each case, any expenditure involving the introduction
of anew principleor practice.

44.(a) Inevery application for sanction to fresh expenditureit should be distinctly
stated whether provision for the proposed expenditure has been madein the
budget appropriations for the year, and if such provision has not been made
whether sufficient funds can be found by re-appropriation in case the fresh
expenditureinvolvedisnot ona‘New Service' (SeeArticle42).

(b) Authorities which sanction new expenditure after funds have been
communicated, should be careful to indicate the source of
appropriation.

Where it is desired to sanction expenditure before funds have been
communicated, as may be necessary in order to avoid delay in starting
work at the beginning of anew financial year or to prevent duplication of
orders, the authority which does so should be careful to add the words
“subject to funds being communicated in the budget of the year”.

Note :—Vague expression such as “ subject to budget provision” should be
carefully avoided in conveying sanctions to expenditure.
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Communication of Sanction

45. A copy of every order sanctioning expenditure should be communicated
to the Accountant General by the authority which accords sanction. If
the sanctioning authority isthe Government, except in cases where power
may have been delegated to Departments under rules approved by the
Finance Department and in cases where the specific concurrence of the
Finance Department has been given [* two copies of the sanctions should
be forwarded to the Accountant General, one signed in ink and the other
unsigned, prominently marked ‘Duplicate-Not for payment’.The
duplicate copy should be sent to the Accountant General by name in
separate cover]. In cases where the specific concurrence of the Finance
Department has been given that fact should be specific in the address
entry of the order sanctioning the expenditure.

When the Head of a Department or any other subordinate authority issues
an order sanctioning expenditure either the sanctioning authority itself or a
Gazetted Government servant working in the office of that authority should
ordinarily communicate the order to the Accountant General. When this
procedure would cause inconvenience, sanctions may be communicated
over the signature of the non- gazetted Government servant who isthe Head
Ministerial Officer of the Office, provided that thisarrangement isintimated
beforehand to the Accountant General by the sanctioning authority.

Note 1:— Financial sanctions communicated to audit should invariably
be signed in ink by the sanctioning authority or other officers
authorised for the purpose. No action will be taken in audit on
copies of financial sanctions issued over facimile and cyclostyled
signatures of sanctioning authorities or other authorised officers.

T Note 2:— Copies of sanctions/orders relating to grant of advances to
non-gazetted officers (except those relating to House Building

* Substitution [GO (P) No. 79/79/Fin., Dated 31/01/1979]
TAddition C.SN0.1/90[GO (P) No. 180/90/Fin., Dated 15/03/1990]
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Advance and Advancefor the purchase of aMotor Car/Motor Cycle/
Scooter) need not be forwarded to the Accountant General.

An order sanctioning an addition to the pay of any Government servant
should state briefly the reasons for granting it, so as to enable the
Accountant General to verify that its classification as special pay or
compensatory allowance, as the case may be, is correct. Whenever, asin
this instance, a rule requires that the reasons for granting any
concession or allowance be mentioned in the order sanctioning it, if itis
considered undesirable to mention the reasons in the official order, the
sanctioning authority should communicate them confidentially to the
Accountant General.

Every order sanctioning a grant of land or alienation of land revenue, other
than an assignment of land revenue, which is treated as a cash payment
should be communicated to the Accountant General with the details
necessary to enable him to audit the sanction accorded.

Any authority which passes an order affecting the personal emoluments,
posting, leave, etc., of any Gazetted Government servant should
communicate a copy to the Accountant General; but when any such order is
notified in the Government Gazette a separate copy need not ordinarily be
sent to the Accountant General. An order of aspecial nature sanctioning the
grant to a non-gazetted Government servant of any emoluments in
addition to those admissible under the rules relating to the post which he
holds or ordering the discontinuance of any such additional emoluments
previously sanctioned, should be communicated to the Accountant General.
Otherwise, it is not necessary to communicate to the Accountant General
orders affecting the personal emoluments of non-gazetted Government
servants. The authorities preparing the pay bills and absentee statements
concerned should include in them all the information required for auditing
the pay and allowances of hon-gazetted Establishments and are responsible
for seeing that the orders of the competent authority are obtained in each
case as required by the rules.
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Dateof Effect of Sanction

49. Statutory rules made by the Government which arerequired by thelaw to be
published take effect from the date on which they are published in the
manner, if any, specified in the relevant Act or, if no special mode of
publication is laid down, from the date on which they are published in the
Government Gazette. Statutory rules made by the State Government which
are not required by law to be published take effect from the date of the order
issuing the rules. A sanction of the Government or an authority subordinate
to the Government takes effect from the date of the order conveying the
sanction.

Generally concessions such as revision of pay, grant of compensatory
allowances and special pay, should not be given with retrospective effect.

If, however, any such rules or orders themselves provide that they take effect
from aspecified date, they take effect accordingly.

Lapseof Sanction

50. A sanction for any fresh charge shall, unlessit is specially renewed, lapseif
no payment in whole or in part has been made during a period of twelve
months from the date of issue of the sanction, provided that :

(i)  When the period of currency of the sanction is prescribed in the
departmental regulations or is specified in the sanction itself, it shall
lapse on the expiry of such period; or

(i)  When there is specific provision in a sanction that the expenditure
would be met from the budget provision of aspecified financial year, it
shall lapse at the close of that financial year; or

(iii) Inthe caseof purchase of stores, asanction shall not lapseif tenders
have been accepted (in the case of local or direct purchase of stores)
or indents have been placed (in the case of central purchases) on the
central purchase organisation, within the period of one year of the
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date of issue of sanction, even if the actual payment in wholeor in part
has not been made during the said period.

In cases, excepting those mentioned in clause (ii) above in which
payment in part has been made within a period of twelve months
from the date of issue of the sanction, the subsequent payment of
the balance may subject to the existence of budget provision, be
made without a fresh expenditure sanction. The bill for the
subsequent payment, besides containing a reference to the
expenditure sanction, should also contain areference to the number
and date of the voucher under which the first payment was made.

Note:— The above rules does not apply to-

(i) thesanction for an allowance granted to the holders of apost or a
class of posts subject to certain conditions but not drawn by a
particular incumbent or incumbents because the conditions are not
fulfilled.

(ii) the sanction of a competent authority for additions to be made
to a permanent establishment progressively from year to year,
and

(iii) to sanction conveyed in an order passed by a court of law in its
judicial capacity.
Contracts

51. Government servant who incurs expenditure on behalf of the Government
may have to enter into a contract with a private firm or a contractor for the
supply of stores or for the execution of awork. The Government also some
times employ a person on contract to serve as an officer under them for a
definite period. No contracts may be entered into by any authority which has
not been empowered to do so. All contracts should be in the form of written
agreements expressed to be made by the Governor and signed by the
competent authority. Contracts regarding which there are no definite rules or
orders of Government as to conditions, forms, etc., should be entered into
only after obtaining the sanction of Government.
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Whenever a contract is made by or on behalf of the Government, the
following general principles should be observed :-

@)

(i)

(iii)

(iv)

(v)

(vi)

(vii)

Theterms of the contract should be precise and definite and there should
be no room for ambiguity or misconstruction of any of its provisions;

Before finally entering into a contract on behalf of Government, the
Government servant concerned should take legal and financial advice
except in those particular cases or classes of casesin regard to which
the departmental codes or the Government ordersissued from timeto
time contain clear and completeinstructions;

Contracts for the supply of stores or the execution of works should be
made as far as possible only after openly inviting and receiving
tenders from all who wish to tender, and in casesin which the lowest
tender is not accepted, reasons should be recorded;

In selecting the tender to be accepted, the financial status of the
individuals and firms tendering must be taken into consideration
in addition to all other relevant factors;

Thetermsof acontract once entered into should not be materially varied
without the previous consent of the Government or the authority
competent to enter into the contract as so varied;

Standard forms of contracts should be used in al casesfor which they
have been prescribed, and the rates mentioned in the contract should
be subject to adequate prior scrutiny;

When acontract islikely to endurefor aperiod of morethan fiveyears,
it should, wherever feasible include a provision for an unconditional
power of revocation or cancellation by Government at any time on the
expiry of six months notice to that effect; and

(viii) Whenever it islikely that a contractor will be entrusted with any

Government property in connection with his contract, a provision
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should be inserted in the contract safeguarding the Government
against loss or damage in respect of any Government property that
may be entrusted to him or his servants.

(ix)  The Government servant who enters into a contract on behalf of
Government and also his subordinates are responsible for strictly
enforcing the terms of the contract and for seeing that no act is
done that would tend to nullify or vitiate the contract.

The authorities empowered to enter into contract on behalf of the Governor
are specified in the Book of Financial Powers. All contracts in regard to
which the Government have not issued any definite rules or orders as to
conditions, forms, etc., and all contracts containing unusual conditions or
involving any uncertain or indefinite liability should only be made after
obtaining the special sanction of the Government, who will obtain the
necessary legal and financial advice in each case. Whenever it is proposed
for special and exceptional reasons to agree to any material variation in the
terms of an existing contract made on behalf of the Government, the matter
should be referred to the Government for orders.

Arrear Claims

*52. Heads of Offices and Departments should distinctly understand that the
personal claims of officersaccruing under the orders of competent authority
should, to avoid undeserved hardship, be discharged with the least delay
possible and that the provisions for the entertainment of belated claims
made in Articles 53 and 55 below are intended for exceptional cases and
where, for unavoidable causes, the speedy settlement of claimsis rendered
impossible. Every cases of adeferred claim submitted for the sanction of the
Head of a Department or the Government, should invariably be accompanied
by aclear explanation of the necessity for postponing the settlement of the
claim, and where the postponement was avoidable, also by areport of the
names of officersresponsiblefor the delay and of the action taken to prevent
the recurrence of such cases.

* Substitution C.SN0.2/86 [G.O (P) No. 307/86/Fin., Dated 17/04/1986]
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T53.(a) Asageneral rule, aclaim against the Government, not, preferred within 2
years of itsbecoming due, should be paid only after sanction from the Head
of Department concerned.

TNote 1:~ The payment of any arrears on account of establishment claims
should be noted in the service book or other service record of the
officer concerned immediately on encashment of the claim.

TNote 2:— Sanction of Government will be necessary for the payment of the
clamsreferredtoinArticle55 and for timebarred claimsaslaid down
inArticle56.

(1) claimson account of pensionswhich are regulated by Rules 294 and
295 of the Kerala Treasury Code;

(2) interest on Government securitiesor any other classof paymentswhichare
governed by specia rules or orders of the Government;

(3) claimsonaccount of pay and allowances other than reimbursement of
medical expenses of the non-gazetted Government servants whose
names are not required to be shown in the pay billsin accordance with
Rule 171 of the Kerala Treasury Code.

T(4) claims for amounts not exceeding 500 other than claims of arecurring
nature preferred within three years of their becoming due.

Note:—Exception No. 4 abovewill cover claimswhich are exactly three
years old.

Due Dateof aClaim

%) (1) Aclaimwill beheld to have become due either on the date of sanction to
the claim or on the date of its accrual, whichever islater and in cases of
bills requiring countersignature, on the date of such countersignature.

T substitution C.SN0.4/79 [GO (P) No. 546/79/Fin., Dated 15/06/1979)]
*3ubstitution C.SN0.2/86 [G.O (P) No. 307/86/Fin., Dated 17/04/1986]
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(6)

()

(8)

Anarrear claim resulting from an order issued with retrospective effect does
not arise until the order is issued and should not therefore be treated as a
claim allowed to remain in abeyance during the period prior to the date of the
order.

Pay and allowances, leave salary and other monthly recurring payments
to Government servants become due for payment on expiry of the month
towhichtheclamrelates[videArticle 75 (a)]. But such claims of agazetted
officer, which cannot be drawn without authorisation from the Accountant
General fall duefor payment only onthe date on which the authorisation,
such aspay slip or leave salary certificate, isissued or on the expiry of the
month to which the claimsrelate, whichever islater.

Increments, promotions and other arrangementsinvolving alterations in
pay which were not specifically ordered to be held in abeyance should be
held to have become due on the expiry of the month to which they relate
Increments, Promotions etc., which were specifically held in abeyance,
should be treated as becoming due on the date of sanction.

Claimsfor medical reimbursement should be treated as having become
due for payment on the date of completion of the treatment as shown
in the “Essentiality Certificate” issued by the authorised medical
attendant.

Claims of travelling allowance ** whether requiring counter signature or
not become due for payment immediately after the close of the monthin
which thejourney is performed.

Scholarships and grants-in-aid become due for payment on the last day of
the month in which they are earned.

Contingencies such as electricity charges, rentsfor buildingsetc., which
have arecurring monthly periodicity are normally due for payment after

** |nsertion C.SN0.6/93[GO (P) No. 650/93/Fin dated 08/10/1993)]
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(9)

(©

(d)

(€)

the expiry of the month in question. If, however, the standing sanctions
for these recurring payments are accorded post-facto they should be
held to have become due for payment on the date of sanction.

For the purpose of the rules regarding sanction from the Head of the
Department the date on which a claim is presented at the treasury or
other office of disbursement should be considered to be the date on
whichitispreferred.

Claims by local bodies should be preferred within the dates specified for
payment, or when no dates are specified, before the close of the financial
year in which they fall due, or within six months from the dates on which
they fall due, whichever isearlier. In caseswherethe claimsare not madein
accordance with the above rules, the payments will not be made unless the
specific sanction of Government is obtained.

Note:— The ‘ date on which the claimsfall due’ means date of receipt by the
local body concerned of the orders of the Government authorising the
local bodiesto draw the grant.

Under the provisions of Section 78-B of the Indian RailwaysAct, 1890 (9 of
1890), claimsfor arefund of an overcharge in respect of goods carried by a
railway or to compensation for theloss, destruction or deterioration of goods
deliveredtoit should be madeto the railway administration within six months
fromthedate of the delivery of the goodsfor carriage by railway. All officers
and subordinates who handle railway consignments should take prompt
action in such matters and failure to do so will render them personally
responsible for any loss which Government may have to sustain by their
negligence.

Asarule, thetravelling allowance claims should be preferred within amonth
of the due date. Controlling officers may pass for payment travelling
allowance claims presented more than a month after the due date, only if
thereissufficient justification for the delay. Thetravelling allowance drawn
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in advance under the rules will be held under objection pending the
submission of the final travelling allowance bill. Insuch cases, if the fina
travelling allowancebill isnot preferred within three months of the due date,
the advance drawn should be recovered in lump from the next pay bill of the
officer concerned and settled finally. The right of a Government servant/
non-official member serving on Government Committees, Commissions,
etc., totravelling allowance, including daily allowance, shall beforfeited or
deemed to have been relinquished if the claim for it is not preferred to the
drawing officer or controlling officer within oneyear of the date on which it
fell due.

*Note:— (i) In cases where the adjustment bill is not submitted within the
prescribed time, the entire amount of advance will be recovered in
lump immediately on the expiry of such timelimit. Interest at the rate
prescribed at (ii) below will be charged on the entire amount of advance
from the date of drawal to the date of recovery of the amount.

(if)  Incaseswheretour advanceisnot utilised fully but the adjustment bill
issubmitted intime, interest at the rate of 118 % per annum will be
charged on the un-utilised portion of the advance from the date of
drawal to the date of refund of the advance.

(iii) Theinterest so levied will be credited to the receipt head of account
corresponding to the expenditure head to which the advance was
debited and in the absence of such receipt head, to the general receipt
head of account “0075-800-Other receipts-89-Other items”.

54, Inal caseswhere pay isrefixed either on account of general pay revision or
promotions or otherwise a pay fixation statement should be sent to the
Accountant General for verification.

* Addition C.SNo.1/93[GO (P) No. 5/93/Fin., Dated 20/01/1993]
| Substitution C.SN0.02/2013 [G.O (P) No. 541/2013/Fin., Dated 30/04/2013]
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55.  **When any authority, subordinate to the Government, order any payment on
an arrear claim on account of under payment detected, the payment ordered
should not exceed the amount found to be actually due under the claim on
account of aperiod of two yearsimmediately preceding the date of detection
of the under payment. If, in any particular case, it is considered that for
special reasons alarger concession should be granted, the matter should be
referred to the Government for orders. For the purposes of this article, the
date of detection of an under payment means the date on which the under
payment is detected by, or brought the notice of the Head of the Department
or Office, or, if it is first detected in audit the date when the Accountant
General detected it.

*56.(a) Payment of aclaimwhichisbarred by limitation of time under any provisions
of law relating to such limitations should ordinarily be refused. No payment
should be made on account of any such claims without the special sanction
of the Government. *In sanctioning payment of such arrear claims, the
following procedure should be observed:-

(1) **TheAdministrative authorities should check up the claim with
reference to the relevant records.

(2)  Service Book of theindividual should accompany proposals for
sanction of arrears of establishment claims*.

(3)  TheAdministrative Department in the Secretariat should while
forwarding such claimsfor consideration of the Finance Depart
ment, furnish full particularsof the claimsinthe form given below:-

1. Name of the claimant

2. Nature of the claim (detailed history asto how the claim
has arisen should be given.)

**C.SN0.2/86[GO (P) No. 307/86/Fin., Dated 17/04/1986]
*Substitution C.SN0.2/86 [ GO (P) No. 307/86/Fin., Dated 17/04/1986]
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3.

Details of theclaim (a) period, (b) rate per month, (c)
amount due.

Reasonsfor delay in settlement (the time taken at various
levels should be indicated)

Efforts made by the claimant to get the settlement of the
claim expedited and with what results.

Whether the non-payment of the# claim will affect pension.

Detailsof records, ordersand/or other corroborative evidence
on the basis of which the claim is considered to be
indisputably due (relevant extracts duly attested should be
enclosed where it is not possible to submit the records in
original).

4 A certificateto the effect that the claim has been checked / verified with
reference to corroborative records available in his office and that the
same has not been drawn and paid previously should also be obtained
from the Head of Office concerned and forwarded to the Finance
Department.

5) The payment of any arrear claim to a non-gazetted Government
employee should be noted in the service book of the incumbent
immediately on encashment of the claim.

Note:—The Administrative Department in the Secretariat may sanction
such claims if the monetary value does not exceed Rupees 500
without consulting Finance Department subject to the procedure
prescribed intherule]

(b)  Theperiod of limitation will be as given below in respect of the following
kinds of arrear claimsagainst Government :—

# Substitution C.SN0.2/86 [GO (P) No. 307/86/Fin., Dated 17/04/1986]
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57.(a)

(i) Payandallowancesincluding leave saary - 5 yearsfrom the date when
theclaimfell duefor payment.

(if) Travelling alowance - **2 yearsfrom the date when the claim fell due
for payment.

(iif) Pension - 12 yearsfrom the date when the claim fell due for payment.
(iv) Gratuity-6 yearsfrom the date when the claim fell due for payment.

(v) Claimsfor suppliesmade or servicesrendered to Government -3 years
from the date when the claim fell duefor payment.

(vi) All other claims -3 years from the date when the claim fell due for
payment.

In cases of item (v), viz, claims for supplies made or services rendered to
Government, the period of limitation will besix yearsif thereisacontractin
writing, registered. In all the above casesif the delay in the disbursement of
arrearswas dueto official dilatoriness or delay, the period of limitation will
be counted from the date of completion of the official steps admitting the
claims. In such cases, the arrear claims can be paid only with the sanction of
Government if the ordinary period of limitation has expired. It is, however,
open to Government to permit the disbursement of arrears remaining
undisbursed beyond the periods of limitation specified above in cases in
which they are satisfied that a strict application of the above rule would
cause undue hardship to the parties concerned.

Theliabilitiesincurred on account of contingent charges should be discharged
with the greatest promptitude. In the case of payments made out of
permanent advance, the amount should be recouped at once and in other
cases the liability discharged at the earliest possible date.

** Substitution C.SN0.6/93[G.O (P) No. 650/93/Fin., Dated 8/10/1993]
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(b) TherulesinArticles 52,53 and 55 apply also to the payment of contingent and
miscellaneous charges such as grants-in-aid, scholarships, etc. Scholarships
and grants-in-aid become due on the last day of the month in which these are
earned. The time limits prescribed in these rules should be calculated from the
date on which the charge becomes payable, i.e., from the date of sanction.

Arrear ClaimsRelatingto Statutory Grants

58. Arrear claimsincluding thoserelating to Statutory Grantswill be sanctioned
by Government when the claim is preferred within three years subsequent to
the year in which the payment was due. If the claim is preferred after that
period, it will be summarily rejected by Government except (a) when money
due to alocal body has been credited to General Revenues by a mistake on
the part of aGovernment Officer and (b) when thelocal body concernedisin
aposition to establish that it had no direct means of ascertaining earlier the
mistake, provided that the amount involved exceeds Rupee one.

Supply of Information toAudit

59. It isthe duty of every departmental and controlling officer to see that the
Accountant General isafforded all reasonablefacilitiesinthe discharges of
his functions and furnished with the fullest possible information for which
he may ask for the preparation of any account or report which it ishisduty to
prepare. No such information nor any books or other documents to which
the Comptroller and Auditor General has a statutory right of access may be
withheld from the Accountant General.

According to the proviso to paragraph 18 of the Government of India
(Audit and Accounts) Order,1936, in the case of any document certified
as asecret document by the Governor, the Auditor General shall accept a
statement certified as correct by the Governor as a correct statement of
the facts stated in that document. If in any file of the Secretariat thereis
any enunciation of Policy by any Minister or any statement which is
secret not intended to be seen by others the Accountant General is
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required to be satisfied with the certificate contemplated therein and has
no right to insist on having an inspection of it by him. Each case has to
be decided with reference to the particular factsin order to find out whether
the file contains any secret matter thus disentitling the Accountant General
to have an inspection of it.

Overchargesand Audit Objections

60. Every Government servant who draws bills for pay and allowances or
contingent expenses is primarily responsible for the correctness of the
amount for which each bill isdrawn . If any amount isdrawn in excess of
what is due, the drawing officer will be required to make good the excess
amount so drawn. If the excess amount cannot for any reason be
recovered from the drawing officer, the Government servant, if any, who
countersigned the bill will be liable to make good any loss arising from
culpable negligence on his part, and the Treasury officer who passed it
will be similarly liable to make good any loss arising from culpable
negligence on his part.

61. TheAccountant General isresponsible for the auditing of all expenditure
charged against the Government . If any item of expenditureisfound to
be irregular or in excess of what is due, he proceeds to remove the
irregularity or recover the excess amount paid through the Treasury
Officer and he usually issues a warning slip to the drawing officer
concerned at the sametime. When an item of expenditureincurred isless
than what is actually due for payment and the amount involved is not
insignificant, the Accountant General informsthe drawing officer of the
fact leaving him to prefer an additional claim or not as he thinks proper.

While an officer is under suspension and isin receipt of subsistence grant,
the retrenchment order in respect of any overpayment made to him in the
post shall beissued by the Accountant General in consultation with authority
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*62.

63. ()

competent to place the officer under suspension. The aforesaid administrative
authority will exercise discretion whether recovery should be held wholly in
abeyance or it should be effected at full or reduced rates depending on the
circumstances of each such case.

Recoveries from a Government servant should not ordinarily be made at a

rate exceeding one-third of his pay unless the Government servant
concerned has (@) in receiving or drawing the excess acted contrary to
orders or without due justification or (b) taken an advance for a specific
purpose, not utilised it for the purpose for which the advance was
sanctioned within the prescribed period and failed to refund the
outstanding amount within the stipulated date.

Every Government servant should give proper attention to all objectionsand
orders and other points requiring settlement received from the Accountant
General without any avoidable delay, even though the responsibility for the
removal of objections and the settlement of other points raised in Audit
devolves primarily upon disbursing officers, heads of offices and
controlling authorities. Objection dips/audit notes received fromAudit Office
should bereplied to within afortnight from the date of receipt of the objections.
In case any objection isnot replied to within one month from the date of the
issue, the Audit Officer will have authority to direct the Treasury to refuse
encashment of further bills of the same class presented by the officer
concerned or of adifferent classif the bill in respect of which the objection
has been issued is an occasional one. The names of the officers who keep
the objections for which they are responsible, unremedied for more than
three monthswill be reported to Government by the Audit Officer. In case of
repeated delays in the matter of clearing objections, Government will not
hesitate to order the stoppage of the pay of the officers concerned. If owing
to delay in dealing with the matter, any amounts become unadjustable they

* Substitution C.SN0.6/76 [G.O (P) No. 197/76/Fin., Dated 12/07/1976]
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will berecovered proratafrom all the officersduring whosetimethey remained
under objection. A register should be maintained in each officein Form 4 for
recording the objections communicated by the Accountant General.

Maintenance and Check of Audit Objection Register

(b) Thefollowing instructions should be strictly followed in the maintenance and
check of the Audit Objection Register maintained in each office—

(1) Whenanobjectiondip (or letter) isreceived from theAccountant General
it should be registered as a new case in the personal register and in the
Audit Objection Register aswell.

(2) All the audit objections received in acalendar year should be serially
numbered in the Audit Objection Register and these serial numbers
should be entered in column 1 of the register. If there are two or more
items of objections in the same objection slip received from the
Accountant General separate serial numbers should be given for each
of them.

(3) Sufficient space should be given for each item in order that details as
required in each column of the register could be noted.

(4) The Objections should be replied within afortnight of itsreceipt. The
Head of the Office should initia in the remarks column in token of
having sent the reply.

(5) Anitem should be treated as closed when final reply is given to the
Accountant General and the serial number of theitem should be rounded
of in red ink. When the acceptance of the reply is received from the
Accountant General the current number and the Accountant General’s
reference number should be noted in the remarks column.

(6) There should be only oneregister for the whol e office and a particular
person in the office should be made responsible for the maintenance of
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theregister. Every movement of the paper within the same office should
be noted in the register.

(7)  Theregister should bereviewed monthly by the Head of the Officeand
every fortnight by the Head Clerk or Personal Assistant or such other
intermediary supervising officer if thereisany.

(8 After the close of each monthamonthly abstract of audit objectionsinthe
following form should berecorded in the register from which the prescribe
return of audit objections should be sent:

9) The above ingtructions should be pasted on the front page of the Audit
Objection Register.

No. pending N, Total No.  No.  INo. pendingInitial of
Month| theend | receiyed of disposed of |at the close|the head
of previous during the objections during the of the |of office
month | month month month
1 2 3 4 5 6 7

Inspection Reports

(c)  Duringthecourse of local inspection, theAudit staff will beissuing ‘ memos
calling for information on various points. The departmental officers should
ensure that the particulars given in reply to such memos are correct with
reference to the records. For this the Head of the Office should make
necessary arrangements to see that the replies to audit memos are furnished
only after approval by proper authority. Further, before finalising the
inspection report the Audit Officer should discuss the more important
irregularities noticed during the course of Audit with the Head of the Office.
The Head of the Office should seethat al relevant materia sare made available
toAudit. He shouldinitiate action to rectify irregul arities, defects, omissions,
etc., which came to light during the course of audit without waiting for the
receipt of the inspection report.
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Thefirst repliesto inspection reports should be sent within four weeks from
the date of receipt of the inspection report. The first replies should not be
delayed on any account. In respect of those particular paras for which final
replies could not be furnished to the Accountant General within the time
limit, an interim reply should be given indicating the action taken to rectify
the defects pointed out. Here again the Head of the Office should ensure
that the replies are factually correct and that proper steps are taken to avoid
recurrence of such defects.

*Note:— Audit observations and inspection reports or copies of extracts
thereof received from audit should not be passed onto private parties.

*(d) In order to watch the receipt of Inspection Reports and also to ensure that
first replies are sent within the prescribed time limit and the final repliesas
expeditiously as possible the following instructions should be adhered to:—

(i) Aregisterin KeralaFinancial Code Form 4-B, KeralaFinancial Code,
Vol. I should be maintained in every office to note the details of the
pending Inspection Reports and paras.

(ii) Details of all Inspection Reports and outstanding paras should be
entered in the register with the help of half -yearly statements
received from the Accountant General.

(iii) Thisregister should be inspected by the Head of Office or an Officer
authorised in this behalf atleast once in a month and instructions
issued for the speedy clearance of the outstanding paras wherever
necessary.

64. The Head of the Office should ensure that where a particular type of payment
has been objected to by Audit, a similar payment is not made thereafter
before the audit objectionisfinally cleared.

* Addition C.SN0.5/82 [G.O (P) No. 308/82/Fin., Dated 19/06/1982]




CHAPTERIII] THE KERALA FINANCIAL CODE VOL | [ARTS. 65-66

65. An administrative authority should not ordinarily consider any representation
or protest against a recovery ordered by the Accountant General unless the
representation or protest is received within three months from the date when
the Government servant making the representation received the first
intimation of the order.

66. It isthe duty of every officer to see to the prompt adjustment of advances
outstanding against him in the books of the Accountant General. Each Head
of Officewill maintain aRegister in Form 5for all specia advancesdrawn by
him.
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67.

68.

CHAPTER IV

ESTABLISHMENTS, CLAIMS OF GOVERNMENT SERVANTS
AND RECOVERIES FROM THEM

(i) INTRODUCTORY
Scopeof the Chapter

The scales of pay for the various services and posts under the Government
are generally fixed by the statutory rules governing the conditions of
service relating to those services or posts respectively. The scale of pay for
a post which has not been included in any service is generally fixed by a
contract made with the person appointed to the post or by an executive
order issued by the competent authority which creates the post. The
salaries of certain posts are, however, specially fixed either by the
Constitution of India and the orders and directions issued under it or by an
Act of theKeralaLegislature. The Kerala Service Rules contain the general
rules which govern the pay, increments, additional pay, allowances
including travelling allowances and leave salary of Government servants,
subject to any special provisions contained in any order of appointment to
apost under a contract or in the respective Service Rules. The forms in
which bills for drawing the pay and other emoluments due to Government
servants should be prepared, the persons who should sign and present
them at the treasury and the duties of Treasury Officersin regard to such
billsare prescribed in therulesin Part V of the Kerala Treasury Code. This
chapter contains the financial rules relating to the creation of additional
posts or establishments, the claims of Government servants, the recoveries
to be made from pay and allowances and other cognate matters.

Power sof Gover nment to Createand Abolish Posts

The Government have power to create or abolish any post in connection with
the affairs of the State except those posts coming under an ‘All India
Service'. Under Article 312 (1) of the Constitution of Indiaread with Section
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3of theall IndiaServicesAct, 1951 (No. L X1 of 1951) the power to makerules
to regulate the recruitment and the conditions of service of persons
appointed to an ‘All India Service' rests with the Central Government. The
number and character of posts included in an ‘All India Service' are
determined by the Central Government in consultation with the States and
arefilled by persons appointed by the Central Government. Any alterationin
the number or character of such posts can also be made only by the Central
Government.

(i) ESTABLISHMENT
Power sof SubordinateAuthority to Sanction Additional Establishments

69.(a) No authority subordinate to the Government may sanction the creation of
any additional establishment, permanent or temporary except to the extent
and subject to the conditions mentioned in the Book of Financial Powers.
The delegation specified there are subject to the General conditions-

(1) that either a sufficient specific appropriation for the expenditure
involved already exists or provision can be made for it by
reappropriation by the sanctioning authority under its own powers
without reference to the Government, and

(2) that the provisions of the Kerala Service Rules are observed in fixing
the pay of the persons appointed to hold the posts created under the
delegated powers.

(b)  Anorder sanctioning atemporary establishment should invariably specify
the period for which it is sanctioned. It should also specify the date from
which the sanction for atemporary establishment will take effect. If no date
isspecified, the sanction will take effect from the date of actual employment
of the staff or of the Head of the staff.

(c)  When aperson is appointed substantively to a post in a class or grade of
appointments in an establishment over and above its sanctioned strength




CHAPTERIV] ESTABLISHMENT, CLAIMS, RECOVERIES [ARTS. 67-68

without at the same time increasing the sanctioned number of postsin the
classor grade, the officer so appointed istermed a‘ Supernumerary’ in that
classor grade. Such an appointment may be sanctioned by the Government,
when owing to reduction in an establishment or for any other reasons, they
consider it necessary to retain the services of an officer without adding to
the permanent strength of the establishment. When such an appointment is
sanctioned, it shall be the duty of the Head of the Department or office to
absorb in the first vacancy, permanent or acting, that occursin the class or
grade after the appointment of the supernumerary and no vacancy
occurring in that class or grade shall be filled up until all the existing
supernumerary officersare absorbed. Supernumeraries should not be shown
as belonging to a separate class by themselves, but should be shown as a
belonging to the particular class or grade to which each of them belongs,
along with the other incumbents, constituting that class or grade.

Note:— For the purpose of thisrule, all the non-gazetted ministerial officers
of an office or establishment shall be treated as belonging to asingle
classand similarly all the last grade Government servants.

In making appointments of ‘supernumeraries’ the following principles
should be generally followed:-

0 A supernumerary post isnormally created to accommodate the lien of
an Officer, who in the opinion of the authority competent to create
such a post is entitled to hold alien against a regular permanent post
but who, due to non-availability of aregular permanent post, cannot
have his lien against such a post.

(i) Itisnormally ashadow post i.e., no dutiesare attached to such apost.
The officer, whose lien is maintained against such a post, generally
performs dutiesin some other vacant temporary or permanent post.
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(iii) It canbecreated only if another vacant permanent or temporary post is
available to provide work for the person whose lien is retained by the
creation of the supernumerary post. In other words, it should not be
created in circumstances which, at the time of the creation of the post
or thereafter, would lead to an excess of the working strength.

(iv) Itisawaysapermanent post. Since, however, it isa post created for
accommodating a permanent officer till he is absorbed in a regular
permanent posts, it should not be created for an indefinite period as
other permanent postsare, but should normally becreated, fora definite
and fixed period sufficient for the purposein view.

(v) Itis personal tothe officer for whomiit is created and no other officer
can be appointed against such a post. It stands abolished as soon as
the officer for whom it was created vacatesit on account of retirement
or confirmation in another regular permanent post or for any other
reason. In other words, no officiating arrangements can be made against
such a post. Since a supernumerary post is not a working post, the
number of working postsin a cadre will continue to be regulated in a
manner that, if a permanent incumbent of one of the regular posts
returnsto the cadre and all the posts are manned one of the officers of
the cadre will have to make room for him. He should not be shown
against a supernumerary post.

(vi)  Noextrafinancial commitment isinvolved inthe creation of such posts
in the shape of increased pay and allowances, pensionary benefits,
etc.

(vii) Heads of Departments should maintain arecord of the supernumerary
posts, the particulars of the individuals who hold liens against them
and the progressive abolition of such posts as and when the holders of
the posts retire or are absorbed in regular permanent posts for the
purpose of verification of service for pension.
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Additionsto Establishment or increasein the
Emolumentsof Existing Posts

70. The Head of the Department or other authority concerned should scrutinise
with the greatest care every proposal for an addition to an establishment,
whether permanent or temporary, or for an increasein the emoluments of an
existing post. He should examine, the financial implicationsthoroughly and
should not submit the proposal to the Government unless heis satisfied that
itisessential.

In connection with every proposal for alteration in an establishment, it should
be considered whether a claim for pension will arise in consequence of the
proposed dteration, and a certificate should be furnished that this has been
done.

PRINCIPLES TO BE OBSERVED IN PUTTING UP A PROPOSAL
FOR ADDITIONS OR ALTERATIONS IN THE
ESTABLISHMENT OF AN OFFICE

A. Scalesof pay for New Posts

71. The scale of pay proposed for anew post, whether temporary or permanent,
should be the time-scale as that already in force for posts of the same class
or category except when adifferent time-scal e has been fixed for temporary
posts in a particular department or when temporary posts in a particular
department are generally sanctioned on the minima of the scales of the
corresponding permanent posts. When the new post to be created will form
an addition to a cadre which is divided into grades, the pay of the post
should ordinarily be that of the lowest grade ; if a higher rate of pay is
proposed, the special reasons for proposing the higher rate should in
variably be stated. If there is no post in existence similar to the one
proposed, the following principles should be observed in proposing arate
of pay for the new posts.—
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(i) ifthepostistobefilled by aperson not already in Government service,
the pay proposed should be the minimum necessary to secure the
service of aperson capable of discharging efficiently the duties of the
post;

(i) if the post is to be filled by a person, who is already a Government
servant, the pay proposed should be appropriate with reference to the
nature and responsibility of the work to be done and the existing pay of
Government servants whose status is such that they are considered
likely to be suitable for selection for the post.

B. Detailsto befurnished with Establishment Proposals

(a) Every proposal to add to or to make a change in an existing establishment
should be explained fully in the communication addressed to the authority
competent to sanction the proposal.

Thefollowing information should invariably be furnished therein:—

0) the reasons for considering the addition or the change proposed to be
necessary;

(i) the present cost either of the section or sections affected (See Article
74 below) or of thetotal establishment asthe circumstances may require;

(iii) the corresponding cost after revision;
(iv) the extracost involved ;

(v) the number and date of the latest order. Sanctioning and addition to or
achange in the existing establishment ;

(vi) the increase or decrease in cost against each post or class or category
of posts affected;

(vii)  inthe case of atemporary establishment the period for which it is
proposed that it should continue ;
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(viii) when the pay of any post, existing or proposed, risesfrom aminimum
to amaximum by periodical incrementsthe average monthly cost based
on theformulalaid down inthe Kerala Service Rules; and

(ix)  the details of the number and pay of the posts, if any, which it is
proposed to add to the establishment and of the number and pay of
the posts, if any, of which it is proposed to change the conditions.

Note 1:— Government servants borne on a State cadre, e.g., Investigators
in the Department of Statistics and the Clerks and Sub Registrars of
the Registration Department, constitute separate establishments by
themselves, and whenever any increase or decrease of their
establishments is proposed the proposal should be for that class of
officers only and for the whole State without the specification of any
other class of establishment in any particular district. The same
procedure should befollowed in regard to Gazetted Officers.

Note 2 :—In determining the extra cost, allowanceswhether fixed or variable
should be included. The estimated extra cost due to variable
allowances cannot be exact but it should be as accurate as possible.

(b)  When aschemeinvolves any alteration of the number of character of posts
relating to the All India Services and consequently the sanction of the
President is necessary for a part of the scheme, the proposal submitted to
the Central Government should contain full details of such itemsand of any
other part of the schemes so connected with them. Unlessit is explained, it
will bedifficult for the Central Government to decide whether to accord their
sanction or not. Details of the remaining parts of the scheme need not be
furnished.

Variation in Sanctioned Pay of a Post

72. TheHead of aDepartment or Officeisnot at liberty to re-adjust the pay of a
Government servant by giving one person more and another less than the
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sanctioned pay of hispost. But in the case of departments or establishments
divided into classes or grades an excess appointment made in alower class
or grade against vacancy left unfilled in a higher class or grade is
permissible, provided the duties of the appointment in respect of which such
arrangements are made arethe same or similar. Theliberty must not be used
however for the purpose of increasing the numerical strength of an office,
and for each vacancy in ahigher class or grade, only one extra appointment
inalower classor gradeisadmissible.

Note:—Thisruleis applicable to ministerial establishment also.
Special RulesRegar ding Temporary Establishments

73. The following additional rules should be observed as regards temporary
establishments:-

()  When pay inexcessof therate of thelowest appointment or gradeinthe
establishment to which the extraappointment isadded, is ~ sanctioned,
the special rate thus sanctioned shall be drawn by the person who
actually doesthework for which thetemporary addition is madeto the
establishment and by no one else.

(i) Iftheofficer holding apermanent appointment is deputed to hold such
atemporary post, hisemoluments shall be regulated under the Service
Rules.

(ilf)  The sanction to a temporary appointment or establishment should
specify the period for which it is sanctioned. In cases wherethisis not
feasible, the sanction hasto berenewed every six months. Thetermfor
which an appointment or establishment is sanctioned should not be
spread over several broken periods.

(iv) No temporary establishment should be continued in anticipation of
sanction. Should there be a need for renewal of sanction, application
should be submitted so as to reach Government sufficiently early to
enable them to pass orders before the sanctioned period expires. Officers
who did not dispense with the temporary establishments on the dates on
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74.

which thesanction expireswill render themselves personally liablefor the
expenditureinvolved.

Distribution of Non-Gazetted Establishments into Sections

For the purposes of audit and the preparation of pay hills, the Accountant
Generd dividesanon-gazetted establishment, when necessary, into sectionsin
consultation with the Head of the Department or of the office on the following
principles-

(@) The division should be uniform throughout the State for the same
classes of establishments.

(b)  Ordinarily an office or establishment containing not morethan 12 clerks
should form asingle Section; larger officeswill comprisetwo or more.

(c) Thedistribution in the latter case should follow the actual working
arrangements of the office, e.g., the Government Press establishment
is divided into General, Reading, Machine, Binding, etc.
Sections.Sometimes, for the sake of convenience, the Sections are
numbered in numerical order as Section No. 1, Section No. 2, Section
No. 3, etc.

(d) Inlargeofficeswhere membersof theministeria servicesarearranged by
classes and grades such as Superintendent, Upper Division Clerk and
Lower Division Clerk, each classor grade may form aseparate Section.

(e)  Petty and numerous establishments are often best distributed according
tothetaluks, e.g., thepay of al Village staff in onetaluk may bedrawnin
onehill.

(f) Clerks, Teachers, etc., should not except in small establishments be
combined with Last Grade Government Servants. The latter should,
when their number isnot very small form aseparate Section or Sections.

Note 1:— Parts of an establishment under the same Head of an Office
which are charged for under different Major Heads should betreated
as separate establishments.
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Note 2:— The Accountant General issues from timeto time alist of the
Sections fixed by him for each office and the entries in pay hills,
absentee statements and other similar documents should be madein
accordance with the Sections so prescribed.

Claimsof Government Servants-Duedatefor Payment
of Pay, Allowances, etc.

*75.(a) Pay, leave salary, and other monthly recurring payments become due for
payment only on the expiry of the month to which they relate, and except
where otherwise provided in clauses (b) to (d) below, should not be paid
before thefirst working day of the next month.

**(b)(i) The salary of Government employees, including full time and part-time
contingent employees and work establishment staff for a month will be
disbursed during the first three working days of the succeeding month
according to the schedule given below. *** “Provided that Government
may, by order, postpone the disbursement of salariesin respect of the months
of February and March, 2002, to any date of the succeeding months, as may
be specified therein.”

*Substitution C.S.N0.10/77 [GO.(P) No. 422/77/Fin., Dated 29/10/1977]
** Substitution C.S.N0.3/85 [G.O.(P) No. 449/85/Fin., Dated 6/8/1985]
***|nsertionC.S.N0.1/2002 [G.O.(P)No. 123/2002/Fin., Dated 28/02/02] w.e.f. 16/01/02.
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10.

11
12.
13.
14.

15.

SCHEDULE
PART A

List of Departments, the bills/chequesrelatingtowhich are
encashableon thefirst 1Lworkingdayofamonth

Land Revenue
State Excise

VehicleTax
Sales Tax and Agricultural Income Tax
Other Taxes and Duties - Chief Electrical Inspectorate
Stamps
Registration
State L egislature
Elections

General Administration - (Governor’'s Secretariat, Council of Ministers,
Government Secretariat and attached offices, Public Service Commission,
Board of Revenue, District Administration Collectorates and Revenue
Divisional Officesand Taluk Offices, Department of Treasuries, Local Fund
Audit Department, etc. )

Administration of Justice

Jails

Policeand Fire Service
Stationery and Printing

Insurance, National Savings and Hindu Religious and Charitable
Endowments

TSubstitution C.S.N0.3/85[GO.(P) No. 449/85/Fin., Dated 6/8/1985]
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16. All Chegue-drawing departments -(Public Works Department, Public Health
Engineering Department, National Highways, Forest Department, etc.)

17. HarijanWelfare
18. Municipalities
19. State Water Transport.

@ Note:- The pay billsof non Gazetted establishment of the* Administrative
Secretariat” #and Legidature Secretariat in the Government Secretariat
except for the month of March, will be encashed two days prior to the
Pay day prescribed in the above Schedule.

PART B

List of Departments, thebills/chequesrelating towhich are encashableon
the*second wor king day of amonth

1. Education (University Education, Technical Education, Genera Educationincluding
private colleges and aided schools and private polytechnics)
2. Medica and Public Health including Family Welfare.
* PART C

List of Departments, thebills/chequesrelating to which areencashable
on the*third workingday of amonth

=

Agriculture
2. Fisheries
3. Animal Husbandry

4. Co-operation

@) ngertion C.SN0.6/87 [GO.(P) No. 746/87/Fin., Dated 18/09/1987]
#subgtitution C.SN0.5/93 [GO.(P) No. 491/93/Fin., Dated 10/08/1993]
* Substitution C.S.N0.3/85 [G.O.(P) No. 449/85/Fin., Dated 06/08/1985]
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5. Industries

o

Scientific Departments

7.  Community Development Projects, National Extension Service and Local
Devel opment Works

8.  Labour and Employment

9. Rura development

10. Statistics

11. Portsand Pilotage

12.  Civil Supplies Department

13. Diary Development Department

14. All other Departments not specified in parts‘A’ and ‘B’

*Note:— The date of presentation of the Pay Bills/Cheques at the treasury
shall be three working days prior to the date specified in the above
schedule for each department.

! (b) (i) In the case of pensioners, the pension due for a month will be disbursed
during the three working days succeeding the three days fixed for payment
of salary to Government employees. But at the pension payment Sub
Treasury , Trivandrum, Pension will be disbursed from the first working day
of the month.

*(c) The payment due for a part of a month should ordinarily be made at once
without waiting till the end of the month in the following circumstances.—

(i)  When aGovernment servant proceeds out of Indiaon deputation, leave
or vacation;

* Substitution C.S.N0.3/85 [GO.(P) No. 449/85/Fin., Dated 6/08/1985]
| Substitution C.S.N0.5/86 [G.O.(P) No. 744/86/Fin., Dated 20/10/1986]
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(i) **When a Government servant is transferred, the transfer involving
change of drawing and disbursing officer;

(iii) When a Government servant is promoted from a non-gazetted to a
gazetted post or reverted from agazetted to non-gazetted post in
circumstancesinvolving atransfer from one office to another;

(iv) When a Government servant finally quits the service of the
Government or istransferred to foreign service;

(v) When an officer without a substantive appointment holding a
temporary post is relieved of his dutiesin the temporary post;

(vi) When aportion of the civil pension is commuted, in which case the
amount of the unreduced pension due upto the day preceding that on
which the commutation takes effect should be paid along with the
commuted value of the portion commuted.

Note:— When it is permissible for a Government servant to draw his
emoluments upto the date of transfer under sub-clause. (ii) of clause (d) of
this article, but he does not do so, he may draw his emoluments for the
whole month together but the all ocation of the charge between the old and
the new appointments should aways be clearly specified inthebills.

month'sleave sdary (asdefined in Rule S.Rs) wi paidin advance
d) *A h'sl s definedinRule12K.S. R ill bepaidinadv
to Government employees proceeding on leave subject to the following
conditions;—

1. Noadvance may begranted when theleave taken isfor lessthan amonth
/30 days.

2. Theamount of the advance should berestricted to the net amount of leave
salary for the first month of leave that is clearly admissible to the

** Subgtitution C.S.N0.6/85 [G.O.(P) No. 472/85/Fin., Dated 23/08/1985]
*Substitution C.S.N0.3/85 [GO.(P) No. 449/85/Fin., Dated 6/8/1985]
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Government employee after deduction on account of Income-tax,
Provident Fund, House Rent, repayment of advances, etc., so that thereis
no financid risk involved.

3. Theadvanceshould be adjustedin full intheleave salary hill in respect of
theleaveavailed of . In caseswhere the advances cannot be so adjusted in
full, the balance will be recovered from the next payment of pay or/and
leave sdary.

4.  Theadvance may be sanctioned by the Head of the Office or by any other
subordinate officer to whom the power may be specially delegated, both
in the case of gazetted and non-gazetted officers.

5. Officers who are Heads of Offices may sanction the advance to
themselves.

6. Theadvancesin respect of temporary Government servantswill be
sanctioned subject to the furnishing by them of the surety of a
permanent Government Servant.

7. Theamount of advancewill be debited to the Head of Account to which
the pay etc., of the Government Servant is debited and the adjustment
of the advance will be watched through objection book by the
Accounts Officer concerned.

8. Theadvances under these orders shall be sanctioned in whole rupees.
Signing and Presentation of Pay Bills

*76.(a) Drawing Officers should sign pay bills only on a date reasonably in
advance of the date of presentation at the treasury, so that supplemental
adjustments on account of subsequent changes could be minimised.

(b) Bills/chequesrelating to pay and allowances should be presented at the treasury
three working days in advance of the day fixed for their encashment in

* Substitution C.S.N0.10/77 [GO.(P) No. 422/77/Fin., Dated 29/10/1977]
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Article 75 (b) (i). Bills/cheques presented otherwise than in accordance with
this schedule will be encashed only after the expiry of the month.

Note:—If aclaim included in abill, relating to the last few days of amonth,
is found/rendered inadmissible after the bill has been presented at the
treasury, the excess payment on this account should be recovered by
short-drawal in the bill of the succeeding month.

(c) Pensionersdrawing amonthly pension of not lessthan 200, who have been
allowed thefacility of encashing their pension billsthroughthe  Treasury
Savings Bank, should present their hills on the last two working days of the
month, so that these could be scrutinised and credit afforded to their accounts
on the first working day of the succeeding month.

Drawal of Pay abovean Efficiency Bar

77. When a Government servant’s pay is determined by a time scale with an
efficiency bar at a certain stage, he cannot draw pay at a rate above that
stage, until the authority competent to permit him to pass the bar has signed
adeclaration to the effect that his character and efficiency are such that he
isfit to passit. Sanctioning authorities should not treat this declaration as a
mere matter of form and should sign it only when satisfied after a careful
scrutiny of the relevant facts and information that the Government Servant
concerned isreally fit to pass the bar.

Drawal of an Increment in Pay

78. Thedrawing officer will draw theincrements of Non-gazetted Government
Servants as and when they fall due after making anotein red ink against the
relevant claiminthepay bill, “Increment raisingpay to ........ccccceevvenene with
effect fFroM.....c.ccuevrecer e authorised and noted in the Service Book”.

A ‘Register of Increments’ will be maintained by the drawing officer, in Form
9 A in which the authorisation of increments will be recorded by him with
corresponding entriesin the Service Book.
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79.

80.

The service reckoning for increment of each Government Servant should be

reviewed every time an increment accrues and in cases where it is
specifically withheld/where an efficiency bar operates/where the passing of
departmental examination or satisfactory completion of probationisinvolved/
where broken periods of serviceisto be reckoned, it should be granted only
under the sanction of competent authority. The number and date of sanction
should be noted in the Service Book/Register of incrementsin all such cases
specifying that the officers concerned have passed the departmental
examination, completed the period of probation satisfactorily arefit to cross
theefficiency bar, etc., for earning theincrements. A copy of the order should
be attached to the pay bill in each case.

Note:—In the case of non gazetted executive officers, the officer who draws
and disburses their pay and in cases - where the bills require
countersignature of a superior official, the officer who countersigns
for recording the necessary entriesin the bills and the Service Books.

The Audit Officer authorise payment of increments to gazetted officers as
they fall due, inthe absence of instructionsto the contrary from the authorities
competent to withhold increments after ensuring that the officers concerned
have passed the departmental examination and completed the period of
probation satisfactorily if such conditions have been prescribed for such
departments for the purpose of earning increments— See also relevant
provisionsin the Service Rules.

Pay duein Indiato Personsnot in India

When any pay is duein Indiato a Government Officer who isabsent from
India, he should make his own arrangementsto receiveit in India

Reportsof Transfer of char ge of Gazetted Gover nment Officers

81. (a) *Every transfer of charge of a Gazetted Officer should be reported by the

concerned officer by post on the same day to the Accountant General and
by the controlling officer to any other authority duly specified for this

* Substitution C.S.N0.5/95 [GO.(P) No. 1003/95/Fin., Dated 11/12/1995]
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purposeintherelevant departmental code or Manual or elsewherein Form 7.
Asageneral rule, the reports of the transfer of charge should be signed both
by therelieved and relieving officers. District Officers and the Heads of the
Departments should also send copies of their reports to the Chief Secretary
to Government on the same day. An acknowledgement of the permanent
advance in Form 8 should also be sent by the relieving officer on the same
day, to the Accountant General . A copy of thereport of thetransfer of charge
should be sent simultaneously to the Treasury Officers concerned and the
copies of the report sent to the Accountant General and the Head of the
Department or other authority specified in the departmental Code or Manual
should contain an endorsement to this effect.

Note 1:—If the charge reportsarejointly signed by therelieved and relieving
officers countersignature by a superior authority is not necessary.

Note 2:— In cases where the charge reports cannot be signed conjointly by
therelieved and therelieving officers due to administrative difficulties
the countersignature of the superior authority should be incorporated
inthe charge reports before they are communicated to Audit. The Heads
of Offices will be the authority competent to countersign the charge
reportsof the Gazetted Officersworking under them. The chargereports
of Heads of Officeswill be countersigned by their immediate Gazetted
Superior Officers.

Exception:— The charge reports of Heads of the Departments listed in
Appendix |1, Kerala Service Rules and of District Collectors do not
reguire counter signature. Counter signature by the superior authority
is not required in the following cases also:—

(i)  Where a Gazetted Officer assumes charges of anewly created post or
vacant post or relinguishes charge of a post which has been abolished
and

(if)  Where a Gazetted Officer vacates apost for ashort period and no formal
appointment or officiating arrangement ismadein hisplace.
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Note 3:— | When the Reports of Transfer of charges are signed conjointly
by the relieving and relieved officers, each of them should forward
separate copy of Report of Transfer of charge to the Accountant
General (A&E) with the duly filled up covering letter on the facing
page of the reports of Transfer of Charge.

(b) Whenever thetransfer of adivisional, sub-divisiona or other executive chargein

(©)

Public Works Department is prolonged so that two  Government Officers
become entitled to draw pay and allowances simultaneoudly for the same
appointment, the Superintending Engineer should inform the Accountant
Genera whether the time taken for the transfer of charge is reasonable, and
whether the relieving officer should be treated as having been on duty for
thefull period. If the Superintending Engineer considersthat the time taken
in making over and receiving chargeina particular casewas excessive, the
relieving officer should be treated as if he had been on joining time or on
leave as the case may befor so much of thetime asis held to be in excess of
the time reasonably necessary.

Every officer who isresponsiblefor the adjustment of advances, and whois
transferred to another office before fully accounting for the amounts
outstanding against him should leave for the information and guidance of
his successor a memorandum clearly explaining the state of accounts of
each item of advance and noting the action to be taken for adjusting the
outstanding amounts within the time allowed by the sanctioning authority.
If he does not do so, hisresponsibility will not cease and his successor may
not be held responsible in respect of the items not brought to the latter’'s
notice.

A statement of unadjusted advances and unremedied objections should be
given by therelieved to the relieving officer in the prescribed forms and a
copy of the same attached to the charge report submitted to the Accountant
Generd.

| Substitution C.S.N0.2/95 [GO.(P) No. 268/85/Fin., Dated 28/03/1995]
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(d) Incasesinwhichthetransfer of chargeinvolvesassumption of responsibility
for cash, stores, etc., the following instructions should be observed:—

(i)  Thecash book or imprest account or the permanent advance should be
closed on the date of transfer and anoterecordedin it over the signature
of both therelieved and relieving officers, showing the cash and imprest
or permanent advance balances, and the number of unused cheques, if
any, made over and received in transfer by them respectively.

(i) Therelieving officer in reporting that the transfer has been completed
should bring to notice anything irregular or objectionablein the conduct
of businessthat may have come officidly to hisnotice. He should examine
the accounts, count the cash, inspect the stores, count, weigh and
measure certain selected articlesin order to test accuracy of thereturns. He
should also describe the state of the account records.

(iii) Inthe case of any sudden casuality occurring or any emergent necessity
arising for an officer to quit his charge, the next senior officer of the
department present will take charge. When the person who takes charge
is not a Gazetted Officer, he must at once report the circumstancesto his
nearest departmental superior and obtain orders asto the cash in hand, if
any.

Specimen Signaturesrequired by theAccountant General

82. Two specimen signaturesof every Gazetted Officer who desiresto draw hisleave
salary or other allowances in another State should be forwarded to the
Accountant General  along with the report of transfer of charge for despatch to
theAccountant General withinwhosejurisdictionthe paymentsareto be made
so that the signatures on the bills may be verified.

Pay, etc., duetoa Deceased Gover nment Servant

83.(a) Pay, leavesdary and other emoluments can be drawn for theday of aGovernment
servant’s death; the hour at which the death takes place does not affect the
dam.
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(b) Pay, etc., dueto and claimed on behalf of adeceased Government servant may
be paid without the production of the usual legal authority:—

(i) if thegrossamount of the claim does not exceed [*  5,000] under orders
of theHead of the Office, inwhich the Government servant wasemployed
at thetime of hisdeath provided that the Head of the Officeis otherwise
satisfied about the right and title of the claimant; and

(it)  if thegrossamount of theclaim exceeds[* 5,000] under ordersof the
Government on execution of anindemnity bond (Form 9) duly stamped
for the gross amount due for payment, with such sureties as may be
deemed necessary :

Provided that the authority mentioned in sub-clause (i) above may, subject
to the condition prescribed in that sub-clause, make anticipatory payment of
an amount not exceeding 2,500.

The sureties proposed for the purpose of joining in any such bond should
not be accepted unless satisfactory proof is given of their financial stability
to meet the obligation to be undertaken.

If thereisany doubt asto the claimants' legal right to the amount, payment
should be made only to the person who produces legal authority.

Note 1:— Normally there should be two sureties both of known financial
ability, unless the gross amount of the claim islessthan* 7,500 in
which case the authority accepting the indemnity bond in FormNo 9
for and on behalf of the Governor should decide, on the merits of each
case, whether to accept only one surety instead of two.

Note 2:— The claimant as well as the sureties executing the indemnity bond
should have attained majority so that the bond may have legal effect
or force.

* Substitution C.S.N0.5/78 [GO.(P) No. 607/78/Fin., Dated 07/08/1978]
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84.

85. (a)

Note 3:— The Death-cum-retirement gratuity and the arrears of pension due
to a deceased Government servant or a deceased pensioner, as the
casemay be, will be payablein accordance with the provisionscontained
inRules114, 115and 139 of Part 111 of the Kerala Service Rules.

Pay duetoa Gover nment Servant whosewher eaboutsar eunknown

Pay, etc., due to a Government servant whose whereabouts are unknown
should not be paid till a presumption of his death is shown to be justified
under Section 108 of the Indian Evidence Act, 1872 (IndiaAct | of 1872).
Action may then be taken as described in article 83 (b) on the assumption
that heis dead if anyone claims the undisbursed pay, etc., in the capacity of
legal heir of the Government servant.

(iii) TRAVELLING ALLOWANCE BILLS

The Traveling Allowance Billsof Gazetted Officersrequiring countersignature
by Controlling Officers should be countersigned by them before they are
paid.

Note 1:— The Travelling Allowance Bills of the following officers do not
require countersignature:—

0] Ministers;
(i) Chairman, Public Service Commission;
(iii) Judges of the High Court;
Tiv)  Speaker and Deputy Speaker, Legis ativeAssembly:
(v) Chief Secretary;
(vi) Members of the Board of Revenue;

(vii) Secretariesto Government, Additional Secretariesand Joint
Secretaries to Government ;

TSubstitution C.S.N0.4/78 [GO.(P) No. 557/78/Fin., Dated 30/06/1978]
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(viii) District Collectors;
(iX) Heads of the Departments on 1050-1550 and above; and
x) **\/ice-Chairman, State Planning Board.

Note 2:— The Private Secretaries to the Chief Minister and other Ministers
may present their Travelling Allowance Billswithout countersignature,
but with acertificate from the Minister Concerned regarding the fact of
duty.

(b) The Travelling Allowance Bills of honorary officers such as non-officia
members and members of the L egislative Assembly serving in committees,
etc., should not be cashed unless the bills are countersigned by the
Controlling Officer and theresponsibility for recovering excess payments, if
any, restswith the Controlling Officer.

Thebillson account of Travelling Allowance of Members of the Legislative
Assembly for attending the Assembly Session and meetings of the
committees constituted by the Legislature may be paid without pre-audit,
the responsibility for recovering excess payments, if any, resting with the
Controlling Officers. The Controlling Officer may, however, forward thefirst
TravellingAllowanceBillsof M.L.As. after thegeneral election or by-election
to the Assembly, as the case may be, to the Accountant General for
preliminary scrutiny of the claims before countersignature, when considered
necessary.

(c) Inthecaseof clerksand other members of the subordinate staff accompanying
an officer on tour or for other authorised journeys abill should be prepared for
thetravelling allowance due to them immediately after the close of each month
and cashed at the treasury in which the pay bill of the establishment is cashed,
onthereceipt of the Head of the Office, after countersignature by the Controlling
Authority if theformer isnot himself the Controlling Officer.

** Addition C.S.N0.3/79 [GO.(P) No. 521/79/Fin., Dated 07/06/1979]
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(d) @ A separate check register should be maintained in the office of every
authority who is authorised to countersign Travelling Allowance Bills of
Government servants under him and also by officers who are their own
controlling officersand whose bills do not require countersignaturein Form
No. 9B to guard against cases of double payment of Travelling Allowances.
Travelling Allowance Bills should be entered in thisregister and when anew
bill isreceived, the entriesin the register should be scrutinised to seethat a
claim for the same journey has not previously been preferred.

Railway Warrants

86. (a) Nooneabovetherank of Inspectorsof Police may userailway warrantswhen
travelling on duty or on transfer or for escorting prisoners or Government
treasure over the Indian Railways **and K onkan Railways

Separate warrants should be used for contingent and Travelling Allowance
charges. The warrant forms should be clearly stamped showing the name of
the District, Taluk and Police Station and head of classification, viz., whether
the charge has to be allocated to travelling allowance or to contingencies.
Full particul ars of the head of debit of the amount of thewarrant viz., Mgjor,
Minor , Sub and detailed heads of account will be prominently noted in red
ink ontherailway warrants.

The amount of each warrant should be noted in red ink in the contingent or
travelling allowance register of the Drawing Officer in the same way as
adjustment hills, as expenditure against budget grant. The total amount of
warrantsissued during each month relating to contingencies should be noted in
redink at thefoot of the detailed contingent bill and the balance available out of
the budget grant then worked out. In the Contingent Register maintained in the
countersigning office monthly totals of these warrants should also be noted
under the appropriate heads, at the time of countersigning the contingent hill.

@AmendmentC.S.N0.3/82 [G.O.(P) No. 178/82/Fin., Dated 13/04/1982]
**|nsertion C.S.N0.2/99[G.O.(P) No. 2167/99/Fin., Dated 04/11/1999] w.e.f. 27/7/1998
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! (b) [Warrantsshal betreated as cash and the cost of Railway Warrantsshall be paid

87.

in cash to the Railway authorities, by the concerned unit heads, viz.
Superintendents of Police/ #Commissioners of Police] and other controlling
authoritiesin the Police Department inrespect of the Railway Warrantsissued in
their respective unitsto the men and officersasand when coaching carriagebills
and counterfoilsarereceived from therailway authorities.

Further instructionsregarding Railway Warrants are contained in Appendix 3.
Motor Warrants

In the Police Department, where in the case of Constables and Sub Inspectors

travelling by motor bus, a system of payment of fares to bus companies by the
issue of motor warrants has been introduced; the following procedure should
be observed in making the payment: —

The Inspector General of Police, Deputy Inspector General of Police and the
Superintendent of Police may, by general or special order, authorise their
subordinatesto perform journeysin motor buses between places not connected
by railway. Buswarrantsfor journeysbetween places connected by railway may
be issued when it isin public interest to do so after noting in the counterfoils
reasons for the issue of such warrant to enable the Controlling Authority, i.e.,
the Superintendent of Palice or the Inspector General of Police, asthe case may
be, to satisfy himsalf of the bona fides of the issue.

The following procedure should be adopted in regard to the issue of bus
warrants.—

(i) Buswarrants may beissued to all police personnel of and below the
rank of Sub Inspectors including Finger Print Experts of the Finger
Print Bureau, Shorthand Reporters of the Shorthand Bureau and
Photographers of the C.1.D. Unit, in duplicate, by their superiorsor by

| Substitution C.S.N0.11/79 [GO.(P) No. 910/79/Fin., Dated 04/10/1979]
#Substitution C.S.N0.9/80[G.O.(P) No. 646/80/Fin., Dated 23/09/1980]
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officersin charge of stations not below the rank of Head Constables. In
caseswhere Superior Officersare not availableto issue buswarrantsin
time, the Sub Inspector or Head Constable in charge of stations shall
issue bus warrants to self or to Sub Inspectors or Head Constables of
other stations. The name and designation of the issuing authority as
well asthe name of thedistrict or unit, should be noted on the warrants.
When issued by aHead Constabl e, he should sign under the designation
“Head Constablein Charge’. A monthly list of such self-issued warrants
should be attached to the contingent bill in which claims under these
warrantsareincluded. The Drawing Officer will certify that warrants, as
detailed inthelist, have been issued for public purposes. The purpose
of the journeys to and fro as well as the head of debit of the charge
should be clearly noted in all warrants. All entries in the warrants will
be in ink and corrections, if any, should be attested by the issuing
officer himself. The counter foils of the bus warrants so issued will be
initialled by theissuing authority. The original will be given to the bus
owner and the duplicate will be attached to the office copy of the
Travelling Allowance bill concerned with the certificate of the motor
agent in the space provided therefore in the warrant. The Controlling
Officer will before passing the Travelling Allowance Bills, ensure that
the amount of the bus warrants attached thereto has been deducted
from the total claim. The warrants collected by bus owners during the
course of each month will be sent with abill in duplicate for payment at
the end of the month to the Drawing Officers noted in Column 2 in the
case of personal in columnl.
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Unit

Criminal Investigation Department

Finger Print Experts
Short Hand Reporters

Photographers

District Constabulary,

District Armed Reserve General
Armed Reserve

Police Training School
Constabulary

Railway Police

‘X’ Branch

Drawing Officer

Inspector General of Police/ Deputy
Inspector of Police

Director, Finger Print Bureau

Inspector, Short Hand Bureau

Administrative Officer, Crime Branch,
Criminal Investigation Department Unit.

Superintendent of Police concerned

Superintendent of Police, Armed Reserve

Principal, Police Training School

Deputy Inspector General of Police

Deputy Inspector General of Police

(if) One copy of the bus owner’s bill will be attached to contingent bill and
presented to the Treasury for encashment after recording a certificate
that the bus warrants have been duly checked, cancelled and filed in
office. The other copy of the bus owner’s bill and the connected warrants
will be retained by the Drawing Officer along with the office copy of the
contingent bill for verification and audit.

The Drawing Officer will record acertificate on each of the original warrants
attached to the office copies of the contingent billsthat it has been compared
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with the warrant foils (duplicates) attached to the office copies of the
Travelling Allowance Bills. In the warrant foil s attached to the office copies
of the Travelling Allowance Billsalso it should berecorded that the original
warrant hasbeenreceived and paid forinbill ...........cccovvvvenenns dated..............
................ for ....cooeeevceeeveenenen@nd got duly attested by aresponsible officer.
Thiswill guard against a second claim being preferred on the same warrant.

(iif) A separate Check Register in the following form will be maintained in the
office of the Drawing Officers. The Register will contain 6 columns—

(1) Dateof Bill of the Motor Company.

(2)  Name of the Motor Company or the Bus owner with address.
(3) Dateof receipt of thebill in the office.

(4)  Amount claimed by the company or the Bus owner.

5) Amount passed by the Superintendent, Deputy Inspector General
of Police or Inspector General of Police or other Drawing Officer, as
the case may be; and

(6)  Remarks—Particularsrelating to the amount disallowed, date of
payment, etc.

(iv) The Drawing Officerswill draw the amounts due to the bus owners and the
Kerala State Road Transport Corporation on two separate contingent bills,
onein respect of private companies and the other of the Kerala State Road
Transport Corporation. A certificate will befurnished by the Drawing Officer
on each contingent bill that the warrants were issued by persons duly
authorised in that behalf and that in all cases the counterfoils have been
verified and attested by the proper authorities and that the originals and
duplicates of the warrants (attached to the office copies of the Contingent
bills and Travelling Allowance hills respectively) have been compared and
the prescribed certificate recorded on them. After payment of the amounts,




CHAPTERIV] ESTABLISHMENT, CLAIMS, RECOVERIES[ARTS. 87-87A

v)

*8TA.

the receipts of the bus owners and the Kerala State Road Transport
Corporation for sumsabove 50 will beforwarded to the Accountant General,
thosefor 50 and below being retained in the office of the Drawing Officer
duly cancelled.

The accounts of each month should be settled before the close of the
succeeding month and normally there should not be more than one bill for a
month in respect of private companies and another in respect of the Kerala
State Road Transport Corporation in each district. Charges on account of
misuse or wrong use of warrants will be recovered from the officers
responsible.

In the Excise Department, Assistant Excise Commissioners, Circle Inspectors
of Excise, ExciseInspectors, Assistant Excise | nspectors, Preventive Officers
and Excise Guards will be permitted to avail the benefit of Motor warrant
under Article 87 when they are required to travel on official duty.

Assistant Excise Commissioners, Circle Inspectors of Excise and Excise
Inspectors and in their absence the officersin charge will be competent to
issue Motor Warrants to their subordinates to perform journeys between
places not connected by railway. The procedure detailed under Article87 (i)
to (v) shall be adopted inissuance of Motor Warrants. The drawing officers
in the case of personnel in the following units are noted against each.

Unit Drawing Officer

Assistant Excise Commissioners Office — Assistant Excise

Commissioner

Office of the Circle Inspector — CircleInspector

Range Office — Excise Inspector

* Addition C.S.N0.1/2004[GO.(P) No. 270/2004/Fin., Dated 09/06/2004]
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*[Thisshall be deemed to have comeinto forcew.e.f. 7-9-1999]
Advancesfor Travelling Expensesfor Tours

When satisfied that it isreally necessary, the competent authority as shown
in the list below may grant an advance towards travelling expenses to an
officer during ajourney on tour, including any journey for which travelling
allowanceisadmissible asfor ajourney on tour (SeeasoArticle 100).

The amount advanced, should in no circumstances, exceed the amount of
travelling allowance whi ch the sanctioning authority expectsthe Government
servant to become entitled for the journey and should also not exceed the
sum likely to be required to meet the Government servant’s personal travelling
expenses for amonth or for the probable duration of the tour, whichever is
shorter. The advance should be charged to the final head of expenditure
concerned. Advancesfor meeting travelling expensesfor tours may be drawn
as and when journeys have to be performed. But advances so drawn should
beadjusted infull inthefinal Travelling Allowance bill for the month which
should be drawn before the close of the month following the month inwhich
the journey was performed failing which further advances for travelling
expenseswill not beadmissible.

Government servantseligible Authority competent to sanction
for the advance the advance

Non-gazetted officers and last grade
servants touring independently or
accompanying an officer

Gazetted Officers

The Head of Office

The Head of the Department or
Gazetted Officers competent to
countersign the Travelling
Allowance Billsto whom the Head
of the Departments on  1050-
1550 and above have delegated
this power
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Note:—The Head of the Department may sanction advances, to himself under

these rules.

(iv) DEDUCTIONS FROM PAY BILLS OF GOVERNMENT SERVANTS

1. FUND DEDUCTIONS

89. Every Government servant who drawsany pay bill should enter init correctly
the deductions, if any, to be made on account of various Provident Funds.
He should carry out promptly and fully any order received from the
Accountant General or any other Audit Officer of afund to make aparticular
deduction or series of deductions.

All Heads of Offices and Disbursing Officers should observe thefollowing
procedure in regard to Provident Fund deductions:—

(i)

(i)

(iii)

(iv)

v)

(vi)

As soon as a Government servant is admitted to the Provident Fund,
the Provident Fund account number allotted to him should be noted
on theright hand top of page 1 of his Service Book with rubber stamp
orinredink.

When Government servants aretransferred from one office to another
their Service Books should be made available to the new office as soon
as possible within one month of the transfer, in any case.

TheLast Pay Certificate (completed in all respects) should be promptly
sent to the new office.

The head of the new office should verify the account number noted in
the Last Pay Certificate by reference to the Service Book and ensure
that the account number is correct.

A complete list of subscribers to each fund should be maintained in
each disbursing office.

Each new subscriber should be brought on thislist and any subsequent
changes resulting from his transfer or in the rate of subscription, etc.,
should be clearly indicated in the list.
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(vii) When a subscriber dies, quits service or is transferred to another
office, full particulars should be duly recorded in thelist.

(viil)  Inthecaseof thetransfer of asubscriber to another office, the necessary
note of transfer should be made in the lists of both the offices.

(ix)  Fromthislist, the monthly Provident Fund Scheduleto be appended to
the pay bills should be prepared and tallied with the recoveries made,
before the submission of the bill to the treasury for payment.

Note:—A certificate to the effect that all persons who had to subscribe
compulsorily to the General Provident Fund under theruleshad actualy
joined the Fund will be recorded by all Drawing Officers in the
Establishment Pay billsfor the months of April and October every year.

2. DEDUCTION ON ACCOUNT OF INCOME-TAX

(@) Every Disbursing Officer who disbursesthe salary of any Government
servant should make the appropriate deduction of incometax fromit at
thetime of payment in accordance with the Incometax Act, 1961 (43 of
1961) as subsequently amended, and the rules and directions contained
in the Income-tax Manual and other orders of competent authorities.

(b) Every Government servant who pays any amount to a Government
servant on account of areward, examiner’sfees, or any similar item not
strictly included under the head of ‘pay and allowances’ should
communicate the details to the Income-tax Officer concerned in a
separate |letter or memorandum when he makes the payment.

3. DEDUCTION OFAMOUNTSDUE TO CO-OPERATIVE SOCIETIES

Where the Acts under which Co-operative Societies are registered impose a
statutory obligation on Government to make recoveries from the salary of
Government servants on account of duesto such Societies and also provide
for the execution of an agreement by the membersin favour of the Societies
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requiring the employer to make such recoveries, it shall be obligatory onthe
part of Drawing and Disbursing Officers/Treasury Officersto recover such
dues. The amount shown in the requisition in writing received from the Co-
operative Societies shall be recovered in accordance with the following
procedure;—

(@) Wherethewhole or apart of the attachabl e portion of the salary of the

(b)

(©)

(d)

Government employee concerned is already under attachment, the
recoveries on account of the demands from Co-operative Societies
shall bemadefrom that portion of hissalary asisnot liableto attachment
under the provisions of the Code of Civil Procedure, 1908.

Where the Government servant drawshisown bills, it shall bethe duty
of the Head of the Officereceiving the requisition from the co-operative
society to send the necessary intimation to the Treasury Officer or
other Disbursing Officer concerned. On receipt of such intimation the
Treasury Officer or other Disbursing Officer shall makerecoveriesfrom
the salary of the officer and the amounts thus recovered shall be paid
to the Co-operative Society without undue delay after deducting
remittance charges, if any.

In the case of non-gazetted Government servants, on receipt of the
requisition inwriting from the Society, it shall betheduty of the Drawing
and Disbursing Officer of the Government servant concerned to make
the recoveries in satisfaction of the requisition. The Drawing and
Disbursing Officer shall draw the gross amount of pay and allowances
of the Government servant concerned, in the usual manner, but should
disburse only the net amount after making recoveries. The amount
thus recovered should be paid to the Co-operative Society concerned
without undue delay after deducting the remittance charges, if any.

In cases where the Government servant concerned intentionally
allows his pay to remain undisbursed or undrawn with a view to
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evading payment on account of dues to co-operative societies, the
administrative head of the Department concerned should draw the
pay of the debtor-employee under intimation to him, in satisfaction
of the requisition received from the co-operative society and remit
the amount to the society, without undue delay, after deducting the
remittance charges, if any.

The amount recovered, in accordance with clauses (@), (b), (c) or (d)
above shall betreated intheaccountinthe sameway assaary paidto
the Government servant concerned, the particulars of the requisition
received from the co-operative society being cited in the pay bill or
acquittance rolls as an authority for the charge and the receipt of the
co-operative society for the amounts remitted to it shall be filed with
such suitable records as may be kept by the Disbursing Officer,
including aTreasury Officer.

A disbursing officer, even when not located within theterritorial limits
towhich theAct under which aco-operative society has been registered
applies, may effect recoveries on account of dues of such aco-operative
society from the salary payable to a Government servant:

Provided that such Government servant givesin writing an authorisation
to hisdisbursing officer to maketherecoveriesin respect of such duesand
the disbursing officer, before effecting recoveries, ensures that the
authorisation given to him by such Government servant is clear,
unambiguous and has not been revoked.

4. DEDUCTION ON ACCOUNT OF ATTACHMENT OF PAY
AND ALLOWANCES BY CIVIL COURTS

(@) The extent to which the emoluments of a Government servant are exempt
from attachment for debt is specified in Section 60 (1) of the Code of Civil
Procedure, 1908 (Central Act V of 1908 ) as subsequently amended. The
following are the relevant provisions of the sections :
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| The salary to the extent of first four hundred rupees and two thirds of the
remainder in execution of any decree other than a decree for maintenance.

* * * * * * * * * *

Provided that, where such salary isthe salary of aservant of the Government
................................... and thewhole or any part of the portion of such salary
liable to attachment, has been under attachment, whether continuously or
intermittently for atotal period of twenty-four months, such portion shall be
exempt from attachment until the expiry of afurther period of 12 monthsand
where such attachment has been made in execution of one and the same
decree shall befinally exempt from attachment in execution of that decree.

(i)  One-third of the salary in execution of any decree for maintenance ;

* * * * * * * * * *

(k) All compulsory depositsand other sumsin, or derived from, any fund
to which the Provident FundsAct, 1925, for the time being applies, in
sofar asthey are declared by the said Act not to beliabl e to attachment;

() Any allowance forming part of the emoluments of any servant of the
GOVEMMENE....c.ueiceereeree e s s e sree e which the appropriate
Government may, by notification in the official gazette, declareto be
exempt from attachment and any subsi stence grant or allowance made
t0 @any SUCh SErvant..........cccoceeiiieieiiiee e while under
suspension.

* * * * * * * * * *

Explanation 1:— The particulars mentioned in clauses............ccoovveveevennnee. 0)
............... () are exempt from the attachment or sale whether before or
after they areactualy payable..........ccocoovvvvecvvcnnne,

ISubstitution [G.O.(P) No. 621/79/Fin., Dated 19-07-1979]
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Explanation 2:—In clauses..........cccceevveeveseenieieennens and (i), ‘salary’ means
thetotal monthly emoluments excluding any allowance declared exempt
from attachment under the provisions of clause (1) derived by aperson
from his employment whether on duty or on leave.

Explanation 3:—In clause (1) ‘ appropriate Government’ means—
(i) asrespectsany person in the service of the Central Government—
the Central Government.
X x  x x X K% K % % %
(iii) asrespects any other servant of the Government —the State Government.

Note :—Thefollowing allowances have been declared by the State Government
to be exempt from attachment by order of a court, namely :-

(i)  All kindsof travelling allowances.
(if)  All kinds of conveyance allowances.
(iii) - All allowances granted for meeting the cost of —

(8 Uniforms; and
(b) Rations.

(iv) All dlowances granted as compensation for higher cost of living in
locdlities considered by the Government to be expensive localities
including hill stations.

(v) All house rent allowances.

(vi) All allowancesgranted to provide relief against theincreasein the
cost of living.

(vii) Stipends, and gratuities allowed to pensioners, political pensions
and the fee concession grant allowed to the Managers of schools.
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(b)

(©)

(d)

(viii) Portion of dearnessallowance treated as pay for purpose of pension,
gratuity, etc.

(ix) All amounts paid by way of reimbursement of medical expenses.

The maximum amount attachable by aCivil Court iscalculated on the amount
earned and not on what remains after satisfying any debts due to the
Government on account of advances taken under the rules.

Payments towards postal and other Life Insurance Policies, Pension Schemes,
Annuity Funds, etc., that do not fall within the protection afforded by the
Provident Funds Act, 1925 (Central Act XIX of 1925) but are alowed to be
deducted from the pay billsof Government servantsfor conveniencein payment
should not be excluded from the aggregate amount of salary in calculating
the maximum amount attachable by aCivil Court. Subscriptionsto Provident
Fundsto which the aboveAct for the time being applies should be deducted
for the purpose of arriving at the amount available for attachment.

Explanation :— The maximum amount attachable by a Civil Court is to be
calculated thus:.—

If thetota grossemolumentsearned by the Government servant arerepresented
by X, the alowances declared to be exempt from attachment under the note
below Article 89 referred to above and any subsi stencegrant or allowance made
to him while under suspension by Y, and subscriptions to provident funds to
whichthe Provident FundsAct, 1925 appliesby Z, the net amount attachable, if
any,is *(X=Y)-400 Z

3

Responsibilitiesof Gover nment servantsfor recoveringamounts
attached by Civil Courtsfrom pay and allowances

When paying a bill for the emoluments of a Gazetted Officer or other
Government servant who draws his pay on a separate bill, the Treasury

*Substitution C.S.N0.5/79[GO.(P) No. 621/79/Fin., Dated 19/7/1979]
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or Sub Treasury Officer should recover any amount attached by the order
of acourt from emoluments. The responsibility for recovering an amount
of this kind from the emoluments of any Government servant who does
not draw his pay on a separate bill, by making the necessary deductions
in the establishment bill, rests on the Head of the Office. If the Treasury
or Sub Treasury Officer or the Head of the Office, as the case may be,
receives arelevant attachment order from a court sufficiently early before
the end of the month (See Article 76), he should see that the amount
attached is deducted from the bill concerned. Every Treasury Officer, Sub
Treasury Officer and Head of Office should carefully maintain an
‘ Attachment Register’ in Form 4A to enable him to seethat proper action
istaken on all attachment orders received from courts.

5. Hospital Soppages

Government servants may make payments on account of hospital stoppages,
dueto Government hospitals either by deduction from their billsfor pay and
allowancesor in cash.

6. Fines

Fines imposed on subordinates for ordinary neglect of office duty are
properly recoverable by stoppages from pay and consequent short drawal
from establishment pay bills.

*7. Deduction of premium duetotheLifelnsurance Corporation of India
fromtheSalariesof Gover nment Servants

A Government servant who wishesto avail himself of the Salary Deduction
Scheme of the Life Insurance Corporation of India, should, along with the
proposal for insurance, submit to the Life Insurance Corporation a L etter of
Authorisation, in duplicate, requesting the Drawing Officer to deduct the
Premium dueto the Corporation from hissalary every month. The Government
servant should himself, at the time of proposing for insurance, remit thefirst
two instalments of the premium direct to the Corporation. Only the
subsequent instalmentswill be deducted from hissalary, VideAppendix-I1.

*Addition C.S.N0.10/77 [GO.(P) No. 422/77/Fin., Dated 29/10/1977]
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CHAPTER V

CONTINGENT CHARGES
Definition

Theterm “Contingent charges’ or “Contingencies’ is applied to theincidental
expenditure, whichisnecessarily incurred in running an office. Themain items
arecommon to most offices, e.g., expenditureon furniture, booksand periodicals,
service postage and telegrams, bicycles, electric current, cleaning charges,
customs duty on imported stores, freight and tour charges. It includes also
incidental expenditurewhichisrequired for technical or other special reasonsin
theworking of particular officesand departments, e.g., expenditure on clothing
and other equipments, in such departments as the Excise, Jail and Police
Departments, rewards paid to non-officials, diet and road money paid to
prosecutors and Witnesses, jurors and assessors, law charges, dietary and
medical chargesin jails and hospitals, purchase of plant and Machinery and
laboratory equipment in collegesand schools, raw materialsfor conversioninto
manufactured articlesin thejail Department and Government owned factories,
workmen’s wages, purchase of live-stock for the manufacture of sera and
vaccinesand similar items. Expenditureincurred on hot westher establishment,
labourers engaged in departments other than the Forest and Public Works
Departmentson daily or monthly wages, siweepers (whether whole-time servants
or not) in all departments and such other classes of menials, e.g., dhobies,
tailors, gardenersasthe Government may fromtimetotimedeclareto beindigible
for pension will aso betreated as contingent expenditure.

The contingencies of specid officersin the Public Works Department include
also expenditure on the supply of and repairs to tools and plant.

Extent of Application of thisChapter

TherulesinthisChapter apply primarily to contingenciesof the kindsmentioned
inthe preceding article but expenditure on petty construction and repairs dealt
within chapter V11 and other miscellaneous expenditure dealt with in Chapter
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92. (a)

(b)

VIl are also subject to the rules of procedure contained in this chapter
except in so far as such expenditure is governed by any specia rules.

Authoritiescompetent to sanction Contingent Expenditure

Heads of offices have been empowered to incur or sanction expenditure on
ordinary and recognised contingencies subject to thefollowing conditions.—

(1) Theexpenditure should be non-recurring, that is, it should not involve
any commitment beyond a single payment unless the authority
concerned has been duly empowered toincur or sanction such recurring
expenditure.

Exception 1:—The sanction of the Government isnot required for the payment
of Municipal or other local tax, whatever its amount, on Government
propertyd if the tax, has been assessed by the competent authority and
thecertificaterequired in Rule 3 (a) of Article 117 isduly furnished. If
the Government servant who receives the notice of demand considers
that the assessment is excessive, he should report the facts at once to
hisimmediate superior with full information asto the time allowed for
filing an appeal against the assessment and grounds on which an appeal
could be based.

Exception 2:—Medical Officers on special duty on occasions of cholera or
other emergency are permitted to engage special duty servants on
daily wages on condition that such servants are not domestic.

Exception 3:—License fee payable under any State or Central Act or any
rules made thereunder can be paid by the Heads of the Office concerned
provided that he is satisfied with the genuineness and correctness of
theclaim.

The Head of an Office may delegate his power to incur or sanction expenditure
on contingencies to any Gazetted Government servant serving under him
subject to any further conditions and restrictions which he may consider
necessary in addition to those prescribed by the Government.
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Note:— Special rules, restrictions, etc., prescribed by Government regarding
individual items of contingencies are laid down in Appendix 4 and in
the Book of Financial Powers.

When satisfied that it is unavoidably necessary, e.g., during his absence
from headquarters, the Head of the Office or other gazetted Government
servant who is authorised to incur contingent expenditure may permit a
responsible non-gazetted subordinate such as a Head Clerk or Office
Manager to incur urgent contingent expenditure of a specified kind or
kinds, up to the specified amount (which should be small) in anticipation
of hissanction. Whenever he does so, he should arrange to scrutinize as
soon as possible all vouchers for contingent expenditure so incurred
and passthem finally for payment. If he disallows any item of charge or
part of anitem he should recover the amount disallowed from the payee
if he considers it desirable and finds it possible to do so, and otherwise
from the non-gazetted subordinate who incurred it in anticipation of his
sanction.

Government Officers are not entitled to send communications regarding
their leave, pay, transfer, leave allowance and other matters of a personal
nature at the expense of the State.

93. (1) Noofficer shouldincur any expenditureon contingencieswhichinvolves
adeparture from the general and special rules prescribed in this Code or
any expenditure unusual or beyond his powers of sanction unless the
Government have specially sanctioned the expenditure.

(2)  Specid rules, regtrictionsetc., prescribed by Government regarding individual
itemsof contingenciesaslaid downinAppendix 4 and inthe Book of Financia
Powers should be strictly observed.

(3) Thetotal expenditureincurred by the Head of an Officein any financial year
should not exceed either the appropriation placed at hisdisposal or any limit
fixed for the purpose for that year. The existence of a budget alotment
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should not, however, be taken to justify its full utilisation. Heads of
Departments and Offices should seethat no expenditureisincurred out of the
budget grants unless really necessary in the interests of public service.

Permanent Advances

94, Asageneral rule, aGovernment servant isonly permitted to draw money from
the Treasury on presenting a proper voucher prepared in accordance with the
rulesso asto show the precise nature of the expenditure, and asagenera ruleno
money may be drawn from the Treasury until it is required for immediate
dishursement . The permanent advance system isan exception to these genera
rules. Unforeseen expenditure often has to be incurred urgently, and it would
sometimes be very inconvenient to postpone such expenditure so asto fulfil the
formalitiesordinarily requiredfor drawing money fromthe Treasury. Toenable
him to make disbursements of this kind before drawing the necessary hills, a
Government servant may be granted a permanent advance the amount of which
should belimited towhat isabsolutely essentia to meet hisordinary requirements.

Note:—*In cases of urgency, T.A. advance limited to the actual rail fares/bus
fares (both ways) may be paid out of the Permanent Advance to Non-
Gazetted Government Servantswho arerequired to proceed on official
tours at short notice.

Rulesregulatingthe Grant of Permanent Advance

95.(a) The permanent advance of aHead of Department hasto befixed and sanctioned
by Government.

(b) Unless the Government directs otherwise, the Head of a Department may
sanction the grant to a Government servant serving under him of apermanent
advance not exceeding the amount which the Accountant-General considers

appropriate.

*Addition C.SN0.2/79 [GO.(P) No. 476/79/Fin., Dated 17/05/1979]
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Every order sanctioning thegrant or arevision of theamount of a permanent
advance should be communicated both to the Government servant concerned
and to the Accountant-General.

An applicationfor theinitial grant of apermanent advance or for therevision of
the amount of an existing permanent advance should be submitted to the
authority competent to sanction it through the Accountant-General who will
state what amount, if any, he considers appropriate for the advance. If any
difference of opinion arises between the Accountant-General and the Head of a
Department in thisconnection, thelatter should submit the matter for the orders
of the Government.

(e) No permanent advance should be granted unnecessarily and no such advance

should be larger than necessary in view of the obvious subjections to the
retention of money outside the treasury. A permanent advance sanctioned for
theuse of the Head of an Office should be so fixed asto meet the needs of every
branch of hisoffice; any amountsrequired by hissubordinates should bedlotted
from hisadvance and acknowledgmentstaken from themin aform similar to that
inwhich hefurnishes acknowledgments himsealf to the Accountant-General.

The holder of apermanent advance isresponsible for the safe custody of the
money placed in hishandsand hemust at all timesbe ready to producethetotal
amount of themoney invouchersor in cash. Onthe 15thApril of every year and
whenever there is charge of the incumbent of the post concerned or in the
amount of the advance sanctioned, every Government servant who holds a
permanent advance should forward an acknowledgment to the Accountant-
Generd for the amount of the permanent advance for which he has to render
account. (The acknowledgment should be in Form No. 8 when there is a
change of incumbent and in Form No. 8A in other cases). Inthebill for their
pay and allowances for the month of April every year, al officers drawing
their own pay bills should give a certificate that the acknowledgment of
permanent advances as on 31st March of the preceding year has been sent
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to the Accountant-General. In case no permanent advance is held by an
Officer, acertificate to this effect should be attached. Inthe case of officers
who are holding sub advances, a certificate to the effect that the
acknowledgment has been given to the officer who is holding the main
advance, should be given in the bill.

He should also record in the bill for his pay and allowancesfor the month of
April (to becashedin May) every year acertificate that the acknowledgment
has been duly forwarded to the Accountant General.

Note:— Retrenchments should not under any circumstances, be made good
from the permanent advance pending appeal or further reference asto
their validity.

Recoupment of Permanent Advance

At the end of each calendar month and also when in the course of acalendar
month, a transfer of charge takes place or it is found necessary to draw
money for contingent expenses e.g., when the balance of the permanent
advance in hand has become inconveniently small, the cashier should rulea
red ink line across the page of the contingent register or registers maintained
in the office, add up the several columns and post the several totals for the
different classes of contingent chargesinthehill or bills. Theform of thehill
for countersigned and non-countersigned contingencies respectively and
the instructions to be observed in preparing the bills are laid down in the
KeralaTreasury Code (see Rules 187 and 188 of Part V of theKerala Treasury
Code). Thecashier should then lay the bill with the sub-vouchersand registers
before the Head of the Office or the gazetted Government servant whom the
Head of the Office has authorised to incur contingent expenditure under
Article 92 (b) and to sign contingent billsfor him. The Head of the Office or
the gazetted Government servant acting for him should carefully scrutinise
theentries, initial each entry inthe Contingent Register, if thishasnot already
been done and sign the hill if itisin order and al so the separate certificates,
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if any. He should also invariably make suitable entries on the original sub-
vouchers to show that they have been paid, so that it will be impossible to
use them in support of a second claim and he will be held personally
responsibleif asecond payment ismadein respect of any item on account of
his not carrying out thisinstruction properly. The cashier will then date and
number the bill and present it at the Treasury for payment.

Note:— In all casesin which sub-vouchers are not required to be submitted
to the Accountant-General or other Controlling Officer, the Drawing
Officer should certify in the bill that sub voucher other than those
attached to the bill have been so cancelled that they cannot be used

again.

When the permanent advanceis running short and a payment which exceeds
the balance of the advance is due to be made the amount of that payment
may be entered in the Contingent Register with the number that the sub-
voucher will bear when the payment has been made, and included inthebill.
The payment should be made immediately after the bill is cashed.

In an office in which the charges under several Major heads have to be met
from a single permanent advance, it is not necessary to prepare hills in
respect of those heads under which there has been little expenditure on
every occasion when the permanent advance runs short. The expenditure
under such heads should be totalled and the bills prepared only at the end of
the month in order to begin the following month with the full amount of the
permanent advance, or when thereisatransfer of charge so that therelieving
Government servant may send to the Accountant-General his
acknowledgment of having received the whol e of the permanent advancein
cash.

Temporary Advancesfor Specified purposes

When atemporary advanceis considered necessary for the purpose of meseting
contingent expenditure of aspecified kind or on aspecific occasion and it isnot

103



CHAPTERV] THE KERALA FINANCIAL CODE VOL |  [ARTS. 99-100

covered by standing sanction given by the Government, an application for
sanction should be submitted to the Government. Occasionally, the Government
accord a standing sanction for the grant of such temporary advances on all
occasionsof aparticular kind. For example, advancesfor thetransport of opium
and gunja, advances to the Inspector-General of Police for the charges in
connectionwith Railway Warrants, and advancesto the Land Acquisition Officer
for the payment of compensation for land acquired under the Land Acquisition
Act. ! Theadvance should be adjusted by detailed bills and vouchers subject to
thefollowing conditions.

(1) Atimelimit of 3 monthsisfixedfor the presentation of final hill.

(2)  Incaseswheretemporary advanceisnot utilised fully but the adjustment
bill issubmitted intime, interest @18% per annum will be charged onthe
utilised portion of the advancefrom the date of drawal to the date of refund
of advance.

(3)  Incaseswhereadjustment bill isnot submitted withinthe prescribed time,
the entireamount of advance may berecoverdinonelumpimmediately on
the expiry of such timelimit. Interest @18% will be charged on the entire
amount of advance from the date of drawal to the date of recovery of the
amount.

These amendments shall be deemed to have comein to force on the day of
October,2011.

Advancesfor Contingent chargesto beincurred on Tour

*100. When satisfied that it isreally necessary, the Head of an office may sanction an
advanceto himself or hisassistant or deputy to cover contingent charges during
ajourney or tour. Theamount advanced should not exceed the sum likely to be
reguired to meet contingent charges such asthosefor the hire of conveyances

| Substitution C.S.No. 2/2012 [GO.(P) No. 390/2012/Fin., Dated 10/07/2012]
* Substitution C.S.N0.13/79 [GO.(P) No. 1024/79/Fin., Dated 22/11/1979]
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or animals for the transport of records, tents or other Government property
for amonth or for the probable duration of thetour, whichever isshorter. For
long toursin departmental vehicles, when it may not be possible to get fuel
on credit officers may be provided with advance to meet the cost of fuel to
be purchased by them. Except inthe Forest Department no part of any such
advance may be applied to any expenditure of agazetted Government servant
for which his Travelling Allowance is intended to provide (see also Article
88).The advance should be charged to the final head of expenditure
concerned and should be adjusted by detailed bills and vouchers as soon as
possible.

Advancesfor Law Charges

A Government servant who has been duly authorised to incur any expenditure
on law chargesin connection with law suitsto which the Government are a
party may draw an advancefor the purpose of meeting the expenditure. The
advance should be drawn and accounted for as a contingent charge under
thefinal head of expenditure concerned. For specia rulesand restrictionsin
regard to law charges, [see Book of Financial Powers].

Cash Book

Rule 92 (a) of the Kerala Treasury Code, Volume 1 lays down the procedure
for the maintenance of cash book and the dutiesof the Head of Officein that
regard. The note there under lays down that the functions assigned to the
Head of Office may be performed by any other Gazetted subordinate officer
specifically authorised by Government in this behalf.

When the Head of Officeisabsent on tour or otherwisethe officer (gazetted
or non-gazetted) next below in rank and present shall discharge all the
duties of the Head of Office with regard to the maintenance of cash book
and verification of cash balance in accordance with the rules. The Head of
Office, on hisreturn, shall verify the correctness of the entries in the cash
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book and other connected records, attest them and verify the cash balance
and shall record acertificate to thiseffect in the cash book [seealso rule 131
(c) of theKeralaTreasury Code, Volumel ].

Classification of Contingent Charges
For purpose of control and audit contingent charges are grouped asfollows:-
1. Countersigned contingencies; and
2. Non-Countersigned contingencies.

Expenditureincurred by aGovernment servant on countersigned contingencies
isunder the direct supervision of a higher authority, known as the Controlling
Officer or authority who signsthe detailed billsrelating to them. Countersigned
contingenciesare sub-divided into contingencieswhich require countersignature
before payment and contingencieswhich require countersignature after payment.
Thedetailed hillsfor the former are submitted to the Controlling Authority for
scrutiny and countersignature and then presented at the Treasury, duly
countersigned, for payment. The monthly detailed contingent billsin respect of
countersigned contingencies that require countersignature only after payment
are submitted to the Controlling Authority for close scrutiny and countersignature
and the full details of the charges are not therefore entered in the abstract bills
presented for payment at the Treasury. Specia contingencies, i.e., contingent
chargeswhich are of aspecia character ( whether recurring or non-recurring )
cannot be incurred without the special sanction in each case of a superior
authority. Theseinclude supplies and services and periodical charges (such
asrents, etc.).

Appendix 5 contains a list of the contingent charges that require the
countersignature of the Controlling Authority after payment.

No detailed bills are sent to the Controlling Authority for non-countersigned
contingencies; each contingent bill for non-countersigned contingencies
presented for payment at the treasury should therefore contain full details of the
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expenditure and the sub-voucher for any individual payment exceeding* 1000
included in the bill, should be attached to it. Such bills are sent straight to
the Accountant-General for audit without any scrutiny by a Controlling
Authority and the contingencies in this category are also therefore called
audited contingencies. Sub-vouchersfor expenditure on account of ‘ Secret
Service Expenses’ will not be attached to the bills and the accounts Secret
Service Expenditure are not subject to scrutiny by the Accountant-General.
The rules regulating the administration, supervision and control of Secret
Service Expensesare contained in Appendix 6.

I All Sub-vouchers should be cancelled by the Drawing Officersirrespective
of the fact whether they are retained in their offices or sent to audit office.

Contingent charges should be recorded and treated in the accounts as
charges of the month in which they are actually disbursed from the
Treasury.

Note 1:—Fixed contingent allowanceswhich are payableregularly irrespective
of the actual expenditure incurred in any month, should be drawn in
the establishment pay bills. In respect of officers where there are no
part-time posts of contingent employees a certificate should be
recorded by the Drawing Officer in each month’shill to the effect that
the amount drawn in the previous month’s bill was expended for the
purpose for which it was drawn. Washing allowance paid to Class |V
Government servants shall be classified under salaries.

Note 2:~When expenditure for which alump sum is granted under asingle
special sanction is continued for more than one month, the second and
subsequent month's bills should bear a note of how much has been
spent up-to-date under the sanction.

* Substitution C.S.N0.2/1988 [G.O.(P) No. 485/88/Fin., Dated 19/7/1988]
| Substitution C.S.N0.2/1988 [GO.(P) No. 485/88/Fin., Dated 19-7-1988]
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Note 3:— In the case of charges which require, by rule or practice, specia
sanction of Government and for which provision has been included in
the budget, the Accountant-General will enforce such sanction being
obtained before the charges are actually incurred and paid.

Note 4:—In drawing money from the Treasury on contingent billsit should
be noted that an amount sanctioned for expenditure may not be drawn
in a lump sum simply as such. A sanction is an authority to incur
certain expenditure within certain authorised limits and not an order
upon which money may be drawn from the Treasury; the money must
be drawn on bills giving the necessary particulars, etc., and under the
usual rules, as required from time to time to meet actual expenditure.
Officers should save as much as possiblein spending money against a
sanction, but the amount saved should remain undrawn and should
not be considered as at the disposal of the disbursing officer for other
unsanctioned purposes.

Note 5:— If an officer, after drawing money on a contingent bill for certain
expenditure, finds that it is unnecessary to expend the whole or any
portion, of it, he should return the unexpended amount either by short-
drawing from the next contingent bill, in which anote should be given
specifying the date of the contingent bill, on which the expenditure
wasdrawn and theitemsin which the amount refunded wasincluded or
by refund in cash, in which case the date of the bill on which the
amount was drawn must be quoted and particularsof theitem refunded
given.

Contingent Register
Every item of contingent expenditure, whether the chargeisto be countersigned
or not, should be recorded in a Register to be maintained in each office.

Separate registers may be opened, if convenient, for the countersigned and
non-countersigned contingencies respectively. The unit for these registers
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should be the Major head of account and the general arrangement should be
asinForm 10. The number of columnsto be opened in the Register, the sub-
heads of appropriation and detailed account heads to be included and the
further detailed classification, if any, required for purposes of control and
audit, cannot be the same for all departments and offices. The Controlling
Authority should pass orders, on these points in consultation with the
Accountant-General, in the manner best suited to the conditions of each
department or office. The accounts maintained at the Treasury and by the
Accountant-General contain no further details beyond the figures under
Detailed account heads, but the Contingent Register should show the
expenditureclassified in detail under the several itemsfalling under adetailed
account head for departmental purposes, e.g., the preparation and check of
contingent hills, the preparation of estimates, and financial control both by
the Head of the Office and by the superior authorities (SeeArticle 115). The
expenditure on thelessimportant and trivial items may be shown asawhole
in one column and the charges under each of these items need not then be
accounted for or watched separately. Any charge for which a special
explanation is required should be described in the column headed
“Description” though the amount need be entered only in the relevant
separate column. The column headed “ Description” should be used also for
noting the month or period to which any recurring charge (e.g., rent or pay of
menials) entered in one of the other columns relates. [*A separate register
should be maintained in Form No.10 A for showing such recurring charges.]

105. (a) Whenever the cashier makes a payment under the head of contingencies, he
should enter in the proper columns of the Contingent Register the date, the
name of the payee, the amount and the number of sub-vouchers. If any
chargerequires explanation, he should make the necessary entry inthe column
headed “ Description” and obtain theinitials of the government servant who
incurred the charge against the entry.

*Addition C.SNo.1/77 [GO.(P) No. 16/77/Fin., Dated 17/01/1977]
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(b)

106.(a)

(b)
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(d)

The Head of the Office or the Gazetted Government servant whom he has
authorised to incur contingent expenditure should initial against the date of
payment in respect of each item. If, owing to his absence, the entriesin the
Register have been initialled by a non-gazetted Government servant, the
Register should be reviewed and the entries reinitialled by the Head of the
Office or the Gazetted Government servant concerned as soon as he returns
to headquarters. The date of payment and the amount paid must be recorded
on each sub-voucher at the time of payment .

Advances made from the permanent advance, such asadvancesto last grade
Government servants for Railway and bus fares for journeys on duty,
advances for office expensesin camp, etc., should be entered at oncein the
proper column of the Contingent Register i.e., the column headed “ Advances”.
When each advance is subsequently adjusted, the fact should be noted in
theremarks column.

Theamount of bills paid by book transfer should be entered in the Contingent
Register inred ink, and the balance avail able should be reduced accordingly.

A progressivetotal for each column should be struck monthly, immediately
after themonthly total. It shouldincludeall paymentsand billspaid by book
transfer under each head from the beginning of the year upto the end of the
last completed month. Care should be taken to arrange the heading of the
columns of the Contingent Register according to those printed in the
contingent hills.

The allotments sanctioned for each head of expenditure should be enteredin
the Register at the commencement of the year asalso the additional allotments
and transfers that may be subsequently sanctioned.The expenditure should
be worked out progressively as stated supra, and regulated carefully in
accordance with the altered grants.
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Detailed monthly billsfor Countersigned Contingencies

107.*(a) For contingenciesthat require countersignature by the Controlling Authority
after payment and in regard to which the permanent advanceis recouped by
presenting abstract bills at the Treasury, the Head of the Office submits a
monthly detailed bill in Form 11 signed by himsealf to the Controlling Authority
for countersignature and transmission to the Accountant-General. The
detailed bill should reach the Controlling Authority not later than the 10th of
the month succeeding that to which it relates, supported by all sub-vouchers
for individual payments above. # 1000 and with a certificate regarding the
check and defacement of all sub-vouchersfor amountsof # 1000 or less,
It should be headed “Not payable at the Treasury” and printed on coloured
paper. The total expenditure under each of the detailed items by which
accountsare kept in the Contingent Register should be entered in the detailed
bill, and at the foot of the bill amemorandum should be added showing the
number and date of every abstract contingent bill cashed at the Treasury
during the month to which the detailed bill relates and the sub-vouchers
included in each. Thetotal amount of the detailed bill should agree with the
amount actually drawn from the Treasury within the month. Any difference
between the total amount of the detailed bill and the total charges shownin
the Contingent Register for the months should be fully explained. If any
amount drawn on any abstract contingent bill cashed during the month has
been refunded into the Treasury, the date of refund should be stated.

*(b) All Sub-vouchers should be cancelled by the drawing Officersirrespective
of the fact whether they are retained in their Offices or sent to audit office.

Countersigning Authority’s Contingent Register

108.  As soon as the monthly detailed bill is received in the office of the
Countersigning Authority, the figures should be transcribed from it into a

* Addition C.S.N0.2/1988 [G.O.(P) No. 485/88/Fin., Dated 19/7/1988]
#Subgtitution C.S.N0.2/1988[G.O.(P) No. 485/88/Fin., Dated 19-7-1988]
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Register in the sameform asthe disburser’ sregister (Form 10), together with
afull description of any item that required explanation. The Countersigning
Authority should review the bill with the sub-vouchers. If he disallows any
item, the fact should be noted in the bill and inthe " Remarks’ column of the
Register together with the number of the sub-voucher concerned and the
reasons for disalowance, and the amounts shown in the Register in the
columns affected should be corrected in red ink. The Countersigning
Authority should then enter the date of admission in the Register under his
initials, signthebill and despatch it to the Accountant-General not later than
the 20th of the month*. His signature to certificate that he is required to
furnish on the bill takes the place of the sub-vouchers for amounts above
# 1,000 (One Thousand Only).

A Countersigning Authority may authorise aresponsible Gazetted Government
servant serving under him to examine and countersign the detailed monthly
contingent bills on his behalf when heis absent from headquarters.

A countersigned detailed contingent bill forwarded to the Accountant-General
should invariably be sent in a sealed cover. The despatching clerk should
personally put each bill into the cover and sedl it.

In the Countersigning Authority’s Contingent Register, the date of receipt
of adetailed bill should be entered in the column headed “ Date of detailed
bill”, and the date of its despatch to the Accountant-General should be
entered in the column headed “Date of admission with initials’. In the
Disburser’s Register, the date of recovery of any amount disallowed should
be entered in the column headed “date of admission with initials” and also
the date of any letter from the Countersigning Authority finally passing an
itemdisallowed but not yet actually recovered. The particulars of any amount
disallowed should berecorded in the“ Remarks’ column of both registerson
the same line with the figures affected.

*Deletion C.S.N0.2/1988[G.O.(P) No. 485/88/Fin., Dated 19/7/1988]
#Substitution C.S.N0.2/1988 GO.(P) No. 485/88/Fin., Dated 19/7/1988]
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Amountsdisallowed by the Counter sgningAuthority

As soon as the bill has been despatched to the Accountant-General, the
Countersigning Authority should communicate to the Disburser theitems, if
any, disallowed. The Disburser should, without fail, refund the amount
disalowed by deducting it from thetotal of the next contingent bill which he
cashes on behalf of the same department. The gross amount of each sub-
voucher should be entered in that bill, but below the total an entry in the
form“Deduct amount disallowed from Contingent Bill
No........... dated........... Rupess............ " should be made. The receipt given
should be only for the net amount drawn. If the Countersigning Authority
finally withdrawsthe objection to any item, the amount should be re-drawn;
after the total of the sub-vouchersincluded in the next contingent bill that
the Disburser cashed on behalf of the same department, an entry intheform

“ Add amount disallowed from contingent Bill No............... dated.......cooeveevnnee
refunded by deduction from contingent Bill No.......... dated........... and re-
alowedinletter..................... dated.......cocoennnene (o] F " should be made.

The receipt given should be for the gross amount, and the item should be
included again in the next monthly detailed contingent bill submitted to the
Countersigning Authority.

Thetotalsin the Disburser’s Register are the totals of the amounts charged,
not of the amounts admitted by the Countersigning Authority, but when an
amount that has been disallowed is adjusted by deduction from the total of
a subsequent bill, the actual charge for each head may be worked out by
entering the amount retrenched in black ink with aminus sign in the column
for theretrenched head on theline of totalsfor thebill inwhich the adjustment
ismade; the totals carried forward will then be correct.

List of Abstract Contingent Bills

TheAccountant-General will send to each Controlling Authority every month
complete list of abstract contingent bills cashed by Government servants
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under that authorities control for which countersigned detailed bill have not
beenreceived. The Controlling Authority shouldimmediately call for thedetailed
bills and the reasons for the delay in submitting them and return the list to the
Accountant-General as soon as possible with a note as to the action taken.

Endor sement of Contingent Billsin favour of Private Parties

112.(8) *When acontingent charge exceeding 1,000 is payableto afirm of suppliers, a
single party etc., separate contingent bill shall ordinarily be prepared for the
amount and endorsed for payment by Reserve Bank remittances draftsin cases
in which the drawing officers concerned is attached to a banking treasury or a
treasury having currency chest facility. Wherethedrawing officer isattachedto
anon-banking treasury without currency chest, thehill for the contingent charges
above 1,000 shall bedrawnin cashfrom the non-banking treasury and disbursed
to the payee in cash or by money order or by Bank Draft at the expense of the
payee. Where payment ismade by draft, the draft asand when obtained shall be
forwarded to the payee. This procedure is not applicable when funds required
for contingent expenditure are obtained by drawing chegques on the Treasury, or
when a payment has to be made outside the State. In cases where the payment
hasto bemade at aplace outsidethejurisdiction of the Drawing Officer, payment
should be arranged by meansof Bank Drafts. When aDrawing Officer issatisfied
that there are gpecial and exceptional reasonswhich makeit desirableto endorse
acontingent bill for an amount below 50 in favour of a Private Party, he may
record the reasons and act accordingly.

Exception:— Electricity chargesdueto the Kerala State Electricity Board may be
paid in cashirrespective of the amount involved.

(b) A contingent bill should not ordinarily be endorsed for payment to a private
party in March after the 15th.

* Substitution C.S.N0.2/1988 [G.O.(P) No. 485/88/Fin., Dated 19/7/1988]
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() No endorsement on a contingent bill remains valid for longer than three
months counting from the date of issue. Whenever any contingent bill
issued in the last quarter of the year is endorsed for payment to a private
party, it should be stated in the endorsement that the payment order will
remain valid only upto the end of March.

(d) Whenever a contingent hill is endorsed for payment to a private party, the
Drawing Officer should immediately send an adviceto the Treasury at which
itisto be paid, giving all the particulars of the bill. He should see that the
itemisentered at oncein the Contingent Register in red ink with anoteto the
effect that the amount has been drawn and attest the entries by hisinitials.
He should also see that an intimation is duly received from the Treasury as
to the payment of the bill and the date on which it is paid (See Rule 210 of
Part V of theKeralaTreasury Code).

(e) A Drawing Officer may endorse acontingent bill infavour of aGovernment
servant subordinateto him. A private party inwhose favour acontingent
bill hasbeen endorsed may re-endorseit in favour of abank or amessenger
for collection; and a bank in whose favour such abill has been re-endorsed
may re-endorseit in favour of amessenger for collection.

(f)  When abill for supplies made to the Government has been endorsed for
payment to a contractor and is re-endorsed by him in favour of a bank, he
should sign the receipt on the bill as well as a separate endorsement in
favour of theBank [See Rule 214 (c) of Part V of theKerala Treasury Code].

(g) A contingent bill should not be used as a negotiable instrument except to the
limited extent permissibleunder thisArticle.

#Note:— Paymentsto the Kerala State Engineering Works L td., Chackai or the
supplies made by it to the Government department have to be madein
cash/bank demand draft. The Company will forward Proformainvoice
15 daysin advance of the supply. The departmental officers may pay

#Substitution C.S.N0.5/81 [GO.(P) No. 651/81/Fin., Dated 14-10-1981]
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75% of the cost of materials when the materials are supplied. The
balancewill be paid within 15 days of supply where there are no defects
or shortages in supply and within 15 days of final acceptancein cases
where there are defects or shortages in supply. In all cases materials
duly verified should be taken to stock before payment, within the
specified limitsof 15 days].

Inter-Departmental Transfers

113.  * Theconditionsunder which adepartment of Government may make charges
for services rendered or articles supplied by it and the procedure to be
observed in recording such chargesin the accounts are given in Chapter 1V
of KeralaAccount Code, Vol. I.

The procedure laid down bel ow should be followed for making paymentsin
the case of inter-departmental adjustments.

Note 1:— Officers ordering, supplies etc., from a Government Department
have the same responsibilities that a cash purchase involves and are
responsible for authority, budget provision etc. When aclaimisto be
settled by presenting aBill in the Treasury for adjustment, the officer
making the suppliesor rendering services should indicatein theinvoices
the head of account to which amount is to be credited.

Note 2:—Where a Service Department |levies some fees under an enactment
the payment should be made by other service departments either in
cash or through Bank drafts.

Note 3:—(i) In the case of Service Departments making suppliesor rendering
services to other Service Departments (except Public Works, Forest
and other Departments which are vested with the cheque drawing
powers) involving manufacturing, production or supply of articles or
repair operationsexceeding 250 in each casethe supplied Department

* Substitution C.S.N0.1/78 [GO.(P) No. 214/78/Fin., Dated 25/02/1978]
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(i)

(iii

will on receipt of theinvoice from the supplying officer, present abill at
the Treasury for the cost of supplies/services along with the accepted
invoice and chalan ( in quadruplicate) indicating the designation of
the supplying officer, invoice No. and the head of account to which
theamount claimed isto be credited. The Treasury Officer will check
the head of classification noted in the chalan with that noted by the
supplying officer intheinvoice and passthe bill for payment by transfer
credit of that head of account debiting the amount to the head of
account indicated in the bill by the supplied officer. After adjustment
the Treasury Officer will retain the original copy of the chalan and
send the duplicate and triplicate to the supplied officer who will keep
onefor hisoffice record and send the other to the supplying officer.
Thefourth copy will be sent by the Treasury to the Accountant-General
along with thebill.

But in the case of issues of storesfrom stock or materials account of a
work within aP. W. Division or between two such Divisions or between
one P. W. Division and another service department (Eg. P H. E. D,
Forest Department, Police Department, etc.,) and inthe case of supplies
and services arranged by the Jail Manufacturies, adjustments will be
necessary irrespective of the amount involved.

) Amountsdueto the Public Works, Forest and other Service Departments
which are vested with the cheque drawing powers should be settled by
adjustment of the bill presented by the supplied officer at the Treasury by
Transfer credit to“ Public Worksremittances/ Forest remittances’. “ Items
adjustable by Public Works Department”. “Items adjustable by Forest”
asthe case may be.

Note 4:— Public Works, Forest and other service Departments vested
with cheque drawing powerswill settle the claimsagainst them through
cheques.
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114.

Note 5:— The commercia Departments or undertakingswhich are authorised
to draw cheques should settle the billsin respect of services rendered
or supplies made to them through cheques. The amounts due to such
commercia Departmentsor undertakingsfrom other Departmentswhich
do not have cheque drawing powerswill be paid through bank drafts.
A commercial Department or undertaking which is not vested with
cheque drawing powers will make payments to other Departments
through Bank drafts.

Note 6:—Departments which are engaged in rendering service or supplying
articlesto other Departments should furnishto the Accountant-General
monthly a statement in Form. 12.

Contingent Chargesincurred on behalf of other Gover nment Servants

It isoften expedient for a Government servant to make official purchases or
incur expenditure on behalf of the Government in another district, making his
arrangements through a Government servant in the latter district. If the
amount to be paid on account of contingent expenditureincurredin thisway
is not less than 50 payment should be made by Reserve Bank of India
Drafts; but otherwise every Government servant who actually incurs
expenditure in thisway should treat it as expenditure of his own office and
not demand payment from the Government servant at whose request he, as
an agent, has incurred the expenditure. The charge should, however, be
recorded in the amounts as expenditure of the department in which the
Government servant who asksfor the expenditureis serving. A Government
servant should therefore address his application for any service of thiskind
tothe principal Government servant of hisdepartment in the district indented
one.g., aPolice Officer should ask the Superintendent of Police and not the
District Magistrate to purchase blanketsfor him. If the District Magistrate
receives any such indent from a Police Officer he should pass it on to the
Superintendent of Police who should deal with the charge (if itislessthan
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115.

50) asafinal charge of hisown office and apply to the proper authority for
an extraappropriation, if hisown appropriation will not be sufficient for the
financial year. The Government servant who asks for the expenditure to be
incurred is always responsible for obtaining proper sanction for the
expenditure.

Note:— This rule does not apply to expenditure chargeable to Local Fund
which should always be recovered.

Control of Contingent Expenditureagainst Appropriation

Every Government servant who incurs contingent expenditure should take
special care to see that he gets the best possible value for the money spent,
that no unnecessary expenditure is incurred and that he does not spend
more than the amount placed at his disposal for the financial year. Chapter
V1 of the Budget Manual contains instructions as to the general procedure
for the control of expenditure against appropriation. Further, special
instructions are necessary in regard to contingent expenditure since it is
incurred without the sanction of any higher authority except in certain
specified cases and the Government servant concerned has, to aconsiderable
extent, afree hand inincurring expenditure upto thelimit of the appropriation.
Moreover, an appropriation for contingent charges under a particul ar detailed
account head often covers expenditure on a number of distinct and
individually important objects or classes of expenditure, e. g., the detailed
head “ Contingencies — Miscellaneous’ may include charges on account
of “Purchase and Repairs of bicycles’, “Stationary — Local Purchase”,
“Gardening”, “Hot and cold weather charges’ and “ Office Expenses’. The
special instructionsfor the control of contingent expenditure are asfollows.—

(i)  The appropriation under each detailed account head should be
distributed among the important, items comprised in it. If some of
the items are not important, those items taken as a whole may be
treated asasingle important item for this purpose. The expenditure
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(i)

(iii)

on each important item under a detailed head of account should be
watched and controlled separately against the allotment for it, especially
when the charges are of afluctuating nature. The Contingent Register
prescribed in Article 104 is designed so that this can be done
conveniently.

For countersigned contingencies, the monthly detailed bills provideall
the information required by the Controlling Authority for checking the
expenditure against the appropriation.If, for any month, the expenditure
exceeds the monthly proportion of the appropriation for the year, the
Disbursing Officer should send a report to the Controlling authority
along with the detailed bill furnishing the special reasonsfor incurring
the excess expenditure. The Controlling Authority should scrutinise
the chargesshown in each detailed bill carefully and seethat no charge
IS unnecessary or excessive, that the sanction of competent authority
for any item requiring the sanction of a higher authority is attached,
that the sub-vouchers required have been received and are in order
and that the calculations are correct.

For non-countersigned contingencies, the controlling Authority should
et periodical statementsfrom each Disbursing Officer (monthly or at least
quarterly) of the progressive expenditure compared with the allotment
under eachitemfor which thereisaspecific appropriation or allotment. If
the expenditureisprogressing too rapidly, heshould instruct the Disbursing
Officertocurtail it to the necessary extent. He should also during hislocal
inspections scrutinise the Contingent Registers of the officers under his
control and satisfy himself generally that the charges are necessary and
not excessive, the rates correct, the sanction obtained adequate, etc.

Service Postage Stamps

Service postage Stamps should be used only for prepaying postage on
communications which are bona fide on the service of the Government and
for meeting other charges payabl e to the post office for which service postage
stamps are accepted. They may also be used by a body or bodies included
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inthelist in Rule 354 of the Indian Post and Telegraph Guide. A Government
servant who is associated with any public body not included in that list
should, as required by Rule 355 of the same Guide, take care that service
postage stamps are not used on any communications issued by him on
behalf of that body [See also instructions under Rules 192(a) and 221(c) of
Part V of the KeralaTreasury Code and item 46, Appendix 4 to this Code].

Ratesand Taxes

117.  Thefollowing rulesgovern the payment of Municipal and other local taxeson
buildings, etc., occupied by departments of the Government or Government
servants under their administrative control:—

(1) Taxes on buildings not occupied as residences— (@) If the building is
occupied by a single department, that department should pay the taxes.

(b) If thebuilding isoccupied by morethan one department or if thetaxes
are payablein alump sum for anumber of buildingsinaMunicipal or
other local area, the taxes should be paid by the Revenue Department
if it is one of the occupants and otherwise by the Government
department which occupies the major portion of the building in
consultation with the Executive Engineer concerned.

No part of the taxes so paid should be passed on to any other occupying
department unlessitisacommercia department or adepartment not belonging
tothe Government of Kerala ( e.g., adepartment of the Central Government
or of aMunicipality). The Executive Engineer should calculate the portion
to be borne by a commercial department or a department not belonging to
the Government of Keralapro ratain proportion to theaccommodation actually
occupied. Before a department which occupies only a part of a building
paysthetaxesonit, or if payment cannot be delayed, as soon after payment
as possible, it should obtain an acceptance from every other department
whichisliableto pay ashare of the taxes.
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When aportion of a State building is occupied by acommercial department
or adepartment not bel onging to the Government of Kerala, the proportionate
tax on the portion so occupied should be borne for the whole half-year by
the department which occupiesit at the beginning of the half -year. If, later
on, that department vacatesthe portion within the half-year and if it isoccupied
by another department within the same half-year, the tax for the portion will
be divided between the two departmentsin proportion to the periods of their
occupation and the necessary refund will be given to thefirst department. If,
on the other hand, no other department occupies the vacated portion within
the half-year the first department will not be entitled to any refund except to
the extent of any remission of tax that may be obtained on account of the
vacancy.

(c) Asa genera rule, thetax paid by, or passed on to adepartment occupying
thewhole or part of abuilding should be charged to the contingencies of
that department. When, however, thewholeor part of thetax ispaid by the
Public Works Department or another department, e.g., the Excise
Department or the Forest Department asthe department in administrative
control of the building [See Rules(4) and (5) below] the payment should
be charged to the maintenance estimate of the building. When abuilding
isoccupied by more than one department and the entire tax ispaid by one
department under clause (b) above the payment should be debited to the
contingencies of the department paying the rent.

(2) Taxeson building occupied asresidences— (@) Thetaxes on Government
buildings occupied as residences should be paid by the Public Works
Department or other department in administrative control of the building.
The portion representing taxesin the nature of property or house tax should
betreated as part of the cost of the maintenance of the building and therest,
if any, should be recovered from the occupant.
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(b) The Government servant who occupies a Government building as a
residence is required to pay the service taxes recoverable from the
occupant whether rent is charged or not. When aMunicipal or other
local tax on a Government building has to be borne partly by a
Government servant who occupies part of the building as aresidence
and partly by the Government, the Government will pay thetax infull in
the first instance and then recover from the Government servant the
amount payable by him. The department which maintains a building
and paysthe property tax will be held responsiblefor the due recovery
of the servicetaxes payable by the Government servant who occupies
the whole or any part of the buildings as aresidence.

(3) Amount of assessment.— (@) If the assessment of any Government property
toalocal tax appearsto be excessive, the Government servant who will have
to pay the tax on behalf of the Government should make every possible
effort to obtain redress under the ordinary municipal or local law.

It is open to the Government to have recourse to the specia provision of the
Municipa TaxationAct, 1881 (IndiaAct X1 of 1881) when no amicablesattlement
can bereached withaMunicipa Council located intheareain whichtheAct is
in force in regard to the assessment of any Government property, especially
when the property is, from its nature, such that the ordinary principles of
assessment of thetax in question cannot be gppliedtoit, e.g., when the assessment
should be on the rental vaue but the property is such that it is difficult to
conceiveof itsbeing let or impossibleto form an estimate of the rent which the
Government could obtain by letting it. Any assessment of the Government
property to a Municipal tax which appears to be excessive and in regard to
which it proves to be impossible to obtain redress under the ordinary law
applicableto thetax should be reported to the Government in order that they
may decide whether or not action should be taken under the Municipal
TaxationAct,1881 (IndiaAct X of 1881).
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(b)

(4)

In regard to each assessment acertificate stating either that the assessment
is accepted or that all legal means have been, or are being taken, to get it
reduced should be sent to the Accountant General every year by—

(i) Inthecaseof abuilding inthe charge of the Public Works Department,
the Head of the Office occupying the building in consultation; when
necessary, with the Executive Engineer;

(ii) Inthe case of any other building, the departmental officer concerned,
and

(iii)  In the case of land occupied by a Government Department and not
appertaining to abuilding, the Collector.

The Executive Engineer who reval uesthe buil dings bel onging to the Government
during quinquennia revision should communicate to the Heads of Offices
concerned who pay the property tax the revised valuation amount fixed by him
for the quinquennium simultaneoudy with hissending the reval uation statements
to the Municipdity or thelocal body concerned irrespective of the fact whether
such revaluation involves reduction or increase in the existing assessments.

Vacancy Remissions.— (a) Whenever a Government building (residential or
non-residential) is likely to fall vacant, the occupant of the building
immediately beforethe actual vacancy occursor the Head of Officeto which
the occupant belongs should arrange to give notice of the vacancy on the
date on which it falls vacant direct to the Executive Authority of the
Corporation or of the Municipal Council or of the Panchayat concerned, as
the case may be, and send acopy of the notice simultaneously to the Executive
Engineer to enable himto claim any permissible remission of taxes. TheHead
of the Office mentioned above should take similar action on the first day of
every succeeding half-year if the buildingisstill vacant then. The Executive
Engineer should claim remission of Municipal tax or local tax in respect of
every vacancy which has lasted for 30 or more consecutive days under
Section 105 of the KeralaMunicipalitiesAct, 1960 (Act 14 of 1961) or Section
107 of the KeralaMunicipal CorporationsAct, 1961 (Act 30 of 1961) or in
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(b)

®)

accordance with the relevant rules made under the Kerala Panchayats Act,
1960, as the case may be. The Government servant who pays any tax in
respect of abuilding for aperiod during any part of which it has been vacant
should satisfy himself that any permissible remission of tax hasbeen claimed
for the period during which that building was vacant.

Similarly when a Government building (whole or part) is demolished or
destroyed, the department on whose register the building is borne should
immediately give the requisite notice to the Municipality or Panchayat
concerned and obtain remission of property tax under Section 107 (2) of the
KeralaMunicipalitiesAct, 1960 (Act 14 of 1961) of Section 107 of theKerala
Municipal CorporationsAct, 1961(Act 30 of 1961)or in accordance with the
rules made under the Kerala Panchayats Act, 1960 as the case may be.

When the Public Works Department takes over avacant building from another
department and it continuesto bein charge of the building, the Executive Engineer
concerned should give the necessary notice of the vacancy of the building
direct to the ExecutiveAuthority of theloca body concernedimmediately when
itistaken over and thereafter onthefirst day of every half-year if thebuildingis
still vacant then. He should al so send acopy of every such notice simultaneoudly
to the Executive Engineer.

Notice of construction, etc. of a building.— Under Section 107 (1) of the
KeralaMunicipalitiesAct, 1960 (Act 14 of 1961) or Section 107 (1) (a) of the
KeralaMunicipal CorporationsAct (Act 30 of 1961) or in accordance with
therelevant rulesmade under the Kerala PanchayatsAct, 1960, anintimation
must be given to the Executive Authority of thelocal body concerned of the
construction of anew building or the reconstruction of abuilding within 15
days from the date of completion or occupation, whichever is earlier. The
Executive Engineer should give the intimation in respect of any building
(residential or non residential) on which the Public Works Department will
haveto pay the property tax and in respect of any other building, the occupant
or the Head of the Office which will haveto pay the property tax on it should
give the intimation. In some cases, remission of municipal or other local
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taxes can be obtained for apart of the half-year in which the construction or
reconstruction of abuilding iscompleted, provided theintimation mentioned
aboveisduly giventhetime. Any Government servant who failsto givethe
required intimation when he should do so and thus causes the Government
lose any remission of taxeswill be held personally responsible for the loss.

Cleaning, etc., Charges

*118.  Part-time contingent posts may be created with Government sanction for
sweeping or cleaning work. The incumbents of these posts shall he paid pay
and dearness allowance at the rates fixed by Government from time to time
depending on whether the area to be swept or cleaned is below 200 square
meters or 200 square meters and above.

**Thisamendment shall be deemed to have come into force with effect from

3-11-1980.
Area to be swept/cleaned pay (per mensem)
200 sg. metresor more but below 400 sg.metres. 65
400 sg. metres or more but below 600 sg. metres 70
600 sg. metresor more upto 800 sg. metres. 75
Consolidated remuneration
(per mensem)
100 sg.metres or more, but below 200 sg. metres. T35
Lessthan 100 sg. metres. T30

All Drawing Officersshould attach to the contingent bill claiming remuneration
for the part-time employees acertificatein thefollowing form:

* Substitution C.S.N0.10/77 [GO.(P) No. 422/77/Fin., Dated 29/10/1977]
** Substitution C.S.N0.3/81 [GO.(P) No. 591/81/Fin., Dated 8/9/1981]
Tsubstitution [GO.(P) No. 812/79/Fin., Dated 23/08/1979)]

126




HAPTERV ] CONTINGENT CHARGES [ARTS. 118-119

“Certified that the floor areato be swept/cleaned is.........ccccoveieeiiiiiieieennn.
square meters, and that Government have accorded sanction
] TR for the creation of the part-time contingent post”

The expenditure on thisaccount will be debited to the detailed head “wages’

Note:— In the case of hospitals, etc., the area should include, besides the
floor areas, the area of the premisesin use also.

Electric Current and Water Char ges

119.  The following procedure should be adopted in regard to the payment of
charges for electric current and water charges consumed in buildings
occupied by departments of the Government or Government servants
under their administrative control.

* 1.(a) Buildings not occupied as rsidences:-In the case of Civil Stations, the
Kerala State Electricity Board will forward one copy of the bill of charges
direct to the District Collector concerned for payment and a duplicate
copy to the Executive Engineer, PWD (Buildings Division) concerned for
verification. If onverification the Executive Engineer, PWD (Buildings
Division) detects any error, he should return the bill to the KSEB for
correction and at the same time request the .District Collector not to
make payment till he received the corrected bill from Ithe KSEB. The
District Collector will incur the expenditure on electricity charges of the
Civil Station by debit to the office expenses of the collectorate.

If the building other than a Civil Station is occupied by more than one
officethe Kerala State Electricity Board will send single consolidated hill
for the total consumption of Electricity to the Executive Engineer, PWD
(Buildings Division) concerned. Thelatter should, after verifying the bill
makeinitial payment and get the amount so paid reimbursed from various
offices housed in the building. The occupying departments should

* SubtitutionC.S.N0.1/2005 [ GO.(P)No. 502/2005/Fin., Dated 26/11/2005)w.ef.27/7/1982
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reimburse the amount to the Executive Engineer, PWD (Buildings Division
on the basis of the allocation made by him by debit to the office expenses
of the departments concerned immediately.

! The provisions of Article 119(1)(a) will apply mutatis mutandis to the
Kerala Government Secretariat al so.

(b) Buildings occupied as residences.— If the building is used solely as
residence, the tenant should pay the charges direct to the Kerala State
Electricity Board.

If the building (or group of buildings) is used partly for departmental
purposes and partly for residential purposes, the Executive Engineer
*PWD (Buildings Division) concerned (or his Assistant on his behalf)
should after verifying the consolidated bill received from the Kerala State
Electricity Board, determine the share payable by each tenant. The
department should pay the chargesin full in the first instance on receipt
of thebill duly countersigned by the Executive Engineer * PWD (Buildings
Division) concerned (or his Assistant on his behalf) which should be
attached to the contingent bill, and then arrange for the recovery of the
amounts due from the tenants by deduction from their pay bills. The
recoveries should be taken in abatement of the charges originally met by
the department. The Executive Engineer *PWD (Buildings Division)
should send a statement of the amounts to be recovered from tenants to
the Accountant-General. He should also intimate the amount to be
recovered from the pay bill of each Government servant concerned to the
Government servant direct, if he draws hisown pay bill and otherwiseto
the head of the Government servant’s office.

2. The provisions of the above Article will apply mutatis mutandis to the
allocation of water charges as well.

I Addition C.S.N0.01/2013 [GO.(P) No. 518/2013/Fin., Dated 15/10/2013)]
* SubdtitutionC.S.N0.1/2005 [ GO.(P) N0.502/2005/Fin.,Dated 26/11/2005]|w.ef.27/7/1982
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120,(1)

2

CHAPTER VI
STORES

Introductory

Theterm*“ stores’ meansal articlesand materids (other than cash and documents)
which comeinto the possession of a Government servant for usein the public
Service. Thisterm does not, however, includeitemslikefuel, charcod, dietary
products, etc. For fulfilling the duties and functions of the Various Departments
of the Government, “ Stores” have often to be purchased. This chapter contains
the generd rules applicable to al Departments regarding purchase of stores
required for usein the Public Service. In regard to particular classes of articles
such as books and periodicals, stationery and printing stores, clothing and
liveries, etc., theseruleswill be supplemented by theinstructionsin the book of
Financial Powersissued by the Finance Department. |n the case of Public Works,
Forest, Sationery, Police and other special Departments, those rules should be
supplemented by the specia rules contained in the Codes and Manuals of the
Departments concerned, e.g., PW.D Code, Forest Code, Stationery Manual,
Police Manual, etc. These rules will be supplemented by the provisionsin the
Stores Purchase Manua wherever specific provisions are not made in these
rules.

Theserulesand instructionsal so apply to the purchase of storesby Government
servants on behalf of local bodies and of local funds administered by the
Government, if such purchase is authorised by Government. Rules and
Instructionsregarding preferencesor margin of preferencesin respect of industries
having approved rate contracts, or purchase of productsof indigenousor Indian
Industries or industries within the State of Kerala or Public Sector Ingtitution
etc., shall be applicable also in the case of purchases made by the Municipa
Corporations. These Rulesand I nstructionsshall befollowed by Heads of aided
schoolswhileutilising Public Fundsfor the purchase of articlesfor their schools.
Thiswill apply to purchasesfrom Special Fees Fund aso.
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121.

122.

AuthoritiesCompetent to Purchase Stores

Expenditure on stores is included under contingent expenditure (except
where it is treated otherwise, e.g., stores relating to works expenditure)
and is therefore subject generally to the rules contained in Chapter V
which govern such expenditure.

A Government servant who is competent to incur contingent expenditure
may purchase direct fromfirmsin Indiaor through the agency of the Central
Purchase Organisation, or direct from manufacturers abroad, such stores as
he requires for the use of his department or his office subject to Stores
Purchase Rules and also subject to the usual restriction regarding the
existence of budget appropriation. Such purchases made in India are also
subject to any money limits and other conditions prescribed generaly or
with regard to specific articles or classes of articles (See Book of Financial
Powers).

Forecast of Requirements

A Government servant who has to purchase stores for the public service
should estimate his requirements for the year so far asthey can be foreseen.
He should prepare an annual indent of storesin Form 13 in accordance with
the instructions contained in Article 124.The indent should show the
approximate cost of articles to be purchased including incidental expenses
and should be got sanctioned by competent authority. As far as possible a
purchasing officer should lay in sufficient stock during the cheapest season.
When necessary he should apply for advice as to the best time for making
purchases and assistance in obtaining tenders to Government servants of
other departments who are in close touch with the market for the articles
required and know the usual course of their price. For example, itisusually
advantageous to buy foodgrains required for rations just after the harvest
and the Revenue Department is likely to be able to give useful advice and
assistancein regard to such purchases. Articleswhich arelikely to depreciate
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123.

124.(7)

or deteriorate during storage should not, however, be bought long in advance
of requirements. It should also be remembered that the purchase of any
article in advance of requirements involves the locking up of Government
money and is not therefore desirable unless it is reasonably likely to prove
advantageous in regard to price.

Preparation of Indent

At theend of each financial year, each department should realistically assess
its requirements of storesand equipments required during the next financial
year and prepare alist of the articlesrequired. Thelist may be prepared on
the basis of the consumption during the previous 3 or 5 years and with
referenceto factors, if any, which justify an increase or decrease compared
withtheaverage. Thelistsfor each year should also be based on the budget
estimate for the next year and should be prepared duly allowing for the
carrying over of stock for at least one quarter of the succeeding year. As
soon as the list is prepared the required sanction of Government or other
competent authority should be obtained for the purchase. Particular care
should be taken to ensure that orders are placed only for quantities which
will be utilised within areasonabletime.

*Note:— [Deleted]
Administrative Sanction

It is the duty of each purchasing officer to see that funds are available for
meeting the expenditure in respect of purchase of stores and administrative
sanction is secured before proceeding to make purchases.

(if) Heads of Departments and other officers empowered in this behalf are

competent to accord administrative sanction for all purchases upto the limit
of financial powersvestedinthem. For purchasesinvolving higher amounts
the sanction of Government is necessary.

*Deletion C.S.N0.2/03[GO.(P) No. 102/03/Fin., Dated 15/02/2003] w.e.f 27.01.2000.

131



CHAPTERVI] THE KERALA FINANCIAL CODE VOL | [ARTS. 124-125

(iif) Heads of Departments are themselves competent to accord administrative
sanction for recurring supplies required for the normal running of their
Departments for which funds are provided in the Budget.Heads of
Departments are empowered to accord administrative sanction for purchases
of other itemsupto **10,000 at atime. But this shall not enable them to
purchase luxury articleslikerefrigerators, radios, photographic equipments,
microscopes, generators, audio-visual equipments, motor cyclesand scooters.

(iv) Administrative sanction for a project in which the component items and
their cost arelisted out in detail will betaken asequivalent to administrative
sanction for the purchase of such components.

(v) Whileissuing or recording administrative sanctions, mention should not be
made of makes, specifications, rate contracts and such other detailsrelating
to the stores, the purchase of which is administratively sanctioned.

Pur chase Sanction

125.(1)  All purchase proposals which do not fall within the powers of the Head of
Department will be considered by the appropriate Departmental Purchase
Committee. Thefactual accuracy of the materials placed beforethe Committee
and the observance of the Rules in undertaking the various steps before,
bringing the proposal s before the Committee will be the sole responsibility
of the Head of the Department.

(if)  Whilesubmitting recommendationsto the Government for apurchase sanction,
the Heads of Departments or other purchasing officers should furnish a
certificatein thefollowing form:—

“Certified that the purchase of the goods proposed in this report has been
administratively sanctioned by competent authority (here mention the
sanctioning authority with the Order No. and date) and that fundsare available
to meet the expenditure during the current financial year”.

** Substitution C.S.N0.1/83[G.O.(P) No. 50/83/Fin., Dated 21/1/1983]
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Tender System

126. (a) A Purchasing Officer should obtain storesby calling for tendersin all cases
except thefollowing:—

(i)  Purchaseof uniformfor nursing sistersin all the hospitalsin the State.

(if)  Purchase of books and periodicalsin all departments involving less
than 1,000* at atime.

Note:— For purchase of books and periodicals for any amount above
1,000* simple quotations from leading book houses and book
dealers may be called for and orders placed on the basis of those
competitive quotations. Written undertaking should be obtained
from the selected firms to the effect that they shall supply the
books and periodicals ordered; in timeand in satisfactory condition.

(iif)  Petty purchases of lessthan 500* at atime.

Note:— The Director of State Water Transport Department is
authorised to arrange petty purchase of storesupto 1,000* at
atime.

(iv) Purchase from Government sources subject to the conditions laid
downinArticle127.

(v) Specia purchase in which any other procedure is approved by
Government [ See also (b) and Article 142 below].

(vi) Controlled storesfrom controlled stocks.

(vii) Purchases of articles covered by rate or running contracts settled by
the Director-General of Supplies and Disposals, New Delhi or the
Stores Purchase Department, Trivandrum by operating such contracts.

*Substitution C.S.N0.3/84[G.O.(P) No. 671/84/Fin., Dated 17/11/1984]
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Quotations may be invited if the estimated value of the storesis below

10,000. Copies of Quotation Notice regarding the general conditions of
the supply, specification of article, etc., should be supplied to all the
firms to whom the enquiries were/are sent. A specimen form of Quotation
NoticeisgiveninAnnexurel. Itisnot obligatory to publish Quotation Notices
inthe Gazette. Short Quotation Noticesasin Annexure |1 may, however, be
published in the newspapers if considered necessary.

(b) Tendersshould be invited, if the estimated value of the storesto be purchased
is 10,000 or above. Tenders should be obtained:—

|. By advertisement (Open Tender).
Il. Bydirectinvitationto limited number of firms (Limited Tender).
I11. By invitation to onefirm only (Single Tender or private purchase).

I. Open Tender.—(a) Theopentender systemi.e., invitation to tender by public
advertisement, should be used asageneral rule and must be adopted, subject
to the exceptionsmentioned in paragraphs under ‘ Limited Tender’ and ‘ Single
Tender’, whenever the estimated value of the contract is 10,000 or more.
In al cases of open tender, it is essential that wide publicity is given to the
tender notification. Short tender notices asin Appendix V of the Stores
Purchase Manual should be published in the Stores Purchase sheet of the
KeradlaGazette. If the nature of the articlesrequired is such that better results
can be obtained by advertisement, short tender notices may a so be published
in one or more leading regional language news papersand alsoinone or two
issues of a leading English newspaper published in India having wide
circulation in the areafrom where the supplies are normally obtained.

(b) For stores which are obtainable purely from Kerala e.g., charcoal,
firewood, etc., publicity may be given by advertisement in the
regional language dailies even if the value isless than 10,000.
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©

(d)

(€

®)

(9)

In the case of purchases of heavy machinery, imported goods and other
storeswhich cannot be obtai ned without wide publicity at All Indialevel,
thetender notices may be published in additiontotheir publicationinthe
Government Gazette, in the Indian Trade Journal, published weekly
from Calcuttaby the Director-General of Intelligence and Statistics.

In addition to the publication, the short tender notices should be sent
to all registered firmsin the line and also to other reputed dealers.

For the purpose of notifying dealersand contractorsalist of approved
firms, both Indian and Foreign of known reliability should be maintained
in the office of every purchasing officer. Thelist should be prepared
commodity-war on the basis of thelist of registered firms maintained
by Government in the Stores Purchase Department. The list will be
examined and revised periodically. Applicationsfrom firmsreceived
by the several Departments for inclusion in the approved lists should
beforwarded by them to the Stores Purchase Department. Thereisno
objection to sending enquiries to firms outside the approved list.

Thereareitemsfor whichtherearenolistsof registered firmsin the Stores
Purchase Department, e.g., bottles, earthenwarejars, Ayurvedamedicines,
food materids, etc. Insuch caseswhentendersareinvited the Purchasing
Departmentsshould seethat noticesare sent direct toall known suppliers,
particularly to reputed manufacturers and stockists and any others who
might ask to be intimated especially when such notices are published
only in the Gazette and not in newspapers.

The Heads of Departments and Offices may make arrangements with the
Superintendent, Government Presses to get printed sufficient number of
gpare copies of Tender Forms asin Annexure VI containing details of
specifications, conditions of supply etc., to be supplied to the indenting
purchasers. To facilitate matters, particulars regarding the quality are
quiteessential. TheHeadsof Departmentswill incorporate specifications
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regarding quality also in addition to quantity wherever possible in the
tender forms and short tender/quotation notices. The Superintendent of
Government Presseswill print and supply the spare copies of the tender
formsto the Officers concerned within 8 to 10 days of requisition from
the Heads of Departments.

II. Limited Tender—Thelimited tender system may be adopted whenever the
estimated value of the order to be given in lessthan 10,000.

The limited tender system may also be adopted instead of the open tender
system even when the estimated value of the stores to be purchased is
above 10,000 in the following cases.—

(i)

(i)

When there are sufficient reasons for holding that it is not in the public
interest to call for tenders by advertisement; in every such case the
purchasing officer must record the reasons and communi cate them to the
Accountant-General, confidentialy if necessary.

When the purchasing officer is satisfied that there is serious risk or
inconvenience or loss to the public service by arranging the purchase by
the open tender system or when the article are urgently required; in every
such case the purchasing officer must place on record the nature of the
urgency and the reasons why a deviation from the general rule has been
rendered necessary.

I1l. Sngle Tender—(a) The single tender system may be adopted: —

@)

inthe case of asmall order when the articlesrequired are of aproprietory
character and competition is not expected to be advantageous. For this
purpose a small order means an order of the value of which does not
exceed* 250 or, if morethan onekind of articleisordered at onetimethe
total value of which does not exceed * 500.

* Substitution C.S.N0.3/84[G.O.(P) No. 671/84/Fin., Dated 17/11/1984]
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(i)  whenowingtothe greater promptitude of supply by particular agencies
of the special manufacture of somearticlesby certain firms, substantial
economy can be effected by deviating from the tender system, officers
may purchase direct such articlesfrom the firms or agenciesconcerned.

(b) When the billsfor apurchase made under * Single Tender’ is sent for audit,
the drawing officer should record astatement explaining briefly the necessity
for deviating from the open tender system.

Pur chase from Gover nment Sour ces

127.(a) (i) Productsmanufactured by State Government Departmentsand State Public
Sector Industries and I nstitutions will be purchased from them, exclusively,
without tendersfor the first five years after they have gone into production,
thepricesbeing fixed by negatiation. Prior to such negotiation, thepurchasing
authority should ascertain the normal market pricesby enquiry from aslarge
anumber of suppliersaspossible. If the pricerequired by the State Government
Departmental Unit/State Public Sector Industry/Ingtitutionisover 25% above
the normal market prices, the price is to be reviewed and decided by
Government.

(if) Inthe case of products of State Government Departmental Units/State
Public Sector Industries and I nstitutions which have been in production
for more than five years, tenders should be invited as laid down in this
Code and purchase should be finalised giving the concerned State
Government Departmental Unit/State Public Sector Industry/ Institution,
aprice preference of 10 per cent as against firms manufacturing outside
the State and 5 per cent as against firms manufacturing within the State.

(iii) In giving the price preference as mentioned above, the prices for
comparison, should be taken exclusive of sales-tax.

(b)(i) A list of Government Institutions/State Public Sector Industries/State
Government Department Unitswhich manufacture and supply storesisgiven
inAnnexurelll.
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(i)

(iii)

128. (i)

*(i)

(iii)

In respect of purchases to be made from institutions, etc. listed in
Annexurelll al purchasing officers should see that only those items
are purchased which are normally manufactured by them. In the case
of Small Scale Industrial Unitsunder the Kerala State Small Industries
Corporation, in order to show that a particular item is normally
manufactured by a particular unit, such unit should produce acertificate
to that effect from the Managing Director, K erala State Small Industries
Corporation, Trivandrum.

As regards direct purchase without calling for tenders or purchases on
price preference from Public Sector Units of the Government of Indiathe
ordersissued by the Government from timeto timein respect of Individual
unitswill befollowed.

Purchase of Furniture

Heads of Departments and Officers should seethat the furniture required for
the officesand theinstitutions under their control is made of superior wood
only, such asteak, jackwood and blackwood.

Officersauthorised to makelocal purchase of furniture may obtain

Administrative and purchase sanction of Government for the purchase of
furniture even from Government Sources.”.

#Provided that purchase sanction fom Government will not be necessary for
the local purchase of furniture up to 2 lakh by the Heads of Group |
Departments and up to 1 lakh by heads of other Departments.

Competitive quotations/tenders should beinvited from the firms approved
by the Stores Purchase Department in respect of the purchase of quality
furniture and similar items required for use in the Secretariat, Tourism

* Subgtitution C.S.N0.2/2003 [G.O.(P) N0.102/03/Fin., Dated15/2/2003] w.e.f. 27/1/2000
#Insertion C.S.N0.1/2015[GO.(P) No.325/15/Fin., Dated01/08/2015] w.e.f. 05/10/2013
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129.

Department, Traveller's Bungalows and Rest Houses. After receipt of
tenders/quotations in deciding on placement of supply orders the PW.D.
Engineering Workshop, Chackai, Thiruvananthapuram and the Government
Wood Workshop, Kozhikkode should be given price preference as per
Articlel28 subject only to consideration of quality.

Ascertainment of Surplus Stores

Before orders are placed with private firms, the surplus stock or articles, if any,
available with other Departments of the Government should first be utilised,
irrespective of the cost at which it is available. The following instructions
should be observed in regard to the utilisation of the surplus stores in the
Departments of the Government;—

(a) Each Head of a Department should circulate from time to time lists of all

(b)

(©)

usable stores found surplus to the requirements of his Department to
other Heads of Departments as soon as the surpluses are noticed.

Every Head of Department should see from the list received by him
under instruction (&) above whether he can utilise the stores available
with the other Departments before he places, or allowed his
subordinates to place orders for the purchase of such stores in the
open market, or submit proposal sto the Government for such purchases.
Even in cases where no list has been received by him covering the
particular articles required by him, he should make enquiries of the
Heads of Departments with whom such stores may be available
ordinarily.

When proposals are submitted to Government or any authority
authorised by Government for according sanction to the purchase
of any stores it should invariably be stated whether action was
taken with reference to instruction (b) above and if so, with what
result.
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130.

Form of Tenders

Every Officer who proposesto purchase material s by the open tender system
should obtain tendersin a prescribed form issued by him or on commercial
|etter papers of the tendering firms. For all purchasesinvolving 10,000 or
more, tender forms should ordinarily be prescribed and issued by the
purchasing officer at prices according to the scal e approved by Government.

Note:—The United Kingdom Trades Commissioner in Indiashould be supplied
with one copy each of the tender forms as are required by him, free of
cost by all the purchasing departments who invite tenders for the
purchase of stores.

The priced tender forms should contain the general conditions of tender and
alist of materialsto be supplied and should be got printed in book form. The
general conditions of tender are contained in Annexure V1.

The following scales of prices (exclusive of Sales-tax) are prescribed by
Government for tender formsto beissued by Government Departments.

(a) Ordinary tendersinvolving supply of stores.

Estimated cost of materialsfor which Cost of tender forms
tendersareinvited

Original copy each Duplicate copy each

P. P.

10,000 to 25,000 3.00 0.50
Above 25,000 to 50,000 5.00 100
“ 50,000to 1lakh 10.00 2.00
“ 1lakhto5lakhs 20.00 2.00
“  5lakhsto 15 lakhs 25.00 2.00
“ 15lakhs 50.00 5.00

140



CHAPTERVI] STORES [ART. 130

(b) Special tender swithdrawingetc., and involving erection of plant and machinery.

(©

(d)

()

Original per cent Duplicate per cent
1lakh to 5 lakhs 5 5
Above 5 lakhsto 15 lakhs 0 5
Above 15 lakhs 60 7

General conditions of contract for Plant, Machinery and Manufactured
Equipments usually supplied with special tenders. 2 per extra copy.

In the case of tenders for supply and erection involving morethan 50
lakhs the cost is to be fixed at 100 for original copy and 10 for
duplicate copies. Duplicate sets of drawings alone in such cases are to
be separately charged at 10 per set.

Ordinarily duplicate copies of tender forms should beissued only to firmsor
individualswho have purchased the original copy. But in the case of special
tenders duplicate can beissued to applicantsfor reference even if they have
not purchased the original copy. But in such cases care should be taken to
see that the tenders are submitted only in original copies.

The cost of tender forms may be accepted in cash or by money order only.
Postal orders, postal stamps, bank drafts or bank cheques should not be
accepted. No forms should be sent by V.PP. or in advance.

In certain special cases of purchases involving less than 10,000 priced
tender forms may be preferred depending upon the nature of the stores, e.g.,
charcoal, firewood etc.

(@) Incertain other cases even though the amount involved is more than
10,000, priced tender forms may not be desirable, e.g., fuel oil, motor
vehicles, etc.
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131.

(b) Inall casesof rates/running contracts priced tender forms are essential
irrespective of the amount involved unless otherwise decided by
Government (SeealsoArticle 141).

(c) Freetenders(or quotations) may beinvitedinall casesof limited tender or
singletender system. In such cases, the tendering firms can submit their
tendersintheir own commercial letter papers.

Invitation of Tenders

Whenever tenders areinvited, the procedurein thefollowing rules should be
followed. This procedure will apply to all Departments except those for
which special rules have been laid down in their Codes or Manuals.

(a) Beforeinviting tenders, every officer should estimate his requirements for

the year as far as he can foresee and regulate the time of his purchases
according to the state of market and stock position of stores of his
Department (vide Article 123). A phased programme may be drawn up for
inviting the tenders so that there is no rush of tenders at any time and
priority isgiven to articleswhich arein urgent need.

(i) Tenders can beinvited even during the previous financial year for
normal and recurring supplies likely to be required by various
Departmentsin the succeeding year. But actual financial commitment
should be entered into only after the Budget is passed by the
Legislature.

(i) Inthe case of requirement in bulk or costly machinery for which
competitive quotations can be obtained for forward delivery, tenders
should be invited well in advance of the requirements so that stock
purchases at prohibitive prices are avoided.

(ii1) Rush purchases towards the end of the financial year should be
avoided. Expenditure which might otherwise be postponed should
not be incurred in the last month of the financial year solely with a
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view to prevent lapses of the budget grants. Such rush purchases
have an undesirable effect in that the strict observance of the rules
regarding invitation of the tenders, proper scrutiny of offers etc.,
are rendered impossible at  such high pressure. Hasty purchases
cannot but lead to waste, confusion and delay.

(b) The articles should properly be classified under different trade groups
according to the approved classification. (See Annexure IV to this
Chapter). Tenders should then be invited separately for each group.

(i) Thetendersshould not be made unwieldy by including too many items

(i)

(iii)

of different kinds of materialsin the sasmetender. Where purchasesare
large one tender notice should normally contain only onekind or class
of articles.

Requirements should be correctly estimated. After inviting tenders the
quantity should not bevaried materially. 1tiswrong economy to purchase
bulk quantities at retail prices.

Indentsof the different institutions or sections under the same Head
of Department should be classified and bulked into asinglelist. They
need not be shown separately in the tender list or schedule.

Example:— Laboratory glassware is required for the Physics, Chemistry,

Botany and Zoology Laboratories of a College. Each of these
Departments should not invite tenders separately, not should the
Principal invite tenders separately for each Department. On the other
hand the requirements of all the four Departments should be properly
classified and bulked. If, for example, each of the four Departments
require 2 beakers with spout 500 c.c. the quantity should be mentioned
as 8 numbers and this should occur only at one place in the tender
notice.
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(iv) Thenames of stores should be arranged in aclear intelligible manner.
Alphabetical arrangement isdesirable. Eachitem should be given correct
and adequate specifications. Mere reference to a catalogue numbers
and mention of patent/brand names should be avoided. For example,
“Frigidaire” should not be mentioned where the requirement is a
refrigerator.

(c) Therequirements of the same or similar materials should be consolidated and
tenders invited in order to secure the advantage of comptitive prices for bulk
supply. Tenders should not be invited by the same Department for the same
classof materialssevera timesduring the sasmeyear. Apart from losing the
advantage of bulk purchases, piecemeal purchases result in avoidable work
and delay.

(d) Tender specifications should be carefully and correctly drawn up so that thereis
no ambiguity about the correct type, size, packing etc., of materials required.
There should be no room for changes in specifications after inviting tenders.

(e) (i) Intending Departments should endeavour to adopt the Indian Standard
Specifications wherever available, and where such specifications have
not been laid down, should consistent with the requirements of safety,
security and end use of the stores, permit relaxation of standards having
regard to technical limitations in indigenous production.

(if)  Inrespect of articles purchased by Government, other things being equal,
preference will be given to goods bearing Indian Standards Institution
certification mark.

(iif)  Copiesof tender noticesissued by the Purchasing Officerswill be sent
to the Indian Standards Institution for information.

(f) (i) Comprehensivespecificationsof plant, machinery and speciaised equipment
should be given with theterms* or similar” added wherever possible.
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(9)

(h)

(i)

(i)  Wherethereislack of experience of any particular type of equipment and
full specifications cannot be furnished, preliminary enquiries should be
madeinthe firstinstance and the offers got examined by the technical
experts who should then draw up comprehensive specifications for
inviting the formal tender.

(iii) Tenderersshould bealowed to quotefor al theitemsincludedin atender or
apart thereof. They should also be allowed to make suitable aternative
offers.

A Purchasing Officer who invites tenders for the supply of stores may
exercise full discretion regarding the place of delivery to be specified in
the invitation of tender. The conditions should asfar as possible be such as
to give al tenderers equal opportunities of tendering at their lowest rates.
He may stipulate for delivery c.i.f. or f.o.r. at an Indian Port or f.o.r. at the
place of despatch in India or f.o.r. destination or for free delivery at the
receiving stores/office. When tenders are invited for the supply of plant
and equipments and the successful tenderersisto erect the plant at site, the
appropriate conditionsin regard to delivery at site should beincluded in the
invitation of tender or in the general specifications.

Save as provided in Article 148(b) al articlesrequired for use in the public
service shall be purchased on the condition that delivery shall be madein
Indiafor paymentsin Rupeesin India. Except in special cases, full payment
should not be made for any stores against shipping or railway documents,
and payment should be compl eted only after the Receiving Officer hastaken
delivery of stores and found them to be satisfactory in every respect.

Inall casesof invitation of tenders, care should betaken to seethat sufficient time
is allowed to the tenderers to submit their tenders. In fixing the date for the
receipt of tenders, the purchasing Officer should take into account the time
required for publicity, for thereceipt of thetender formsby thetenderers and the
preparation and despatch of the tenders. He may exercise his discretion about
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0

(k)

thelast date for the receipt of tenders keeping in mind the nature and supply
position of the articles required to be purchased.

Thefollowing minimaare suggested:-

(i) Forordinary storeswhich can be procured from theIndian market—One
month.

(i) For machinery and plant which have necessarily to beimported—Two
months.

(iif) For heavy equipments involving foreign manufacture of plant and
machinery, their import and erection—T hree months.

The invitation should also specify a period of firmness during which the
tenderers are to keep their rates firm. The time fixed for firmness of offers
should be enough to cover the normal delay expected in placing supply
orders after going through all the formalities. It is necessary that regard
should be had to the fluctuating nature of the marketsin fixing these periods.
Long periods of firmness such as 6 or 8 months should be avoided. The
following periodsof firmness may generally be prescribed:—

(i)  All ordinary items of stores—Two months.

(if)  Important tenders involving manufacture, supply and erection such as
heavy electrical  plants, machinery stedl structures etc. —Three months.

(ili)  For storeswhich are in short supply in the country and the prices of
which are subject to violent fluctuations, a maximum period of one
month or evenlessmay befixed. A week or two isbetter.

(iv) Itisimportant that in all cases decision regarding the selection of
offers are taken promptly and acceptances communicated to, or
supply orders placed with the selected firms before the period of
firmness expires.
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In all cases, tenders should be obtained in sealed envelopes. In specia cases
tendersin duplicatemay becalled for or evenintriplicate. Thetender invitation
shouldincludethegenera conditionsof tender, and alist of the materia srequired,
eachitem carrying full specificationsand special conditions, if any. Thetenderers
should be asked to superscribe on the envelopes containing the tenders the
name and number of tender as well as their own name. The advertisement
should specify the price of tender forms and state the place where, the date on
which and the time when the tenders are to be submitted, and will be opened.
The tenderers or their representatives may be invited to be present at that time
to scrutinise the severa compstitive tenders received.

(m) Tenders shall be invited in India and when considered desirable also from

abroad for the supply of articlesin order to obtain adequate publicity and to
ensurethat the purchaseis madeto the best advantage. These considerations
apply mainly to the categories of stores which have usually been obtained
in the past by import.

(n) Theservice of the Central Purchase Organisation (Director General of Supplies

132.

and Disposals, New Delhi, thel.S.D., London and thel.S.M., Washington) may
be utilised to the extent necessary. Therulesfor utilising the service of Central
Purchase Organi sation are contained in Annexure V.

Earnest M oney Deposit

A cash deposit as earnest money should ordinarily betaken for every tender
involving 10,000 or more and for special tenders the amount being 1 per
cent (rounded to the nearest rupee) of the total cost of the articles tendered
for. Thisissubject toaminimum of 30, if 1 per cent of the amount of the
tender fallsbelow 30.

In certain special cases, alump sum earnest money may be prescribed with
reference to the nature of articles required and to the extent of possible
competition.
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Note:—No earnest money or security deposit is necessary in respect of
supplies from Government I nstitutions/State Public Sector Industries/
State Government Departmental units.

(@) Heads of Departments may by general or special orders dispense with
earnest money depositsin the case of firms of established repute.

(b)  Government or any authority authorised by Government may by genera
or special orders exempt any firm of repute and standing from furnishing
earnest money.

(c) Firmswhose names are on the Register of approved suppliers kept by
the Stores Purchase Department and who areregistered with the Director
Genera of Supplies and disposals, New Delhi are exempted from
furnishing earnest money for tenders in respect of stores for which
they haveregistered as suppliers of stores. But thisexemptionwill not
be given in the case of tenders for rate/running contracts.

(d) Small Scale Industries and Cottage Industries and Industrial Co-
operatives within the State which are certified as such by the Director
of Industries and Commerce or by the Regional Joint Directors of
Industries and Commerce are exempted from furnishing earnest
money depositsin support of tenders submitted by them to Government
Departments.

(e) Firms, who produceaBank guaranteein the prescribed form (Appendix
10 to the Stores Purchase Manual) for 10,000 as permanent earnest
money to the Stores Purchase Department, need not furnish earnest
money for individual tendersinvited by Government Departments.

(f) Government Institutions/State Public Sector Industries which
manufacture and supply stores are exempted from furnishing earnest
money for tenders.
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Earnest money may be accepted either in cash or crossed Bank Drafts or
Treasury Savings Bank Deposits or Government Promissory Notes* or Bank
guarantee. Thetenderersshould be specially instructed in the advertisement
not to enclose in the envelope any Earnest Money in cash, but only in
crossed drafts. Fixed deposit inthe State Bank of Travancore, inthe name of
the Purchasing Officer or inthe name of the depositor with due endorsement
thereon to the Purchasing Officer may also be accepted provided the period
is not less than six months.

In the case of firms doing business within the State, cash remittance of
earnest money should be made into any of the Government Treasuries and
the receipted chalan produced with the tender.

Receipt and Opening of Tenders

133. (a) AregisterinForm No.15 should be maintainedto show the details of the
tenders invited; the names of tenderers, the date of receipt, date of
opening, etc., of tenders and quotations. The tenders received should be
serially numbered and entered in this register and then kept under lock
and key by the Head of office until taken out on the opening date. Late
tenders should also be entered in the Register and the reason for their
inclusion or exclusion recorded in the remarks column.

(b) Thetenders should be opened (in the presence of any of the tenderers who
may be present) by the Head of Officeor by other Responsible Officer but not
by subordinates. The tenders should be taken out from lock and key by the
Officer opening the tender at the appointed hour only. They should be
opened in the same order in which they have been received. Each tender/
quotation opened should be serially numbered and initialled by the Officer
with date and time. The names of the representatives of tenderers present
should be entered in the appropriate column of the Restgister referred to
above.

* Addition C.S.N0.5/85 [G.O.(P) No. 470/85/Fin., Dated 23/8/1985]
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(c) Theenvelopesinwhich tenders are received should be prescribed along
with the tenders for the purpose of record. The file of tenders and the
envelopes with the orders of the purchasing officer or of Government
accepting one or more tenders should be carefully preserved for fiveyears
at the least.

Entertainment of Tenders

134.(a) Tenderswhich areinthe prescribed form (when formsare prescribed) and are
accompanied by the requisite earnest money (if earnest money is prescribed)
shall beincluded for consideration provided they have been received before
thetime prescribed for their recei pt. Tendersshall be excludedin thefollowing
cases.—

(i)  When the tenders are not in the prescribed form (where forms are
prescribed).

(i) When thetender is not accompanied by requisite earnest money (where
earnest money is prescribed).

(ili)  When the tender is not signed by the tenderer.
(iv)  Whenthetender isfrom ablack-listed firm or abanned firm.
(v)  Whenthetender isreceived late.

(1) Onno account tendersreceived after the timefixed for the opening
of the tenders shall be considered.

(2) Tenders received by post after the date and time fixed for their
receipt, but before the time fixed for the opening of the tenders
shall alsobe considered, provided theofficer concerned issatisfied
that the delay occurred in postal transit.

Telegraphic tenders, if received in time, may be included for consideration,
provided they arefollowed by confirmation and detailed tender with requisite

(0]
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earnest money, etc., within two days of the opening and also provided that
such detailed tenders are posted before the opening date.

No tender may be rejected for quoting for a part only, unlessit is otherwise
demanded in the tender notice.

135.(2) (i)

Acceptanceof Tenders

In selecting the tender/tenders to be accepted the financial status and
previous performance, if any, of the tenderers should be taken into
consideration in addition to all other relevant factors.

Note:— When atender which appears to be satisfactory isreceived from

(i)

(iii)

(iv)

v)

an unknown firm, steps should be taken before any order is placed to
ascertain whether thefirmis capable of executing the contract in aproper
manner. If theresult of enquiry proves satisfactory the order or aportion
of it may beplaced withthefirm. If any firmisto beignored on grounds of
unsatisfactory, performancein respect of aprevious contract, thedecision
should be taken by Government.

The varioustenders should be compared in respect of price, quality, terms
of ddlivery, termsof payment, etc., other conditionsbeing equal thelowest
tender should be accepted; and in cases where the lowest tender is not
accepted the reasonstherefor should berecorded [seea so item (v) below].

When there are two or more offers for an article at the same rate and
governed by similar conditions, the contract may be divided equally
among thetenderers provided they are all well-known. Otherwise, the
previous contractor whose performance was satisfactory should be
preferred.

In selecting offers the cheapness, etc., of each individua item should be
taken into account.

In accepting tenders as above, producers and manufacturers in Kerala
should be given preference. Government Purchase Policy generdly permits
apricepreference upto 15 per cent or even upto 25 percent or even higher
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(vi)

in specia cases, for indigenous products over imported stores. The
following price preference may bealowed for productsof priveteindustries
within the State over the products made outside the State:-

(&) Fifteen per cent for industries, in which Government have taken
shares.

(b)  Ten per cent for other industries.

(c)  Fifteen per cent of Industries of Charitable Institution registered
under the Travancore-Cochin Literary, Scientific and Charitable
SocietiesRegistration Act X1 of 1955, within thedistrict of their
location.

Note:— These price preferences are subject to aceiling of 25 per cent
over imported goods. Asfar aspossible purchaseswill be madelocally
unlessthe pricesare substantially higher and the quality unsatisfactory.
The choice will, however, be subject to the price preference limits
indicated above.

When the conditions regarding quality, price, terms of delivery, terms
of payment, etc., are equal, preference in making purchases should be
giveninthefollowing order:-

Firstly:—to articleswhich are produced in Keral;

Secondly:—to articles which are produced in Indiain the form of raw
materialsor are manufacturedin Indiafrom materialsproducedin Indig;

Thirdly:—to articles wholly or partially manufactured in India from
imported materials,;

Fourthly:—to articles of foreign manufacture held in stock in India;

Fifthly:—to articles manufactured abroad, which need to be specially
imported.

Note:— With the view to applying the principles of preference given
above, a purchasing officer who invites tenders for supplying stores
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136.

137.

should instruct the tenderers to furnish information as to the country
of origin in the case of raw material, and as to both the country of
manufacture and the country of origin of the materials used for a
manufactured article.

(vii) Asfar as possible firm price offers should be preferred to offers
providing for variation. Price variation conditions need be accepted
only in very special cases and in unavoidable circumstances. In
the case of articleswhich are usually subject to price variation the
standard price variation clause given to Annexure VIl should be
included in the tender noticeitself.

(2) Theacceptance or rejection of atender isamatter entirely within the discretion

of the officer responsiblefor the purchase of the material, but asuperior authority
or theAccountant-General may requirehimto justify themanner inwhich hehas
used his discretion and give his reasons for rejecting any tender. No tenderer
has any right to be told the reasons for rgecting his tender, and reasons for
rejection should not be communicated to any tenderer.

No Government servant shall deal with atender in which he or any of his
relations has any pecuniary or other interest. If any such cases comes
before himin the course of hisofficial duties, he should refrain from dealing
with the case and should submit the case to the next higher authority for
passing orders, indicating at the same time that he is not dealing with the
case because of the interest. The relationship for the purpose of this rule
will beasspecified in section 6 of the Indian CompaniesAct, 1956 (extract
givenasAppendix XXI1I to the Stores Purchase Manual). If any violation of
thisruleisdetected it will be dealt with severely.

When owing to inadequate publicity or some other reason no satisfactory
tender is received in response to an invitation to tender, fresh tenders
should beinvited and the invitation to tender should be specially brought to
the notice of all possible tenderers. If considered desirable the services of
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the Director General of Supplies and Disposals, New Delhi may be
requisitioned.

138.  When the total cost of the articles to be purchased at atime is beyond the
financial powers of the purchasing officer he should forward the tenders
received and other relevant records together with his recommendations to
the higher authorities or Government, as the case may be, for orders.

Communication of Acceptance

139. (a) Saveasprovidedin sub-paragraphs(d) to (f) below, when atender hasbeen
once accepted finally such acceptance shall be communicated to the
successful tenderer in the most expeditious manner and in any case before
the period of firmness expires, if such period of firmness exists. A formal
supply order should also be placed with the successful tenderer
simultaneously. The supply order should furnish the description, quantity
and price of the articles to be supplied. It should also prescribe the terms of
delivery and the terms of payment. Clear despatch instructions should also
be given to the supplying firm.

(b) Incaseswhererailway freight isto be borne by Government, the stores should
be got down by goodstrain. In exceptiona cases, transport by passenger train,
lorry transport or by post may be resorted to, but the purchasing officer should
record the reasons for adopting such a course.

Copiesof the supply orders should be forwarded to the Accountant- General, to
the officer who actually receivesthe stores and to the Sales-tax and Income-tax
authorities. A standard form of supply order isgivenin AnnexureV1I1

#* * * * * *

(d) When the supply of storesis subject to the condition that the Department
should produce Import License, formal supply order should be placed only
after receipt of thelicense.

# Deletion & renumbering C.S.N0.5/85[G.O.(P) No. 470/85/Fin., Dated 23-8-1985]
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140. (i) (3)

(b)

(©)

(d)

Security and Agreement

The Purchasing Officer should arrange to take a security from the
successful tenderer for the due fulfillment of the contract equivalent to
5 per cent of the total value of the contract (rounded to the nearest
rupee) subject to a minimum of 30 in case of 5 per cent value of
contract fallsbelow 30. All purchases costing below 1000 will be
exempted from the requirements of security deposit and written
agreement subject to the condition that in such cases prices should be
agreed uponinwriting asprovided in Article 51 and that payment will
be made only after supplies are received, verified and taken to stock.
The security may also be taken in Bank guarantees from Scheduled
Banks (Annexure | X) and in any of theforms mentioned under Article
288. The personal securities of two persons of known probity and
substance may also be accepted in exceptional cases, when there are
special reasons for doing so.

The government or any authority authorised by Government may, when
desirable, exempt afirm of established reputefrom theobligetionto furnish
security in respect of all contracts or for a particular contract or class
of contracts made with any Department of Government.

No security should be demanded or taken from any Government
Institutions or any institutionslisted in AnnexureIl1, which supply
stores. This provision will apply in the matter of purchase of stores
from Government of India undertakings aswell.

Small scale Industries, cottage industries and industrial Co-operatives
within the state which have been registered as such with the Industries
Department (Department under the control of the Director of Industries
and Commerce) on furnishing proof of such registration are exempted
from furnishing security deposits against contractsfor supply of Stores
manufactured by them provided that an officer of and above the rank
of Deputy Director of Industries and Commerce having jurisdiction
over the area also certifies to the soundness and reliability of the
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(€)

(f)

(i)

(iii)

concerns to undertake the contracts #[In so far as Khadi and Village
Industries Co- operative Societieswithin the State are concerned these
powers will be exercised by the Secretary, Kerala Khadi and Village
Industries Board)].

[This amendment shall be deemed to have come into force with effect
from5-6-1975]

After acontract has been fulfilled and payment made, the security
deposit should be released or refunded to the contractor/Firm without
delay. Asarule, the security deposit should be released or returned to
the contractor within amaximum period of threemonthsof theexpiration
of the contract. In all cases where there is guarantee for the goods
supplied the security deposit will be released only after the expiry of
the guarantee period.

No fresh security deposit need be demanded from firms for extended
period of therate contracts originally concluded with them. The security
deposit obtained against the original rate contract may be considered
as security for the extended period of the rate contract. In all such
cases a supplemental agreement should be entered into with the rate
contract holder for the satisfactory fulfillment of the extended contract.
A standard form of supplemental agreement isgiveninAnnexure XII.

Inthe matter of purchase of storesby the State Government Departments,
Small Scale Industrial Units sponsored by the National Small Industries
Corporation Limited, New Delhi and in respect of which competency
certificatesareissued by the Corporation will be exempted from payment
of earnest money deposits and security deposits. Thiswill not, however,
apply inthematter of purchaseof Storesonrateor running contract basis.

In case the earnest money deposited by the successful contractor if any,
isless than the security deposit demanded the amount of earnest money
may be treated as part of security deposit and the balance amount may be

#Addition C.S.N0.7/75[GO.(P) No. 545/75/Fin., Dated 09/12/1975)]
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141.

caled for from the firm. In other cases, full amount of security deposit
should be called for from the firm. The earnest money submitted by all
unsuccessful tenderers should also be refunded simultaneously.

(iv)  An agreement should be entered into with the successful tenderer
embodying the conditions of the order and providing for the necessary
penal clauses for any breach of the conditions of the contract. A
standard form of agreement is given Annexure X. In the case of
purchases costing above 1000 the purchasing officer shall forward
a draft agreement to the firms along with the supply order directing
them that the consignments need be sent only after executing the
agreement. If any firm despatch the goods before execution of the
agreement, they should be held liable for the demurrage charges, if
any.

Note:— The agreements are liable to stamp duty but registration is
optional Standard forms of quotation notice, supply order, bank
guarantee and agreement are given in Annexures |, I1, VIII, IX, X
and XI.

Rateand Running Contracts

All stores of standard types other than those required in small quantities
only, which arein common and regular demand and the price of which are
not subject to appreciable market fluctuations may be purchased on the
basis of a Rate or Running contract, whichever is most suited to the
circumstances of each particular case.

Inthe case of articleswhich cannot be stocked conveniently inthe departmenta
store with safety and convenience, the system of running contracts should be
adopted. A running contract is a contract for the supply of an of approximate
quantity of stores at a specified price during acertain period .

Running contracts may be settled for the supply of articlesat intervalsduring a
wholeyear or apart thereof. Dietary articles, firewood, charcod, raw materials
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for Ayurvedic medicinesetc., come under thisgroup. In settling running contracts
all therulesrelating to the ordinary contracts like invitation of tenders, earnest
money etc., should be followed, and in addition, specia provision should be
made to safeguard Government interests and to ensure regular supplies. Itis
important that for al running contracts, tenders with earnest money should be
invited irrespective of the amount involved.

A rate contract is a contract for the supply of stores at specified rates
during the period covered by the contract. No quantities are usually
mentioned in the contract, and the contractor is bound to accept any
order which may be placed upon him at the rates specified within the
contract period. Asareciprocal consideration the Government undertakes
or order from the contractor all stores under the contract which arerequired
to be purchased subject to certain reservations for submitting prices to
competition and for deciding the contract between one or more
contractors. Rate contract should be settled for such articles as are
required frequently by many Departments during the course of an year
for which the quantity cannot be forecast. Rate contracts also may be
settled for one year or shorter definite period. Indenting Officers can draw
their requirements direct from the contractors as and when required. Steel
furniture, Steel cupboards and M.T. Batteries, Sewing Machines, etc., are
some of the items coming under this group.

Running contracts may be settled by Heads of Departments and Departmental
Purchase Committees, but rate contracts will be settled by the Stores Purchase
Department only.

The Director General of Supplies and Disposals, New Delhi is concluding
every year rate and/or running contract for anumber of articles. Purchasing
Officers can avail themselves of these contracts, wherever it is economical
and easier to do so. They should keep themselves conversant with the rules
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142.

143.

and procedure of the Director General of Supplies and Disposals Rate
Contracts. The Stores Purchase Department is also concluding every year
rate contract for a number of articles. In respect of purchases as per rate
contracts settled by the Director General of Suppliesand Disposals and the
State Government, purchase sanction from Government is not necessary,
even if the value of the purchase exceeds the purchase powers of the
Purchasing Officer provided that it is specified whileissuing administrative
sanction, that the purchase will be made as per Director General of Supplies
and Disposal §/State Rate Contracts. In such cases, the selection of the type
and make of the articles to be purchased will be made by the Purchasing
Officer. It isnot necessary to mention the name of the firm or description of
stores etc., in the administrative sanction issued for the purchase.

In the case of items for which rate/running contracts settled by the Stores
Purchase Department exist or a running contract settled by the Head of
Department exists, it is obligatory for Government Departments to avail
themselves of those contracts. The agreement form to be used in the case of
running/rate Contract is contained in Annexure XI.

Negotiated Contracts

When owing to greater promptitude of supply, by particular agencies of
special manufacture of some articles by certain firms, substantial economy
can be effected by deviating from the tender system, officers may, after
negotiation purchase direct such articles from the firms or agencies
concerned. This rule will apply only to patents and specialities to which
tender system cannot be applied with advantage (vide also Article 126).

Examination of contractsby theAccountant General

The Accountant General in the exercise of his audit functionswill examine
contracts settled by the departments and report to the Government the facts
of any case that cometo his notice, in which competitive tenders where not
invited though they should have been invited under the rules or a tender
other than the lowest was accepted without sufficient jurisdiction, or any
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144.

145. (i)

(if)

other materialsirregularity which has been committed in connection with a
contract.

I nsuranceof Gover nment Property

In the case of goodsimported from abroad, insurance charges are payable by
Government, when the purchase priceincludes cost, insurance and freight of the
goods asddlivered at any Port of Entry inthe State. Inf.o.b. or f.a.s. contracts
also insurance charges are payable by Government. In all cases of contracts
wherethesupplying firm does not undertakeinsurance at itscost, the purchasing
officer should arrangefor insurance himsdlf against risksintransitssuch asloss,
damage, etc.

Insurance is essential in the case of fragile goods, costly machinery,
equipments, delicate machines and instruments and such articles which
deteriorate or otherwise becomes useless in transit.

Claimsin respect of Imported Stores, lost or damaged

Purchasing Officers should seethat in the case of |oss or damage of imported
stores, claims are promptly made against the shippers, the landing and
clearing contractors of the supplies, according to circumstances or the
Marine Insurance Company. A loss will be chargeable against Marine
Insurance only when the responsibility for the loss or damage can not be
fixed onthe shippers, thelanding contractors or the suppliers and recoveries
should be made accordingly. In any case, loss or damage has to be reported
promptly to the authorities concerned.

The report of loss or damage should show the particulars contained in the
instructions in the packing account, namely description of stores, details of
numbers and, where necessary, sizes and quantities, and when articles are
missing thegrossweightsof packagesasreceived. Inall cases where  defects
noticed can berectified locally the probable cost of such local repairs shall
be specified. “Details of Recoveries’ aready effected or proposed to be
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(iii)

(iv)

146.

147.()

effected should also be mentioned. If no recovery has been made the fact
and reasons therefore should also be reported.

Marine Insurance does not cover risks after the movement when the stores
leave the ship's side, i.e., during landing, and it is therefore essential that
brittle stores such as stoneware pipes, R.C. pipes, glassware, etc., should be
landed at places of safety. Such stores should be landed at the ports only
whentherisk of breakageisat aminimum. Indenting Officersshould clearly
indicate in there indents whether any of the indented articles should be so
delivered.

Inal casesinwhich storesfrom foreign countries are purchased arrangements
shall be made to obtain three sets of documents. One set shall be caused to be
forwarded at the earliest possible date to receiving agents or clearing agentsiif
such agents are appointed; one set will be caused to be similarly sent to the
indenting officer and the third set to the Secretary, Stores Purchase Department
or the Head of the Department. On receipt of the shipping documents, the
indenting officer will issue necessary instructionsto the receiving agentsin the
matter of transmission of packages, etc., copiesof such correspondence being
simultaneously forwarded to the Secretary, Stores Purchase Department or
the Head of the Department.

Insuranceon Railwaysor Lorry Transport or I nland Water Transport

When thetermsof delivery accepted by the Purchasing Officer are ex-factory or
ex-godown or f.o.r./f.o.b. place of despatch, the charges for onward
transmission including freight and insurance have to be borne by Government.
Insurance of articlessupplied from sourcesinIndiaisoptional, butinall casesin
which damageislikely insuranceisadvisable.

Receipt and Verification of Stores

The Officer authorised to receive stores should himself verify the articles
received with reference to the approved samples, if any and take them to
stock soon after they arereceived. Any articleswhich isnot new, or which
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(if)

(iii)

(iv)

doesnot conform to standard specification or to approved samples or which
isdifferent from those ordered for or which is damaged or defectivein any
respect should not be accepted.

Storeswhich arrive by ship or railway or lorry or any other mode of transport
should be taken delivery of immediately after arrival to avoid demurrage etc.
Sanction of Government isnecessary to pay demurrage, subject to however, to
the powers del egated to the Purchasing Officers.

Any loss, shortage or damage of any defect noticed on checking stores
should be promptly brought to the notice of all concerned. Any claim for
loss, etc., should be preferred on the suppliers or transporting agents or
insurance company, as the case may be, immediately after the stocks are
received.

Heads of Departments can accept late supplies after recording the reasons
therefor upto two months after the prescribed date of delivery. For further
period, in the case of purchases costing below 5 lakhs, the orders of the
Secretary to Government of the concerned Department should be taken
and in the case of purchases costing above 5 lakhs, the proposals should
be sent to the concerned Departmental Purchase Committee. Director of
Printing and Stationery can accept late supplies upto 3 monthsin respect of
purchases for which he is competent to sanction. The Director of Health
Services can accept late supplies upto four months provided no loss on
account of such extension of timeisincurred by Government.

Payment for Stores

148.(a) (i) For storespurchased in India— Asagenera rule, payment for supplies

isnot permissible unless stores have been recieved, verified, and taken to
stock and provision for the observance of this rule should ordinarily be
madein all contracts for the supply of goods.

(i) Payment prior to verification of quantity and quality of material is

permissible only in very exceptional casesin which the operation of
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(iii)

(iv)

v)

the rule in the above paragraph might result in hard- ship, as for
example, when costly stores are ordered from a distant firm and
delay in payment is anticipated. In such cases a part of the cost of
the consignments (not exceeding 90 per cent) to adistant firm may
be paid in advance on receipt of the railway receipt for despatch or
bill of loading provided the firm or contractor is of well-known
standing and provided an agreement istaken before-hand, with the
contractor or firm to secure Government against all lossin the event
of materials being found short or defective on checking.

Inevery exceptional cases, payment upto thefull value against proof of
despatch may be made with the prior sanction of Government. * Heads
of the Departments may effect 100% payment in very exceptional cases,
if the amount involved islessthan 5,000 (Rupees five thousand
only) and the conditions mentioned in sub-rule (ii) above are satisfied.

The Officer who maintains the stock register must himself receive the

new stock. Whenever a new purchase has been sanctioned and the
bill for drawing the money required isready, it must be forwarded to
the officer entrusted with the maintenance of the stock register, who
should certify on the office copy of the bill that the new purchase in
guestion has been duly taken on to the stock account. In those rare
cases in which it is not possible to receive stock before payment is
made, e.g., when articles are received by rail or post and payment is
made against documents, the officer-in-charge of stock accounts should
verify the new stock or receipt and furnish a certificate of verification
which should be filed with the office copy of the bill concerned.

Payment should ordinarily be madeimmediately after the storesaretaken
to stock. In no case should the payment be delayed for more than thirty
daysfrom the date of receipt of stores. If inany case delay in payment is
anticipated, the officer who iscompetent to make payment should intimate
the supplier concerned the reasons for such delay.

* Addition C.S.N0.5/85[G.O.(P) No. 470/85/Fin., Dated 23/8/1985]
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(vi) Thefirmswill produce stamped pre-receipted invoicesin all cases where
payments (advance/final) for release of railway receipts/shipping
documents are made through Banks. In exceptional cases where the
stamped recel ptsof thefirmsare not received for the payments (in advance)
the unstamped receipt of the Bank (i.e. counterfoils of pay-in-dipsissued
by the Bank) alone may be accepted asavalid proof for the payment made.

Note:— It isimportant that payment of bills should be made as expeditiously
as possible after their presentation, as otherwise claims for interest
might arise ending in litigation. Such acontingency should be avoided.

(b)  Payment for foreign purchase.— (i) Payments should be madein Rupeesin
India. Paymentinany other currency and in any other country requires prior
sanction of Government.

(i)  Payment to firms abroad is arranged by the Accountant General through
the State Bank of Indiaor any other bank on production of invoices, etc.,
supported by the certificates of theinspection agents, if any. Theinvoice
received by the Purchasing Officer will betransmitted to the Accountant-
Generd after counter-signature by competent authority with the stock
certificates, and the head of debit noted thereon.

(iii)  Payment for suppliesarranged by the Accountant General through by
India Stores Department, London or the India Supply Mission,
Washington will be made in accordance with the terms of payment
agreed to by those bodies with the contractors. All such paymentswill
be arranged by the Accountant General.

(iv)  Inrespect of foreign ordersinwhich payment of aportion or full value
of the articles against shipping document or on arrival of the goods at
the port is stipulated in the contract, under proper authority, such
payments will be authorised by the Accountant General immediately
on receipt of information from the Purchasing Officer that the documents
have been received by the Bank from the suppliers or that the goods
have arrived at the port. The balance value, if any, will be arranged to
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be paid on receipt by the Accountant General on arequisition fromthe
Purchasing Officer with the necessary certificatesin theinvoice.

(v)  Inthe case of balance withheld in the first instance from the firm’s
invoices and which have to be authorised for payment after
verification of the materials by Departments, the officers concerned
should see that the materials are verified immediately on receipt
and that requisitionsto the Accountant General for the payment of
the balances withheld are issued not later than a month from the
date of receipt of the materials.

(vi)  Incasesinwhich thereis no agreement regarding payment in advance,
payment will bearranged only after the articleshavebeen actually received
and brought to account.

(vii)  Inthe case of advance payments to be made with order or during the
course of manufacture or before despatch of materials prior sanction
of Government is necessary.

(viii)  Since paymentsin any foreign currency require the sanction of
Government of India no Purchasing Officer should make any
commitments to pay in foreign currency before obtaining such
sanction.

(ix) Thefirmswill produce stamped pre-receipted invoicesin al caseswhere
payments (advance/final) for release of railway receipts/shipping
documents are made through Banks. In exceptional cases where the
stamped receipts of the firms are not received for payments (in advance)
the unstamped receipt of the bank (i.e., counterfoilsof pay-in-dipsissued
by the Bank) alone may be accepted asavalid proof for the payment made.

Sock Accounts

149.(1) Thehead of an office or any other officer who is entrusted with stores of any
kind should take special carein arranging for their safe custody. He should
also maintain suitable stock accounts or inventories for the storesin his
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)

*(3)

150.

custody with a view to preventing loss to the Government through theft,
fraud, negligence or accident, and to making it possible to check the actual
balance with the book balance and the expenditure on stores at any time. It
is important that each item of receipt and issue (or disposal) of stores should
be recorded concurrently asit occurs in the registers.

Theform of the stock account hasto be settled with referenceto the nature
of stores, the frequency of transactions and the special requirements of
each department. The same form of stock account would not be suitable
both for consumable articles such as dietary stores kept for usein ahospital
or jail and also for ordinary office furniture. Ordinarily each office should
keep its stock account or accounts in the form and according to the
instructions laid down in any general or special orders of the Government
which apply to the departments concerned or in the departmental manual,
codeor orders. If nosuchformsandinstructionsare available, or if they are
available but acompetent authority has held that they are defective, then the
stock accounts should be kept in accordance with theinstructionsinArticles
151 and 152 below.

In the case of departments (other than those rendering monthly compiled
accounts to the Accountant-General under the PW.D. system) where
consumables (other than items debited to office expenses) are purchased
and/or where non-consumabl e articles are purchased centrally for distribution
among Subordinate Officers/ private parties, the officerslisted in Appendix
2A should, on or before the 30th June every year, forward to the Accountant-
General consolidated stores and stock accounts of the departments for the
immediately preceding financial year. Machinery, tools, equipments etc.,
purchased by such officers for exclusive use in their offices need not be
included in the consolidated stores and stock accounts.

Separate stock accounts should be maintained for:—

* Addition C.S.N0.2/83[G.O.(P) No. 231/83/Fin., Dated 2/05/1983]
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(a) Raw materialsand expendible stores used in manufacturing departments,
efc.

(b)

©

Office furniture including al office stores except books, forms and
stationery.

Books, formsand stationery.

(@

(b)

(©)

Sock accounts of raw materials and expendible stores— The
stock accountsrequired on account of raw materialsand expendible
stores include day-books of receipts and issues for recording the
transactions asthey take place and aledger for each kind of article
showing the receipts, issues and balances. If no specific formsand
rules have been prescribed for adepartment. Forms 16 and 17 should
be used for this purpose.

Stock account of office furniture and stores—Every Head of Office
should maintain astock account of furnitureand all other stores (except
books, formsand stationery) in Form 18 showing the number received,
the number issued or disposed of (by transfer, sale, loss, etc.) and
the balance in hand for each kind of article separately. When an
officeislarge and the furniture, etc., is kept in several rooms, the
Head of the Office may have aninventory of thefurniture, etc., kept
in each room exhibited in the room and kept up-to-datein order to
facilitate the annual verification of stock and fix the responsibility
for any loss that may occur.

Sock account of books, forms and stationary.— Every Head of
Office should al so maintain stock accountsfor formsand stationery
in accordance with the rulesin the Stationery Manual and also a
register in Form 19 of the books belonging to the office.

Note 1:—Theterm ‘books’ will include catal ogues, periodical s etc.

Note 2:— Government libraries and museums should maintain catal ogues
as well asthe prescribed stock accounts or inventories.
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151.

152.

153.

Valuation of Soresin Sock Accounts

When a period inventory is maintained, the valuerecorded init for any item
should not materially exceed its current market value. The Head of the
Department concerned should issue necessary instructions to ensure that
the stores are valued with reasonable accuracy and that the rates adopted
arereviewed at suitable intervals by a competent authority.

Stores should be issued as far as possible on indents passed by an officer
who has been duly authorised to passthem. Every issue should be recorded
in the stock account at the time when it is made.

In respect of transactions between a main store and the sub stores under it,
it isessential that there should be compl ete reconciliation of theissuesfrom
the main store and the receipts in the subsidiary stores to which issues are
effected from themain store. Theinspecting officers and other departmental
officers should specially bear this point in the mind while conducting stores
inspection.

I nspection of Sores

No Government servant should hold storesin stock in excess of the quantity
likely to be required for a reasonable period. To ensure that thisruleis
observed, a responsible officer of the Department should inspect all
perishable stores once in each half-year and all the other stores once ayear
unlessthereis sufficient reason (which should be recorded) to the contrary.
If he considers that any of the stores inspected is obsolete or in (excess of
reasonable requirement, he should submit a report to the competent
authorities either to sanction the write off of aloss of cash equivalent to
their value or to transfer the surplus stores to other Departments/ Offices
which may  require them and also to include them in the list of surplus
stores. These authorities should then pass orders as to the disposal of such
stores. Heads of Departments and Offices should also review the stock
position of the various stores under them as on 31st March of ayear in the
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month of May of the succeeding financial year and take steps to dispose of
materials which have become unserviceable or are likely to become
unserviceable in the near future. A copy of each of such review should be
sent to Government in the administrative Department and the Finance
Department so as to reach Government before 15th June of each year.

Unserviceableand SurplusStores

154.  Subjecttoany specia ordersissued by Government as applicableto individual
cases, stores which are found to have become unserviceable in the ordinary
course or by fair wear and tear may be condemned by the authority competent
to authorise replacement by purchase. Full reasons for condemning such
unserviceabl e stores must be recorded on such orderstogether with acertificate
tothefollowing effect:—

“Certified that | have personally satisfied myself that each item written off in
these proceedings has become unserviceablein the ordinary course through
proper usage or by fair wear and tear.”

Note:— Separate sanction for write off of lossesis not necessary wherethe
stores are bodily present. Itisonly in such cases where the storesare
missing (asin casesof fire, theft, etc.) that formal sanction for write of f
of losses will be necessary.

155. (a) The authority referred to in the preceding Article may also condemn stores
found at any time to have become unserviceable, otherwise than in the
ordinary course or by fair wear and tear (e.g., by avoidable carelessness or
neglect, misuse, etc.) but this should not be done until after their value has
been written off by the authorities competent to write off a loss of cash
equivalent to their value or the recovery of the balance has been effected
from the persons responsible .

The value of stores for purpose of Articles 153 to 157 shall be taken to be
their book value where priced accounts are maintained, and where these are
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156.

non-existent or suspect, their “replacement value”, i.e., market value (at the
time of issue of sanction for the disposal/write off) of such new articles or
articlesof similar nature.

(b) When any stores become unserviceable or depreciate otherwise than in the

ordinary course or by fair wear and tear, their value or the amount of such
depreciation, as the case may be, should be treated as a loss to the
Government within the meaning of Article 297 and the procedure prescribed
therein should be strictly followed in reporting any such loss (SeeasoArticle
301).

Stores which have become unserviceable otherwise than in the ordinary
courseor by fair wear and tear, should never be condemned in the same order
along with stores which have become unserviceable in the ordinary course
or by fair wear and tear. Separate orders should be passed dealing with the
stores in each of the two classes-each order should indicate the causes
leading to the stores having become unserviceable or obsolete and should
state how the condemned stores are to be disposed of, i.e., whether by sale
or by destruction, since stores should be condemned only when they cannot
be made serviceable by repairs at a reasonable cost. A copy of such order
should be endorsed to the Accountant-General. Condemned stores which
are quite worthless should be ordered to be destroyed. Other condemned
stores should as far as possible, be sold under the orders of the authority
competent to write off aloss of cash equivalent to their value and the sale
proceeds credited to Government. The sale proceeds should not be taken
into account for determining the value of the stores as this amount isto be
treated as amiscellaneous receipt of the department concerned. The Head of
the Office should record full particulars regarding all condemned storesin
suitable lists from which their disposals can be checked.

Note:— In all cases where the stores are condemned the orders should be
supported by asurvey report in Form 21.
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156A. Wherearticlesareto be sold by public auction, the Head of the Office or any
other Gazetted Officer authorised by the Head of the Office should invariably
attend the auction and record the final bids. Wide publicity should be given
before conducting the auction and the form of publicity should conform to
the rules prescribed in the departmental manuals. In the absence of any
provisioninthisregard in the departmental manuals, the officer sanctioning
the sale shall decide the nature of publicity to be given, with due regard to
the assessed value of the articles to be sold.

2. Aregister in Form No. 20 should be maintained by the officer authorised to
conduct the auction and all the columnsin the register should befilled up at
each stage of the auction. A separate page or folio should be set apart in the
register for each auction.

3. Anearnest money deposit at the rate of 1 per cent of the assessed value of
the articlesto be sold subject toaminimum of 10 may berealised from the
intending bidders before the commencement of auction. The earnest money
shall be returned to the bidders immediately after the auction except in the
case of successful bidder, in whose case the amount will be adjusted against
the sale price due from him. In the event of the highest bid being found
unreasonably lower than the assessed value of the articles, the officer
authorised to conduct the auction may cancel the auction, in which case the
earnest money deposited by the bidders including that by the highest
bidder shall be refunded instantly, obtaining proper acquittance in each
case. While arranging re-auction, the Head of the Office shall consider
whether greater publicity is needed in order to attract more participants at
the re-auction. The procedure for the re-auction will be same as for the
original auction.

4. Soon after confirmation of the auction by competent authority, the
successful bidder shall deposit the bid amount in full less earnest money
deposit. Articles sold at the auction shall on no account be retained in the
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157.

officefor long. Theperiod for which they will be kept and that too at therisk
and loss of the successful bidder may be notified before the conduct of the
auction and the written consent of the bidder therefor, obtained. Intheevent
of failureto take delivery of the articles after the stipulated time, the articles
may either be arranged to be re-auctioned or released to the original bidder
himself on realisation of such retaining fee as may be reasonablein each
case. Intheevent of re-auction the successful bidder at the previous auction
shall forfeit the amount remitted by him. This position may be brought out
clearly in the notice relating to the auction and the written consent of the
bidders to this condition obtained prior to the auction.

. The Head of Office or any other authorised officer should be present when

the articles sold are released, his presence being most essential when the
release of the articlestakes place sometime after the auction or whenitinvolves
processes such asweighmentsetc. A saleaccountin FormNo. 20-A should
be prepared and signed by the officer who supervised the auction. If the
articles are released in the presence of an officer other than the one who
supervised the auction, the entries in the sale account should be attested by
the dated signature of such officer.

Storesremaining in stock for over ayear should be considered surplusunless
thereis sufficient reason to treat them otherwise.

The previous sanction of the competent authority should be obtained for
the sale of stores regarded as surplus.

If onverification it isfound that storesare held in surplusthe Head of Office
should make out a list of such surplus stores with essential details and
forward it to the Head of the Department (See also Articles 128 and 129.)

Government departments should be treated as priority indentors for these
surplus stores. No sale of these stores should be made until it is assured that
no Government Department requiresthem.
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158.

Note:— The procedure detailed in Article 156A should be followed when
surplus stores are disposed of. A report of the surplus stores for
disposal should also be prepared in Form 22 and signed by the Head of
Office or other gazetted officer authorised by the Head of the Office.
The entries in the Sale Account should be compared with this report
before the officer who supervised the auction, signsthe Sale Account.

Verification of Sores

All stores should be verified periodically in the manner prescribed for each
Department and at least onceayear. Inthe Stationery Department acomplete
physical verification of the stock need, however, be made every two years
only.

Subject to any specia rulesor orders, aGovernment servant whoisin charge of
any expendible stores or raw materials should check them at least once ayear
and send a verification report to the controlling authority. The latter should
also check the stock account when inspecting the office.

Furniture and other office stores should be verified at least once ayear. If the
office is alarge one and the Head of office cannot do the whole verification
himself without undue inconvenience, he may entrust it, or such part of it as
hethinksfit, to agazetted officer serving under him or to the head ministerial
officer of the office, but the Head of the Office will be held personaly
responsiblefor the proper maintenance of the stock account and correctness
of the verification report whether he conducts the verification himself or
getsit done by someoneelse. TheHead of the Office should sign acertificate
of check after each verification and submit it to the controlling authority, if
there is one.

The verification of stores prescribed in thisarticle should never be entrusted—

(i) toalow paid subordinate ; or
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159.

(ii)  tothe custodian, the ledger-keeper or the accountant responsible for
the stores to be verified, or to a person employed under the
custodian, the ledger-keeper or the accountant; or

(iii)  to any one who is not conversant with the classification and
nomenclature of the particular classes of stores to be verified and
the connected technique.

Asfar as possible, the verification of large stocks and stocks of important
stores should be entrusted to a responsible officer who is independent of
the superior executive officer in charge of the stores. Stores should always
be verified in the presence of the officer responsible for the custody of the
stores or of aresponsible person deputed by him to watch the verification.

Note:— The following procedure should be observed for the audit of the
accounts of furniturein the Rgj Bhavan:-

Anannual certificate of verification should be sent by the Military Secretary
to the Governor so as to reach the Accountant-General, Kerala on or before
the 31st July of each year stating that all furniture has been inspected and
checked with the stock list maintained and that heis satisfied (i) that all new
supplies up-to-date have been correctly brought on to the inventories, (ii)
that the inventories are correct in all respects, (iii) that the articles in stock
agree with the inventories, (iv) that sale proceeds have been properly
accounted for, (v) that sanctions of competent authority exist for all articles
written off the inventory, and also (vi) the articles of furniture are being
properly maintained and are kept in serviceable order.

Unserviceabl e articles may be sold and written off the stock list at the discretion
of theGovernor, but no valuable articles should be sold unlessthey are certified
to be worn out, or have become useless, independently of considerations of
personal taste. Theamount realised from thesae of unserviceablearticlesshould
be credited to State Revenues.

Apart fromthe periodical verification of stores by the Heads of Offices and
other Government servants authorised in this behalf under the preceding
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160.

161.

article, surplus check of stocks and stores should be undertaken by the
superior officersin each Department at  intervalsat least once ayear so as
to ensure that stores are properly maintained and accounted for. It is
necessary that the inspection should be a surprise one; but the check may
be confined to important items. The results of such surprise checks should be
reported to the Government in the concerned administrative department with
the recommendation, if any, of the inspecting officer so as to enable the
Government to take prompt and adequate action wherever necessary. The
results of the surprise inspections and the orders, if any, passed should be
communicated to the A ccountant-General by Government inthe Administrative

Department.

Whenever an officer who is entrusted with the custody of storesin an officeis
transferred, the relieving officer should verify the stock of storeswith the stock
accounts certify on the stock accounts as to the correctness of the stock taken
over and report the result of the verification to hisimmediate superior. For the
purpose of this rule the Government servant entrusted with the custody of the
storesisordinarily the Head of the Office, but inalarge office he may delegate
this duty to a gazetted assistant, manager or recognised store-keeper. When he
has done so, the verification prescribed in thisArticle need only be made, unless
otherwise ordered in any case, when a Government servant to whom the duty
has been del egated istransferred and the result of the verification should always
be placed before the Head of the Office. In spite of any such delegation, the
Head of the Officestill will beresponsiblefor furnishing the certificate prescribed
at thefoot of the various contingent bills, etc., stating that the articles billed for
have been brought into account, and for exercising ageneral control so as to
ensurethat the stores are properly safeguarded and the stock accounts properly
maintained.

Discrepanciesfound on Verification of Sores
A deficiency detected during averification of stores may be dueto:

(i) incorrect or careless accounting;
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162.

(i) lossarising fromfraud, theft or negligence; or

(iii) anunavoidable cause, e.g., wastage, shrinkage, spilling, etc., inthe case
of storeswhich are subject to them.

TheHead of the Office or institution concerned should fully investigate the
causes of any deficiency and send afull report on it to the controlling authority
along with the verification report. If he holds that any loss caused to the
Government through a deficiency isdueto misconduct or cul pable negligence
on the part of any Government servant concerned, he should add his
recommendation asto how theloss should be made good by recoveriesfrom
him. The controlling authority should, after such examination and
investigation astheimportance of the case warrants, issue or obtain from the
competent authority, an order to write off the deficiency from the stock
accounts. On receipt of this order the deficiency should be charged in the
stock accounts with anote quoting the authority. If any recovery isordered,
a note should be recorded in the stock accounts when each amount is
actually recovered.

Any excessdetected during stock-taking should, after investigation, be entered
inthe stock accountsat once asarecei pt with theremark “ excessfound on stock
verification”. No special orders are necessary for this.

In the Annual Administration Report sent to Government the Head of the
Department should furnish information as regards:

(i)  Theconditioninwhich stock registersaremaintained in hisofficeand
the offices subordinate to him.

(ii) Result of periodical verification of stock, and

(iii)  Action taken for the adjustment of deficiencies, excesses, etc., if any,
noticed during stock-taking.

Audit of Soresand Sock Accounts

Theregulations and rulesrelating to the audit by the Accountant-General of
the accounts of stores and stock kept in Government Departments are
contained in Appendix 2.
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2.

ANNEXURE |
[ See Article 126 (a)]
FORM OF QUOTATION NOTICE

QUOTATION NOTICE
No.
Quotation No.

Sealed quotations are invited for the supply of the materials specified in
the schedule attached below/overleaf. The rates quoted should be for
delivery of the articles at the places mentioned below the schedule. The
necessary superscription, the due date for the receipt of quotations, the
date upto which therates will haveto remain firm for acceptance and the
name and address of officer to whom the quotation is to be sent are
noted below. Any quotation received after the time fixed on the due date
isliableto be rejected. The maximum period required for delivery of the
articles should also be mentioned. Quotations not stipulating period of
firmness and with price variation clause and/or ‘subject to prior sale’
condition are liable to be rejected.

The acceptance of the quotations will be subject to the following conditions.—

1. Acceptance of the quotation congtitutes a concluded contract. Nevertheless,

the successful tenderer must within afortnight /amonth after acceptance of his
quotation furnish 5 per cent of the amount of the contract as security deposit
and execute an agreement at his own cost for the satisfactory fulfilment to the
contract, if sorequired.

Withdrawal from the quotation after it isaccepted or failureto supply within
aspecified time or according to specificationswill entail cancellation of the
order and purchases being made at the officer’s expense from elsewhere,
any lossincurred there by being payable by the defaulting party. In such as
an event the Government reserves also the right to remove the defaulter’'s
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name from the list of Government suppliers permanently or for a specified
number of years.

3. Samples, duly listed , should be forwarded if called for under separate cover
and the unapproved samples got back as early as possible by the officers at
their own expenses and the Government will in no case be liable for any
expenses on account of the value of the samples or their transport charges,
etc. In case, the samples are sent by railway, the railway receipt should be
sent separately, and not along with the quotation since the quotation will be
opened only on the appointed day and demurrage will have to be paid if the
railway parcelsarenot cleared in time. Quotationsfor the supply of materials
areliableto berejected unlesssamples, if called for, of the materialstendered
for are forwarded. The approved samples may or may not be returned at the
discretion of the undersigned. Samples sent by V.P. post or “freight to pay”
will not be accepted.

4.  Norepresentation for enhancement of price once accepted will be considered
during the currency of the contract.

5. Any attempt on the part of tenderersor their agentsto influence the Officers
concerned intheir favour by personal canvassingwill disqualify thetenderers.

6. If any licenceor permitisrequired, tenderers must specify in their quotation
and also state the authority to whom application is to be made.

7. Thequotation may befor the entire or part supplies. But thetenderers should be
prepared to carry out such portion of the suppliesincluded in their quotation as
may be allotted to them.

8. (@ In caseswhere asuccessful tenderer, after having made partial supplies
failstofulfil the contractsinfull, al or any of the materialsnot supplied
may, at the discretion of the Purchasing Officer be purchased by means
of another tender/quotation or by negotiation or from the next higher
tenderer who had offered to supply already and the loss, if any,
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10.

caused to the Government shall thereby together with such sums
as may be fixed by the Government towards damages be recovered
from the defaulting tenderer.

(b) Even in cases where no alternate purchases are arranged for the
materials not supplied, the proportionate portion of the security
deposit based on the cost of the materials not supplied at the rate
shown in the tender of the defaulter shall be forfeited and balance
alone shall be refunded.

(c) Any sum of money due and payable to the contractor (including
Security Deposit returnable to him) under this contract may be
appropriated by the Purchasing Officer or Government or any other
person authorised by Government and set off against any claim of
the Purchasing Officer or Government for the payment of a sum of
money arising out of this contract or under any other contract made
by the contractor with the Purchasing Officer or Government or any
other person authorised by Government.

The prices quoted should beinclusive of all taxes, duties, cesses, etc. which
are or may become payable by the contractor under existing or future lawsor
rules of the country of orgin/supply or delivery during the course of execution
of the contract.

(@) Ordinarily, paymentswill be made only after the supplies are actually
verified and taken to stock, but in exceptional cases payment against
satisfactory shipping documents including certificates of Insurance
will be made upto 90 per cent of the value of the materials at the
discretion of Government. Bank chargesincurred in connection with
payment against documentsthrough bank will beto the account of the
contractor. The firmswill produce stamped pre-receipted invoicesin
all caseswhere payments (advance/final) for release of railway receipts/
shipping documents are made through Banks. In exceptional cases
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11.

where the stamped receipts of the firms are not received for the
payments (in advance) the unstamped receipt of the Bank (i.e.,
counterfoils of pay-in-dlipsissued by the Bank) alone may be accepted
asavalid proof for the payment made.

(b)  Thetenderersshall quote a so the percentage of rebate (discount) offered

by them in case the payment is made promptly within fifteen days/within
one month of taking delivery of stores.

Special conditions, if any, printed on the quotation sheets of the tenderer
or attached with the tender will not be applicable tothe contract unless
they are expressly accepted in writing by the purchaser.

Superscription: “Quotation No. For 7

Due date and time for receipt of quotations:
Date and time for opening of quotations:
Date upto which therates are to remain firm for acceptance:

Designation and address of officer to whom the quotation isto be addressed:

Place:

Date: (Designation)
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ANNEXURE I

[ See Article 126 (a) ]

FORM OF SHORT QUOTATION NOTICE

SHORT QUOTATION NOTICE
Sealed quotations are invited for the supply of the following stores:

(Here mention the stores briefly with quantity and wherever possible quality
aso.)

The envelops containing the quotation should bear the Superscription

and should be addressed to (H.E. Designation of Purchasing Officer). Intending
tenderers may submit the quotations on their own papers. Last datefor receipt
Of QUOLALTON IS ..o ”. Latequotationswill not be accepted. The
quotationswill beopeneda ...........ccveveveenernereeneeneeeenenns (o] IS in
the presence of such of the tenderers or their authorised representatives who
may be present at that time. The maximum period required for delivery of the
articles should also be mentioned.

Details of the requirements and the conditions governing their supply can
be obtained free on request from (H.E.Designation of Purchasing Officer)

Place: (Name and Designation of Issuing Officer)
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ANNEXURE 11I

[See Article 127 (b)]

1. State Government Departments manufacturing productsfor sale.

N

Fully State Government owned companies.

w

Government Companies (State).

4. Companies where the Kerala State Industrial Development Corporation
holds 51 per cent or more of the share capital.

5. Companieswhere the Government and K erala State Industrial Devel opment
Corporation together hold more than 51 per cent of the share capital, and

6. Government Industrial Units transferred to Kerala State Small Industries
Corporationviz.

() Service Workshop, Ollur (Service Scheme).

(i) Wood Workshop, Kozhikode (Service Scheme).

(iii) Ceramic Service Centre, Mangattuparambu (Service Scheme).
(@iv) Straw Board Factory, Perumala.

(V) KeralaWater Proof Products ( Holoal Unit), Pappanamcode.
(vi) Pressure Die Casting Unit, Pappanamcode.

(vii) Government Instrument Workshop, Pappanamcode.

(viii) Small Industries Machine Tool Factory, Pappanamcode.

(iX) TileFactory, Amaravila.

® The Wood Workshop, Kollakadavu.
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ANNEXURE 1V
LIST OF STORES USUALLY ORDERED
[See Article 131 (b)]
(The list is tentative and mentions important items only)
GROUP|
A. Sationery and Printing

1. Binding threads 23. Naphthalene Balls

2. Calculating Machines 24. Oil cloths

3. Carbons-type, pen and pencil 25. Papers (writing, printing,
packing, etc.)

4. Cyclostyle and duplicating requisites ~ 26.  Punches penknives, scissors,
etc.

5. Cdlico 27. Pencils

6. Call bells 28. Penholders

7. Camphor 29. Paperweights, pen racks, pin

cushions

8. Cardboards 30. Pins, clips, tags, etc.

9. Crayons 31. Printing types

10. Despatch boxes, metal trays 32. Roller composition

11. Dryflongs 33. Sealing wax

12. Envelopes 34. Slate

13. Erasers 35. Straw boards

14. Filesand binders 36. Stampsand seals

15. Glue 37. Stamp pads
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16. GumArabic 38. Stitchingwire

17. Inks(writing, ruling, stamping) 39. Stapling machine

18. Inks-printing 40. Tape-silk and cotton
19. Inkstand 41. Twines and threads
20. Letter weighing balances 42. Typewriter, duplicators, etc.
21. Nibs 43. Typewriting requisites
22. Numbering machines 44. Type ribbons
45. File boards

B. Drawing Materials

1. Blueprinting machine 7. Drawing pencils

2. Blueprinting materials 8.  Drawing instruments and accessories
3. Crow quils 9. Footrule, set square etc.

4. Drawing papers 10. Indian Ink

5. Drawing pen 11. Tracing cloth and paper

6. Drawing brushes 12. Water colours

C.Mathematical and Surveying Instruments

1. Engineer’smeasuringinstruments 4.  Surveying instruments

2. Measuring tapes 5. Surveying chains
3. Marineinstruments 6.  Surveying accessories.

D. Miscellaneous

1. Balances other than Laboratory 15. Hurricanelanterns, petromax,
balances blow lamps
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2. Bicycles 16. Manillaropes, Sisal rope, etc.

3. Beltings - cotton, canvas, etc. 17. Plywood and Hardboard

4. Clocksand time pieces 18. Packing boxes

4. (a) Coir rope 19. Packing-shemp, asbestos,
rubber, etc.

5. Corks sheets,fibre sheets etc. 20. Rubber goods-sheets, tubes, etc.

6. Cotton clean for stuffing 21. Shellac

7. Cotton ropes 22. Sewing machine

8. Cotton wastes 23. Soaps

9. Fireclay 24. Stoves

10. Fireextinguishers 25. Sports goods

11. Firefighting equipment 26. Weighing machine

12. FishQil 27. Maps and charts etc.

13. GlassPlate and Sheet 28. Models

13. (a) Glassware other than Laboratory- ~ 29. Musical Instruments.

Glassware
14. Gaugeglass
GROUP 11
A.Textileand Uniform Materials
1. Badges, buckles, buttons etc. 9. Miscellaneoustextiles
2. Bandage cloth and Gauze 10. Mosquito curtains, nets
3. Bannath, blazer, etc. 11. Raincoats
4. Blanketsand Jamakals 12. Spunyarn
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5. Goldand silver laces 13. Towels, dusters, dungry etc.
6. Hats and caps 14. Uniform cloths and materials
7. Haversacks,water bottle 15. Woollen fabrics and goods
8. Hoisery, Cotton and Woollen 16. Yarn-cotton, wool and silk

B. Juteand Hessian Goods

1. Canvas 5. Hemp
2. Filter clothfor Ceramic Factory 6. Jute and hessian threads
3. Gunnies 7. Tarpaulins
4. Hessian cloth 8. Waterproof canvas etc.
C.Leather and L eather goods
1. Boots 6. Leather belts, scabbards etc.
2. Chamoisleather 7. Leather beltings
3. Foot-wear (shoes, chappals etc.) 8. Leather washers
4. Hides and skins (raw and tanned) 9. Leather bagsand case
5. Leather grindery 10. Morocco Leather
11. Saddlery
D. Upholstery Materials
1. Upholstery cloth and leather 2. Plasticscloth or Rexine
GROUP 111
A. Paints, Polishesetc.
1. Abrasives 9. Lacquers, dilutants, thinners etc.
2. Beeswax 10. Linseed oil
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3. Boot Polish 11. Metal Polish, floor polish etc.
4. Cattlefish bones 12. Painting brushes

5. Dubbin 13.  PaintsR.M. and stiff

6. Distempers 14. Turpentine

7. Enamels 15. Varnish

8. French polish 16. Wood ail

B. Mineral Oils, etc.

1. Fuel Oils(Petrol, Kerosene, 3. Transformersoil
Diesel Qil, etc.)
2. Lubricants 4.  Furnace oil
C. VegetableOils
1. Coconut ail 3. Castor ail
2. Gingelly ail 4. Groundnut oil
GROUP |V
A.Medical
1. Antibiotics 13. Injectibles
2. Ayurveda superior medicinesfor 14. Laboratory equipments

preparation of drugs

3. Chemicals 15. Oils(Medicals)

4. Bottles, Corks, etc. 16. Pharamaceutical products

5. Chemicals (other than Heavy 17. Specialities and patents
Chemicals)

6. Disinfectants 18. Seraand Vaccines
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7.Drugs

8. Enamelware

19. Spirits

20. Surgica instruments

9. Fungicides 21. Surgica applicances

10. Glassware 22.  Surgical dressings

11. Hospital furnitureand 23. Tinctures, liniments, syrups
equipment

12. Insecticides, Larvicidies, etc. 24. Veterinary and Horticultural Medicines

1. X-ray apparatus

2. X-ray accessories

1. Cameras, lensesetc.

B. Electro-Medical
3. Other electro-medical equipments
4.  Radium
C. Photographic M aterials

5. Photographic materials-
miscellaneous

2. X-ray films, plates, etc. 6. Plates, films, papers, etc.

3. Photo blocks

7. Sound Projectors

4. Photographic chemicalsincluding

X-ray chemicals

D. Chemical Laboratory Equipments

1. Apparatus and fittings 8. Plant protection chemicals

2. Balances and weights

3. Chemical fertilisers

4., Chemical dyes

5. Colours

9. Pure and fine chemicals

10. Laboratary chemicalsand
equipmentsin general

11.  Quart, felspar and gypsum
12.  Sodaash and caustic soda

188



ANNEXUREIV] LIST OF STORES USUALLY ORDERED

6. Heavy chemicals 13.  Sulphate of alumina
7. Housesfor oils etc.
E. Explosive, Ammunition etc.
1. Ammunition 3. Explosivesfor earth moving
2. Explosivefor rock drilling
F.Mineral Products

1. QuartzF & G 3. Plumbago
2. Graphite
GROUP V
A.Hardware
1. Bearings 18. Locks
2. Boltsand nuts, rivets 19. Nailsand screws
3. Buildershardware 20.  Non-ferrous metals, alloys, ingots,

sheets, wires, rods, pipes, etc.

4. Buckets 21.  Pigiron
5. Barbed wire 22.  Pulley blocks
6. Gl Scraps 23. Ralls, fish-plates, etc.

7. Gl pipes bends and other casting 24.  R.S.giders, Joists,etc.

8. Gl sheetsand wire 25.  Stay tighteners
9. Expanded metal 26.  Springsteel

10. Fabrications and fittings 27. Springs

11. Gl. wire netting, webbing, etc. 28. Typemeta

12. Gl.fittingsfor electrictransmission  29. Tin containers

lines, etc.
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13. Handcuffs 30. Tool stedl
14. 1ron Chains 31. Turnbuckles
15. M.Srounds, flats, angle, 32.  Utendls-brass, copper, aluminium, etc.

channel, hoops, etc.
16. Iron safes, cash boxes, etc. 33. Wirebrushes
17.M.S. washers 34, Wireropes

B. Toolsand I mplements

1. Bill hooks, choppersetc. 8. Knurling tools

2. Drillsand reamers 9. Mammatties, spades, pickaxes
shovels, etc.,

3. Electrician’stools 10. Mortar pans

4. Felling axe 11. Meta working tools

5. Gardentools 12.  Wood working tools

6. Hand tools 13.  Wrenches, spanners, etc.

7. Jacks

C.Water Worksand Sanitary Goods

1. Asbestos cement pipes 6. Sanitary ware and fittings
2.Gl. pipes 7. Sluicevaves
3. Gl. pipesandfittings 8.  Venturi meters
4. Hose pipes-rubber, canvas, 9. Water meters
tarmoured etc.
5. Stoneware pipes and fittings 10.  Water worksfittings
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GROUP VI
A. General Machinery
1. Air Compressors 18. Machines, tools and accessories
2. Boilers, etc. 19. Metal working machinery

3. Bitumen, boilers, concrete mixers, etc.  20. Marineengines

4. Concrete mixers, vibratorsetc. 21. Machinery for smithy shop

5. Ceramic machinery 22. Poultry farm equipment

6. Cranes, winches, derricks, etc. 23. Pnematic tools and accessories

7. Dam and barrage equipment-gates, 24. Pumpsets and accessories
control, etc.

8. Diesel locomotives 25.  Road making and dressing

machinery

9. Earthmoving machinery 26. Roadrollers

10. Electric blowers 27. Stonecrushers

11. Electrodes 28. Tipping Waggons

12. Filter plant 29. Textile machinery

13. Filter—streamlinefor oils 30. Trailer pumps

14. Gas, steam and oil engines 31.  Welding sets

15. Granulators 32. Well drilling equipment

16. Iceplant 33.  Wood working machinery

17. Laboratory Engines 34.  Wheel barrows
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B. Motor Vehicles, Tractorsetc.

1. Agricultural tractors
2. Vehicles, petrol driven
3. Vehicles, diesel driven
4.Cars

5. Jeeps

6.

7
8.
9

Garage tools and equipments
Tyres, tubes and flaps
Motor spares

Trailers.

C. Gasesand GasPlants

1. Oxygen - Industrial and medical
2. Acetylene
3. Ammonia
4. Gas-plants

5. Gasfittings

1. Accumulator cells

2. A.C.S. R. Conductorsand
Accessories

3. Air-conditioning equipment

4. Amplifiers

5. Batteriesfor vehicles, etc.,

6. Battery plates

6.

7
8.
9

Nitrous Oxide

Carbon dioxide
Chlorine (liquid and gas)
Others

GROUPVII

Electricity

24,

25.

26.

27.

28.

29.

InsulatorsH.T

Insulating materials

Lamps-general service and others
Lightning arresters

P.A. equipments

Meters and other measuring

instruments
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7. Céells, Dry

8. Copper conductors

9. Cables- V.I.R., C.T.S. weather
proof PV.C. etc.

10. CablesUnder ground

11. Conduits and accessories

12. Carbon brushes

13. Electriclifts

14. Electric Motors

15. Electricfractiond
16. Electric appliances— stoves,

heaters, ironing box etc.

17. Electric bulbs

18. Flashlights, cells, bulbs

19. Flood lights

20. Fans-table, ceiling, exhaust and
others

21. Generating sets

22. Hydro—Electric machinery

23. InsulatorsL.T

30.
31.
32.

33.
34.

35.

36.
37.

38.
39.
40.
41.

Penstock lines
Power Packs
Radios

Rectifiers
Refrigerators, Cold storages
Shades, globes, etc.
Storage batteries

Steel Windows, ventilators, rolling
shutters, etc. For power house.

Siren
Street light reflectors etc.
Switchgear

Transformers

42. Telephones and accessories

43.
44,
45,

46.

47.

48.

Transmission line towers
Transmission line materials

Turbines, water wheels

Water coolers
Wires-enamelled, fuse, etc.,

Wiring accessories
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GROUP VI
A.Buildingmaterials

1. Asbestos cement shests, pipes, etc. 4.  Cement and Cement products
2. Bricks, wirecut 5. Surkie
3. Bricks, others Tiles-roofing flooring etc.

B. Road dressing materials
1. Asphalt (Bitumen) 3. Other road dressing materials
2. Tar (Coal or wood)

C.Fuds
1. Charcoal 3. Firewood
2. Coal and coke
GROUPIX

A. Officefurniture
1. Canefurniture 3. Wooden furniture
2. Sted furniture

B. Hospital furniture

Seel furniture

1. Bedsteads 4. Examination table
2. Bedsidelockers 5. Trolleys
3. Instrument tools 6.  Stretchers, etc.
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ANNEXURE V
[see Article 131 (n)]

PROCEDURE FOR UTILISING THE SERVICESOF THE
CENTRAL PURCHASE ORGANISATION

When tendersareinvited from abroad, the following instructions should be
observed:—

1. A sufficient supply of tender forms with the relevant documents,
specifications and drawings should be sent as soon as possible to the
wing of the Central Purchase Organisation concerned which will give
such publicity to the invitation to tender as it considers to be the most
suitable for the purposes either by advertisement in the newspapers or
otherwise. It will, as a rule, advertise the invitation to tender in the
newspapers if the value of the articles required is estimated at 10,000
or more. Itwill alsoinstruct intending tenderersoutside Indiato apply to
it for the tender forms and will supply copies on payment in sterling of
thecharges (if any) to befixed by itineach case. It will at the sametime
instruct the tenderers to submit their tenders direct to the Purchasing
Officer in India and not to them. The Purchasing Officer in India will
place the order direct with the successful tenderer.

2. Whenitisdesired to have the recommendation of the technical advisers
of the Central Purchase Organisation, i.e., the consulting Engineers, the
Naval Architects, etc., on the tenders before the order is placed, the
Purchasing Officer should stipulate in the invitation to tender that a
complete duplicate of the tender should be delivered to them on the date
asthat fixed for the receipt of thetendersin India. The Central Purchase
Organisation will then arrange for the examination of the tenders by the
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appropriated technical authority and will convey by the easiest meansits
recommendation to the Purchasing Officer in India.

3. The Purchasing Officer should make it clear it every tender form that the
articles concerned must be delivered in India, that payment will be made in
Indian Rupees, and that any tender which, does not comply with these
conditionswill not be considered. Tenderersabroad should also berequired
to specify their agentsin Indiathrough whom delivery will be arranged and
payment received and who, when so required, will arrange for the erection of
the plant at the site and for the carrying out of such tests on completion as
may be specified in the contract.

4. Itisimportant that Purchasing Officers should bear in mind, when considering
thedesirability of caling for tendersabroad the need for allowing sufficient time
for the receipt and publication of invitation to tender, the receipt of the tender
formsby the tenderers, and the preparation and despatch of thetendersto India.

Timerequired for sending theformsfrom Keralato London.

By ordinary Mail (2nd classmail matter only) about 18 days
By parcel Mail (a) Overland routevia. Marseilles " 18days
By Parcel (b) searoutevia. Gibralter " 25"
By Mail (13t classMail matter only) L

Thetime taken in London for advertising and issuing forms of tender, say 10 days.
Time required by tenders for preparing and despatching tenders, say, 14 days.
Timerequired for forwarding tendersfrom London to Kerala.

The same at that entered above for sending the forms from Kerala to London.

If continental or American tenders have to be awaited, about 3 or 4 weeks
respectively should be added to the above figures,and when tenders are
called for in connection with complicated Engineering Schemes, a longer
time should be allowed for the preparation of tenders.
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ANNEXURE VI
[See Article 130]

FORM OF TENDER
To
Sir,
I/We hereby tender to supply, under the annexed general conditions of
contract, the whole of the articles referred to and described in the attached
specification and schedule, or any portion thereof, as may be decided by

Government, at the rates quoted against each item. The articles will be
delivered within the time and at the place specified in the schedule.

*| am/We are remitting/have separately remitted the required amount of
........................ as earnest money.

Yoursfaithfully,
(SIGNBLUFE) ...
(ArESS) ..o

Date.....coeveeereirenen,

General Conditions

Sealed tenders are invited for the supply of the materials as specified in the
schedule below/attached.

1. Thetenders should be addressed to the officer mentioned below in asealed
cover with the tender number and name shown below duly superscribed on
the cover.

*To be scored off in cases where no earnest money deposit is furnished.
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2.

4,

Thetenders should bein the prescribed form which can be obtained from the
officer mentioned bel ow on payment of the pricewhichisalso noted below.
Duplicate copies of tender forms will also be issued at the rate specified
below. The cost of tender forms once paid will not be refunded. Tenders
which are not in the prescribed form are liable to be rejected. The rates
quoted should be only in Indian Currency. Tenders in any other currency
areliabletorgjection.

Intending tenderers should send their tenders so as to reach the officer
mentioned below, on due date and time (noted below). No tender received
after the specified date and time will be accepted on any account. The rates
will be considered firmfor acceptance till the date mentioned below. Tenders
not stipulating period of firmness and tenders with price variation clause
and/or ‘subject to prior sale’ condition are liable to be rejected.

(a) Every tenderer who has not registered his name with the State
Government (Stores Purchase Department ), should sent along with
his tender an earnest money of one per cent of the total cost of
articlestendered for (rounded to nearest rupee) subject to minimum
of 30 if the amount calculated at one percent of the value of the
articles tendered for falls below 30. The amount may be paid
either by remittance into any Government Treasury in Chalansin
duplicate, duly countersigned by the officer mentioned below , or
by Demand Drafts (crossed )on the local branch of State Bank of
Travancore /State Bank of India drawn in favour of the officer
mentioned below. In the case of remittance into the treasury, chalan
receipt should be forwarded along with the tender. Chequeswill not
be accepted. The earnest money of the unsuccessful tenderers will
be returned as soon as possible after the tenders are settled; but
that of the successful tenderer will be adjusted towards the security
that will have to be deposited for the satisfactory fulfilment of the
contract. No interest will be paid for the earnest money deposited.
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(b)

(©)

(d)

(€)

Tenderers whose names are registered with Government (Stores
Purchase Department) are generally exempted from furnishing
earnest money for such articlesfor which they haveregistered their
names. If they tender for stores other than those for which they
have registered their namesthey will have to furnish earnest money
as in the case of unregistered firms. Registered firms will have to
guote invariably in every tender they submitted the registration
number assigned to them by the Stores Purchase Department.

Small Scale Industries and Cottage Industries within the State, which
are certified as such by the Director of Industries and Commerce or by
the Regional Joint Director of Industriesand Commercewill be exempted
from furnishing earnest money against tenders and security deposit
against contractsfor supply of stores manufactured by them. Inrespect
of security deposits the soundness and reliability of the concerns to
undertake the contract should also be certified by the Director of
Industriesand Commerce.

In the matter of purchase of Stores by the State Government
Departments, Small Scale Industrial Units sponsored by the National
Small Industries Corporation Limited, New Delhi andin respect of which
competency certificatesareissued by the corporation will be exempted
from payment of Earnest Money Deposits and Security Deposits.

The exemption stipulated in clauses (b), (c) and (d) above will not
however, apply to tenders for the supply of raw materials, or dietary
articles or supply of stores on rate or running contract basis.

5. Thetenderswill be opened on the appointed day and timein the office of the
undersigned, in the presence of such of those tenderers or their nominees
who may be present at that time.
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6.

10.

11.

If any tenderer withdraws from histender before the expiry of the period
fixed for keeping the rates firm for acceptance, the earnest money, if any,
deposited by him will be forfeited to Government or such action taken
against him as Government thinksfit.

Tenderers shall invariably specify in their tenders the delivery conditions
including the time required for the supply of articlestendered for.

(@) Thetenderersshall clearly specify whether the articles offered bear Indian
Standards Ingtitutions Certification Mark or not. In such cases, they shall
produce copiesof certification mark along with their tender in support of it.

(b)  Tenderersshall clearly specify whether the goods are offered from
indigenous sources, from imported stocks in India or from foreign
sources to be imported under a license. Government reserve the
right to reject offersfor import of goodsif the Import Trade Control
Policy in force at the time of award of the contract prohibits or
restricts such imports.

Thefinal acceptance of the tendersrests entirely with the Government who
do not bind themselves to accept the lowest or any tender. But the tenderers
on their part should be prepared to carry out such portion of the supplies
included in their tenders as may be allotted to them.

In the case of materials of technical nature the successful tenderer should be
prepared to guarantee satisfactory performance for adefinite period under a
definite penalty.

Communication of acceptance of thetender normally constitutes aconcluded
contract. Nevertheless, the successful tenderer shall also execute an
agreement for the due fulfillment of the contract within the period to be
specified in the letter of acceptance. The contractor shall have to pay all
stamp duty, lawyer’s charges and other expensesincidental to the execution
of the agreement. Failureto execute the agreement within the period specified
will entail the penalties set out in para 12 below.
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12.

@)

(b)

The successful tenderer shall, before signing the agreement and within

the period specified in the letter of acceptance of histender, deposit a
sum equivalent to 5 per cent of the value of the contract as security for
the satisfactory fulfillment of the contract less the amount of money
deposited by him along with histender. The amount of security may be
deposited in the manner prescribed in clause 4 supraor in Government
Treasury Savings Bank and the Pass Book pledged to Purchasing
Officer or in Fixed Deposit Receipts of State Bank of Travancore/State
Bank of India endorsed in favour of the above officer. Letters of
guarantee in the prescribed form for the amount of security from an
approved bank will also be considered enough at the discretion of
Government. If the successful tenderer fails to deposit the security
and execute the agreement as stated above, the earnest money
deposited by him will be forfeited to Government and the contract
arranged elsewhere at the defaulter’s risk and any loss incurred by
Government on account of the purchase will be recovered from the
defaulter whowill, however, not be entitled to any gain accruing thereby.
If thedefaulting firmisaregistered firm their registrationisliableto be
cancelled.

In cases where a successful tenderer, after having made partial
suppliesfailsto fulfil the contract in full, all or any of the materials
not supplied may at the discretion of the Purchasing Officer, be
purchased by means of another tender/quotation or by
negotiation or from the next higher tenderer who had offered to
supply already and the loss, if any, caused to the Government
shall thereby together with such sums as may be fixed by the
Government towards damages be recovered from the defaulting
tenderer.

(c) Even in cases where no alternate purchases are arranged for the

materials not supplied the proportionate portion of the security
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deposit based on the cost of the materials not supplied at the rate
shown in the tender of the defaulter shall be forfeited and balance
alone shall be refunded.

13. Thesecurity deposit shal, subject to the conditions specified herein bereturned
to the contractor within three months after the expiration of the contract, but in
the event of any dispute arising between the Department concerned and the
contractor, the Department shall be entitled to deduct out of the deposits or the
balance thereof, until such dispute is determined, the amount of such damages,
costs, charges and expenses asmay be claimed. The same may also be deducted
from any other sum which may be due at any time from Government to the
contractor.

In all cases where there are guarantee for the goods supplied the Security
Deposit will be released only after the expiry of the guarantee period.

14.(1) All paymentsto the contractorswill be made by the Purchasing Officer indue
course.—

(a) either by Departmental cheques payable at the Kerala Government
Treasuries; or

(b) by cheques or drafts on the Reserve Bank of India, State Bank of
Indiaand Sate Bank of Travancore (at any of their Principal Branches
inIndia).

(c) inthe case of supplies from abroad by drafts as may be arranged

between the contracting parties.

(2) All incidental expenses incurred by the Government for making payments
outsidethe District in which the claim arises shall be borne by the contractor.

15. Thetenderersshall quote a so the percentage of rebate (discount) offered by them
in case of payment is made promptly within fifteen days/within one month of
taking delivery of stores.
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16.

17.

18.

Ordinarily paymentswill be made only after the suppliesare actually verified
and taken to stock but in exceptional cases payments against satisfactory
shipping documents including certificates of Insurance will be made up to
90 per cent of the value of the materia at thediscretion of Government Bank
charges incurred in connection with payment against documents through
bank will beto the account of the contractor. Thefirmswill produce stamped
pre-receipted invoicesin al caseswhere payments (advance/fina) for release
of railway recei pts/shipping documents are made through Bank.

The contractor shall not assign or make over the contract or the benefit or
burdens thereof to any other person or body corporate. The contractor shall
not underlet or sublet to any person or persons or body corporate the
execution of the contract or any part thereof without the consent in writing
of the Purchasing Officer who shall have absolute power to refuse such
consent or to rescined such consent (if given) at any timeif heisnot satisfied
with the manner inwhich the contract isbeing executed and no allowance or
compensation shall be made to the contractor or the sub-contractor upon
such recision. Provided alwaysthat if such consent be given at any time, the
contractor shall not be relieved from any obligation, duty or responsibility
under this contract.

(@) Incasethe contractor becomesinsolvent, or goesinto liquidation, or
makes or proposesto make any assignment for the benefit of hiscreditors
or proposes any composition with hiscreditorsfor the settlement of his
debits, or carries on his business or the contract under inspection on
behalf of his creditors, or in case any receiving order or orders for the
administration of his estate are made against him or in case the
contractor shall commit any act of insolvency or in case in which
under any clause or clauses of this contract the contractor shall have
rendered himself liable to damages amounting to the whole of his
security deposits, the contract shall, thereupon, after notice given by
the Purchasing Officer to the contractor be determined and the
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19.

(b)

Department/Government may complete the contract in such time and
manner and by such person as the Department/Government  shall
think fit. But such determination of the contract shall be without any
prejudice to any right or remedy of the Government against the
contractor or hissuretiesin respect of any breach of contract therefore
committed by the contractor. All expenses and damages caused to
Government by any breach of contract by the contractor shall be paid
by the contractor to Government, and may recovered from him under
the provisions of the Revenue Recovery Act in force in the State.

The persons/contractors submitting tenders should produce a solvency
certificate, clearly indicating to what extent they are solvent from the
TahasiIdar of the Taluk where they reside, along with their tenders.

Note:— The solvency certificate referred to above will apply only in the

@

case of supply of the following articles viz, dietary articles, fuels,
rawmaterials like roots, creepers, flowers, etc., and provisions to
hospitals and hostels, sundry articles, etc.

In casethe contractor failsto supply and deliver any of the said articles
and things, within thetime provided for delivery of the sameor in case
the contractor commits any breach of any of the covenants stipulations
and agreements herein contained, and on his part to be observed and
performed then and in any such case, it shall belawful for Government
(if they shall think fit to do so) to arrange for the purchase of the said
articles and things from el sewhere or on behalf of the Government by
an order inwriting under the hand of the Purchasing Officer put an end
to this contract and in case the Government shall have incurred,
sustained or been put to any costs, damages or expenses by reason of
such purchase or by reason of this contract having been so put an end
to or in case any differencein price, compensation, |0ss, costs, damages,
expenses or other moneys shall then or any time during the continuance
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20.

21.

of this contract be payabl e by the contractor to the Government under
and by virtue of thiscontract it shall belawful for the Government from
and out of any moneys for the time being payable or owing to the
contractor from the Government under or by virtue of this contract or
otherwise to pay and reimburse to the Government all such costs,
damages and expenses they may have sustained, incurred or been put
to by reason of the purchase made elsewhere or by reason of this
contract having been so put an end to as aforesaid and also all such
differencein price, compensation, l0ss, costs, damages, expenses and
other moneys as shall for the time being be payable by the contractor
aforesaid.

(b) Incaseany difference or dispute arisesin connection with the contract,
all legal proceedings relating to the matter shall be instituted in the
court within whose jurisdiction the Purchasing Officer voluntarily
resides.

Any sum of money due and payable to the contractor (including security
deposit returnable to him) under this contract may be appropriated by the
Purchasing Officer or Government or any other person authorised by
Government and set off against any claim of the Purchasing Officer or
Government for the payment of a sum of money arising out of or under any
other contract made by the contractor with the Purchasing Officer or
Government or any other person authorised by Government. Any sum of
money due and payable to the successful tenderer or contractor from
Government shall be adjusted against any sum of money dueto Government
from him under any other contracts.

Every notice hereby required or authorised to be given may be either given
to the contractor personally or left at his residence or last known place of
abode or business or may be handed over to his agent personally, or may be
addressed to the contractor by post at his usual or last known place of
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22

23.

24,

25,

26.

abode or business and if so addressed and posted shall be deemed to have
been served on the contractor on the date on which, in the ordinary course
of post, aletter so addressed and posted would reach his place of abode or
business.

The tenderer shall undertake to supply materials according to the standard
sample and/or specifications.

(@) No representation for enhancement of rates once accepted will be
considered.

(b) Inthecaseof imported goods, when the price accepted is the ex-site
price quoted by the tenderer, the benefit of any reduction in the c.i.f.
price should accrue to the purchasing department of Government.

Any attempt on the part of the tenderers or their agents to influence the
Department/Stores Purchase Department in their favour by personal
canvassing with the Officers concerned will disqualify the tenderers.

Tenderers should be prepared to accept orders subject to the penalty clause
for forfeiture of security in the event of default in supplies or failure to
supply within the stipulated period.

Samples should beforwarded if called for and un-approved samples got back
by the tenderers at their own cost. Samples sent by V.P Post or ‘freight to
pay’ will not be accepted. The approved samples may or may not be returned
at the discretion of the undersigned. Samples sent by post, railway or plane
should be so despatched as to reach the Purchasing Officer not later than
the date on which the tenders are due. In the case of samples sent by railway
the receipt should be sent separately and not along with the tender since the
tender will be opened only on the appointed day and demurrage will haveto
bepaidif therailway parcels arenot cleared intime. Government will not be
responsible if any sample is found missing at any time due to the non-
observance of the provisions of this clause. Tenderers whose samples are
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27.

28.

received late will not be considered. Samples should be forwarded under
separate cover duly listed and the corresponding number of the item in the
tender schedule should also be noted in the list of samples. Tenders for the
supply of materials are liable to be rejected unless samples, if called for, of
the material stendered for are forwarded.

Telegraphic quotations will not be considered unless they give details of
pricesand areimmediately followed by confirmation with full relevant details
posted before the due date of the tender.

(@) Thepricesquoted should beinclusive of all taxes, duties, cesses, etc.
which are or may become payable by the contractor under existing or
future laws or rules of the country of origin/supply or delivery during
the course of execution of the contract.

(b)  Incasepayment of Customs/Excise duty isto be made by the Purchasing
Officer, the Purchasing Officer will pay theduty onthe*unloaded invoice
price’ only inthefirstinstance, any differencebeing paid whenthetenderer
produces the final assessment orders later.

29. Thetenderer will invariably furnish thefollowing certificatewith their billsfor

payment “Certified that the goods on which sales-tax has been charged
have not been excempted under the Central Sales-tax Act or the State Sales-
tax Act or the Rules made thereunder and the charges on account of sales-
tax on these goods are correct under the provisions of the relevant Act or
therules made thereunder. Certified further that we (or our Branch or Agent)

(Address, areregistered asdealersinthe State of ...........cccceveveeienene under
Registration NO......coceeevreierneerreeeens for purposesof Sales-tax”
* * * * * * #

#Deletion and renumbering C.S.N0.5/85[G.O.(P) No. 470/85/Fin., Dated 23/8/1985]
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30.

*31.

Specia conditions, if any, of thetenderersor attached with the tender will not be
applicable to the contract unless they are expresdy accepted in writing by the
purchaser.

In the event of any question or dispute arising under these conditions or any
specia conditions of this contract or in connection with this contract, the
same shall be referred to the award of an arbitrator to be nominated by the
Purchasing Officer and an arbitrator to be nominated by the contractor, or in
case of the said arbitrators not agreeing, then to the award of an umpireto be
appointed by the arbitrators in writing before proceeding on the reference
and the decision of the arbitration or in the event of their not agreeing of the
umpire appointed by them, shall be final and conclusive and the provisions
of the Indian Arbitration Act, 1940 and of the rules thereunder and any
statutory modifications thereof shall be deemed to apply to and be
incorporated in this contract. Upon every and any such reference, the
assessment of the costs incidental to their reference and award respectively
shall beinthe discretion of the arbitrators or in the event of their not agreeing
of the umpire appointed by them. The venue of arbitrations shall be the
place from which the acceptance of tender isissued or such other place as
the purchaser at his entire discretion may determine.

Superscription:- ‘Tender No.......... (o] SO ’
Duedateand timefor receipt of tender..........cocooverrennenneennne

(Here enter time and date)
Date and time for opening of tender do.

Date up to which rates areto befirm do.
Price of the Tender Form

Price of duplicate copy

*This applied only to the case of supply contracts where works such as erection and
construction have a'so to be done. This may be scored out when not applicable.
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32.

1.

Address of Officer from whom tender forms are to be obtained and to whom
tenders are to be sent.

Name of Office (Name and designation of Purchasing Officer)
Station and date

Thetenderer should send along with histender an agreement executed and
signed in Kerala stamp paper worth 3. A specimen form of agreement is
given asAnnexureto thistender. Tenderswithout the agreement in stamped
paper will berejected outright.

Agreement

Articles of Agreement executed on this the ..........ccccoceiiiiennene day of
......................................................... one thousand nine hundred and
.................. BETWEEN the Governor of Kerala(hereinafter referred to as“the
Government”) of theone part and Sri ................. (H.E. name and address of
thetenderer) ... (hereinafter referred to as“the
bounden™) of the other part.

WHEREAS inresponsetothenotification NO ... dated
............................................... the bounden has submitted to the Government a
tender forthe ..o, specified therein subject to the
terms and conditions contained in the said tender;

WHEREA S the bounden has al so deposited with the Government a sum of
............................. as earnest money for execution of an agreement
undertaking the due fulfilment of the contract in case histender isaccepted
by the Government,

Now THese Presents WiTNEssand it isher eby mutually agr eed asfollows.—

In casethe tender submitted by the bounden is accepted by the Government
and the CoNtractor fOr .......cveveerrece s isawarded tothe
bounden, thebounden shall within...........cccoccovevvvicivrerenne. days of acceptance

of histender execute an agreement with the Government in corporating all
the terms and conditions under which the Government accepts his tender.
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2.

In case the bounden failsto execute the agreement as af oresai d incorporating
the terms and conditions governing the contract, the Government shall have
power and authority to recover from the bounden any loss or damage caused
to the Government by such breach as may be determined by the Government
by appropriating the earnest money deposited by the bounden and if the
earnest money isfound to beinadequate the deficit amount may be recovered
from the bounden and his properties movable and immovable in the manner
hereinafter contained.

All sumsfound due to the Government under or by virtue of this agreement
shall be recoverable from the bounden and his properties movable and
immovable under the provisions of the Revenue Recovery Act for thetime
being in force as though such sums are arrears of land revenue and in such
other manner asthe Government may deem fit.

IN WithesSWhereof St ..., (H.E. name and
designation) for and on behalf of the Governor of Kerala and Sri
..................................................................... the bounden have hereunto set their
hands the day and year shown against their respective signatures.

S o 107 0 o)
(date)

In the presence of witnesses :

S 0 107 0 )Y TP
(date)

In the presence of witnesses :
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ANNEXURE VII
[See Article 135 (i) (viii)]
STANDARD PRICE VARIATION CLAUSE

D Tenderers who claim variation in net f. 0 . b. prices (that is to say aprice
exclusive of the contractor’sprofit, rebate remuneration or commission called
by any name whatsoever should give detailed information in respect of each
of the constituent items, e.g., labour, material, etc., for which variation may
arisein theitems mentioned below:—

(A) Netf.o.b. price of store/equipment on which the tendered priceisbased —

(B) Ratesof labour and raw materials on which the quotation is based.

Element of cost Basic rate Per cent of total
f.0.b. cost indicated at ‘ A’ above

l. Labour

I1. (8) Raw materials (Variable)
0
(i)
(iii)

(b) Raw materials (Non-variable)
0
(i)
(iii)
2 If at any time after the submission of the tender an increase or decrease

takesplaceinthenet f.o.b. price, an adjustment will be made in the contract
price but only in respect of such portion of the net f.0.b prices as represents
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©)

@

the change therein on account of the two factors, cost of labour and/or
materials properly required for the manufacture of the contract stores, on
account of any reason or cost beyond the control of the manufacturers. The
Contractor may, after due completion of the contract and subject to and in
accordance with the provisions of this clause, make proposalsin writing to
the Government for the adjustment in the contract price setting out the
increases/decreases in the cost of labour and/or materials, the adjustment in
respect of net increases being, however, limitedto .........cccoeeveviccieeee per
cent of the net original f.0.b. prices. This percentage should be furnished by
the tenderer at the time of histender.

A claim by the contractor for the finalisation of price shall be accompanied
by the invoice and the document containing the original quotation of the
foreign Principal/Manufacturer and supported by acertificate of the chartered
or incorporated accountant of the Principal/Manufacturer, or if thereis no
qualified accountant of such foreign Principal/Manufacturer, the certificate
of such other accountant as may be approved for the purpose by the Director
General, India Store Department, London or India Supply Mission,
Washington, etc., showing the increases/decreases in the cost of labour
and/or material between the date of tender and the date of shipment together
with the basic rates of materialsand labour and their estimated and final cost
and certifying that they do not include any sum on account of profit or
overheads.

Upon receipt of the Contractor’sclaim, it shall belawful for the Government
to make such enquiry asthey may deem fit through the Director General, 1. S.
D., London/I.S.M., Washington or any trade association or other authority
nominated by the Directed General, 1.S.D., London/I.S.M., Washington for
verification and certification of the claim and it shall further belawful for the
Government to require the manufacturers/foreign principal’ saccountsrelating
totheincrease claimed to be examined by the Director Generd, 1.S.D., London/
I.S.M., Washington or other authority nominated by the Director General,

|.S.D., London/I.S.M., Washington.
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®)

(6)

()

®)

©)

Thedecision of the Government asto theincrease or decrease in price under
this cause shall be final and binding on the parties.

Any change in the customs duty payable by reason of and corresponding
to the account of the changeinthef.o.b. price shall beto the buyer’saccount.

No charges other than customs duty shall be affected by the change in the
f.o.b. price.

This clause shall remain in operation only up to the date of shipment
corresponding to the delivery period specified in the schedule to the
acceptance of Tender and notwithstanding any extension of time nothing
contained herein shall entitle the contractor to an increase in the contract
pricewheretheincreasein net f.0.b. price occurs after expiry of the said date
of shipment unless the contractor proves to the satisfaction of the
Government that the delay in shipment was due entirely to causes beyond
the control of the foreign principal/manufacturer, and the decision of the
Government of Keralain the behalf shall be final and binding.

Tenders should declare that in addition to the profit commission rebate, etc.,
specified they do not get any other discount or any credit to their account or
to any other account on their behalf adjusted either immediately or at the
end of the year on the gross turnover for the year.

List of storeson thecost of which variation areto beallowed

1. Copper and lead used in the 23. Copper tubes

manufacture of power cables

2. V.I.R. Cables 24. Piglead

3. Railway signaling cables 25. Lead sheets

4. Copper stripefor overhead 26. Phosphor sheets
transmissionlines equipment 27. Phosphor bronze
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5. Shunt and clip for traction motor

6. Harddraw high conductivity
electrolitic copper wire

7. Bushbars

8.  Brasstubes

9. Copper tracks

10. Brasssplit pins

11. Copper sheets

12. Brasssheets

13. Rivetscopper

14. Brass bolts and nuts

15. Copper washers

16. Weighing machines, weighing
bridge, etc.

17. Zincfor galvanising

18. Aluminiumingots

19. Antimony ingots

20. Brasshars

21. Copper bars
22. Copper ingots

28.

29.

30.
31.
32.
33.
34.
35.
36.
37.

38.

39.

40.

41.

42.
43.

44,

Zinc ingots

Zink sheets

Tiningots
White metal ingots
Bronzerods
Nickel aloy
Gun metal rods
Solder
Nickel
Lead pipe etc.
Lead seals
Link and strap clips
Paper insulated cables
A.C.A.R. conductors
Winding wires
Renewalsfor cellslike zink, rods

Plates boiler, copper

45. Non-ferrous loco and wagon

components such as brass, safety
valves bearing bushes, bronze
axles, boxeswherein materialslike
bronze, nickel, copper are
involved, and copper fire boxes

where copper isinvolved.
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ANNEXURE VIII
[See Article 139 (c) ]
FORM OF SUPPLY ORDER

Telegram. [Post Box No.]
GOVERNMENT OF KERALA
No. Office Date
Station

From
To

Subject :—

Reference:—
Dear Sir,
1 Your offer to supply the materialsasdetailed in thelist appended is accepted

subject to the conditions mentioned therein. *Please effect the supply
according to the special conditions given below, the instructions in the
notes below and in accordance with the list of materials appended. The
special conditions, if any, printed on your quotation sheets or attached with
your tender will not be applicableto thisorder unlessthey have been expressly
accepted in the list appended.

2. An agreement has to be executed by you in the prescribed form on Kerala
stamp paper of adequate value after furnishing a security of
.............................................. within amonth/fortnight for the duefulfilment
of the contract. The Kerala Stamp paper is obtainable from any licensed
vendor in the State. Payment on account of supplies against this order is

* Substitution C.S.N0.2/85 [GO.(P) No. 424/85/Fin., Dated 26/07/1985]
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liableto bewithheld until the agreement isexecuted. The earnest money will
be refunded on furnishing the security /treated as part security deposit for
the contract. Bank draft for the security should be drawn in favour
.................................... Chequesarenot acceptable. Inthe caseof firmswithin
the State the security amount may be remitted in the nearest Government
Treasury under Revenue Deposit account by chalans countersigned by the
Purchasing Officer .

Yoursfaithfully,

(Signature and Designation of Purchasing Officer)
*Special Conditions

NOTES

2. They should beinsured to destination VizZ...... ..coceeveeveienenseneeesee e

3. They should be despached FREIGHT PAID TO ....cccocovieevvveecece e to
whom all shipping/railway documents should be sent.

4. The materials shall be despatched by goods train. If this is found not
possiblethe prior approval of the officer mentioned in clause 6 below is
to be obtained before despatch by passenger train.

5. The contents of the packages should be STRICTLY CONFINED to this
order.
6. INVOICES IN TRIPLICATE SHOULD BE DRAWN ON AND

FORWARDED FORPAYMENT TO ...ccocoviiiiiiiiieei

* Addition C.S.N0.2/85[GO.(P) No. 424/85/Fin., Dated 26/07/1985]
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7.

10.

11.

Acknowledgement of and all other communicationsregarding this order may
be sent to the Purchasing Officer who has placed this order.

In all future correspondence and billsrelating to this order the number and
date at thetop should INVARIABLY be quoted.

SEPARATEBILLSSHOULD BE SENT FOR EACH ORDER.

The consignment will bepaid for only AFTER RECEIPT AND SURVEY of the
articles by the Department.

The firms will produce stamped pre-receipted invoices in all cases where
payments (advance/final) for rel ease of railway recei pts/shipping documents
aremade through Banks. In exceptional caseswhere the stamped receipts of
the Firms are not received for the payments (in advance) the unstamped
receipt of the bank(i.e., counterfoils of pay-in-slips issued by the Bank)
alone may be accepted as avalid proof for the payment made.

List of materialsaccepted and tobesupplied

ItemNo. Specifications Quantity Unit

Rate
Remarks

N .B .- The specifications, quantities, price,etc., are subject to correction. Errors

or omissions, if any, will beintimated to or by the contractor within ten days
fromthisdate.
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ANNEXURE [IX

[See Article 140(1)a]
FORM OF BANK GUARANTEE (FOR SECURITY DEPOSIT)
GUARANTEE No.
To

(Here enter designation of Head of Department)

1 WHEREA Sthe Government of Kerala have placed the order for the supply
OF e at atotal cost of .................. with M/s
2 AND WHEREA Sthe said Government have called upon the said Company
to furnish asum of RS .......ccvivivinininicce as security for the due

fulfilment of the said contract.

3. AND WHEREA Sthe said Government havein lieu of the said security deposit
agreed to accept aguarantee fromusS........c.cveeeveevcernnernennns theBankersof the
said Company.

4, WE the said Bankers of the said Company hereby guarantee payment to the

Government of Kerala State upto and not exceeding altogether a sum
........................................... of theamount if any payable by the said Company
to the said Government on account of any breach on the part of the Company
in the performance of the said contract.

5. THIS guarantee shall not be avoided, declared or affected by the Government
giving timeto the contractor for the performance of hispart of the contract or
granting him any indulgence by the Government making any variationinthe
contract. Thisguarantee shall remainin full force and effect notwithstanding
any neglect of forbearance or delay inthe enforcement of any of theterms of
the contract between the Government and the Contractor.
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6. THIS guaranteewill remainin force for aperiod of one year from the date of
itsissue upto and including and will be renewed for afurther period of one
year if necessary.

In WITNESS whereof we have hereunto set our hands and seal this
......................................... day Of ....ccoveeirreeerrce . ONEthousand nine

Signed and delivered by the above-named Witness: 1

Bank in the presence of 2
Countersigned by the above named Witness: 1
in the presence of 2
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ANNEXURE X

[See Article 140 (iv) ]
FORM OFAGREEMENT
(For contracts for supply of specific quantities)

AGREEMENT executed ............ day Of e
BETWEEN......ccooeirecieieee (hereinafter called “the Contractor”) and the
Governor of Kerda(hereinafter called “the Government”).

WHEREA Sthe contractor hastendered for the supply of articlesfor theuse

of the Government as per tender Notification NO.........coccovrrrrcerrieeene dated
............................................ published at pages..........ccccevevvrreerieennenenn.. OF part
........................... of theKeralaGovernment Gazettedated .......................which

tender notification shall form part of thisAgreement asif incorporated herein.

* AND WHEREA Sthe Government/purchasing officer have/has been pleased
to accept the offer subject to the conditions stipulated in the supply order

(which shall form part of thisagreement asif incorporated herein) in respect
of the articles mentioned therein.

AND WHEREA Sthe contractor has as security for the duefulfilment of his

obligationsunder thisdeed deposited .........ccoeveevecievrccese s being
................... per cent of theestimated value of thecontractin ...........coccveenenennnnee
Treasury asper PassBook NO..........ccccceevrrenccccnnnn, ChalanNo........ccccoevuneeee.
and pledged the Pass Book to the ........ccccocveeevveiennienen. /as per draft on
................................ Bank duly approved by the Government/in the form of
letter of guarantee for such amount from .........cccocveviiieiieninenenee, Bank

approved by the Government.

* Substitution C.S.N0.2/85 [GO.(P) No. 424/85/Fin., Dated 26-07-1985]
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NOW THESE PRESENTS WITNESS AS FOLLOWS:-

1 (a) In cases where along with the tender samples have been forwarded to the

(b)

Government and the samples approved, the Contractor agreesto supply the
materials according to the approved samples. In other casesthe Contractor
agrees to forward samples to Government for approval if so required and
then to supply materials according to such approved samples. When the
samples are not required, the Contractor agrees to supply according to
standard specifications. Samples forwarded by the contractor to the
Government will not be paid for and shall bethe property of Government but
the Government are at liberty to return them to the contractor on the
completion of his contract or to pay for them at agreed rates if they so
choose. All samples must be clearly labelled showing to what particular
items tendered for they relate and they should be of sufficient size and
quantity to enablethe Government to seeif the supplies made are according
to the approved samples.

The Contractor hereby declares that the goods sold to the buyer, under this
contract shall be of the best quality and workmanship and shall bestrictly in
accordance with the specifications and particulars contained in the copy of
the order attached herewith and the contractor hereby guarantees that the
said goods would continue to conform to the description and quality
aforesaidfor aperiod of .........cccoovenne days'/monthsfrom the date of delivery
of the said goods to the Government and that notwithstanding the fact the
Government may have inspected and /or approved the said goods, if during
the aforesaid period of .......cccccoevvieens days/months the said goods be
discovered nor to conform to the description and /quality aforesaid or have
deteriorated (and the decision, of the Government in that behalf will befinal
and conclusive) the Government will be entitled to reject the said goods or
such portion thereof as may be discovered not to conform to the said
description and quality. On such rejection the goodswill be at the contractor’s
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risk and all the provisions herein contained relating to rejection of goods
etc., shall apply. The contractor shall, if so called up on to do, replace the
goods etc., or such portion there of as is rejected by the Government.
Otherwisethe Contractor shall pay to the Government such damages as may
arise by reason of the breach of the condition herein contained. Nothing
herein contained shall prejudice any other right of the Government in that
behalf under this contract or otherwise.

2. Requests for enhancement or rates once accepted will not be considered
except where Government have, prior to the actual supplies, expressly agreed
inwriting for any price variation under specified circumstances. Conditions
of saleor other specia termsand conditions, if any, printed on the quotations
sheets of the contractor or attached with the contractor’stender or any other
letter or paper from the contractor will not govern this contract nor bind the
Government in any manner whatsoever, unless such forms have been
expressly accepted by the Government in writing.

3. *Thearticlesand quantitiesto be supplied are shown in the copy of the supply
order attached herewith. The contractor agrees to supply the quantities of
the articles shown in the order at the rate tendered by him for each articles
withinthetimefixed.

4. Inthe case of goods delivered by shipment, the contractor, shall, where the
expected tonnage of goodsis more than 200 tonnes, deliver the goodsthrough
the Trivandrum Port if so required by the Government.

5. The contractor agrees that time is the essence of this contract.

6. If the contractor defaults in the supply of all or any of the article correctly
and promptly as above the Government are at liberty to procure the same
from elsewhere without cancelling the contract as awhole. If Government
incur, in thus procuring such materials a higher cost than the agreed rate

* Substitution C.S.N0.2/85 [GO.(P) No. 424/85/Fin., Dated 26/07/1985)]

222



ANNEXUREX] FORM OF AGREEMENT

such excess cost may be deducted by the Government from the contractor’s
bill or adjusted or otherwise realised from his security deposit or recovered
from him by other means. The contractor agreesthat he shall not be entitled
toclaimtheexcess, if any of thetendered rate over such cost to Government.

# Deleted.

7.(a) All payments to the contractor for supplies effected satisfactorily will be
made after scrutiny of hishills.

(i) either by departmental cheques payable at the Government Treasuries,

(i) or by chequesor draftson the Reserve Bank of India, State Bank of India
and State Bank of Travancore (at any of itsprincipal branchesin India).

(iii) or inthe case of suppliesfrom abroad by drafts or otherwise as may be
agreed to.

(b) The firms will produce stamped pre-receipted invoicesin all cases where
payments (advance/final) for rel ease of railway recei pts/shipping documents
aremade through Banks. In exceptional caseswhere the stamped recei pts of
the Firms are not received for the payments (in advance) the unstamped
receipt of the bank (i.e. counterfoils or pay-in-slips issued by the Bank)
alone may be accepted as avalid proof for the payment made.

8. All incidental expenses incurred by the Government for making payment
outsidethedistrict in which the claim arises shall be borne by the contractor.

9. The contractor shall not assign or make over in part or wholly the contract
or the benefits or burdens thereof. The contractor shall not underlet or
subl et the execution of the contractor or any part thereof without the consent
inwriting of the Government. The Government shall have absolute power to
refuse such consent or rescind such consent (if given) at any time. The

#Dédetion and renumbering C.S.N0.5/85[G.O.(P) No. 470/85/Fin., Dated 23/8/1985]
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10.

11.

contractor shall not be relieved from his obligation, duty or responsibility
under this contract even if consent to let or sublet is given by Government

NOTWITHSTANDING theprovisions contained in clause 5, the Government
shall have the right to cancel the contract for any default on the part of the
contractor in due performance thereof.

It shall belawful for the Government from and out of any moneysfor thetime
being payable or due to the contractor from the Government under this
contract or otherwiseto set off any loss or expense cost or damages sustained
or incurred by the Government by reason of the cancellation of the contract.

12. The security deposit shall subject to the conditions specified herein bereturned

13.

*14.

to the contractor with three months after the expiration of the contract. Inall
cases where there are guarantees for the goods supplied the security deposit
will bereleased only after the expiry of the guarantee period.

The contractor agreesthat any communication addressed to him may be handed
over to him or hisagent personally or left at hisresidence or place of businessor
may be sent by pre-paid post to his addressed as mentioned in this deed.

In case the supply of articles involves erection of machinery the contractor
agrees that the machinery will be erected within the time and at the place
specified by the Government/ Purchasing Officer in that behalf. It shall also
be the duty and responsibility of the contractor to see that the machinery
thus erected is in good working condition to the satisfaction of the person
duly authorised by the Government/Purchasing Officer in that behalf and to
ensure the proper functioning of the machinery till the guarantee period is
over. In the event of the failure of the contractor to erect the machinery
within the time and at the place specified by the Government/ Purchasing
Officer or in the event of the machinery failing to function properly during
the guarantee period the amount spent by the Government and the loss

* Substitution C.S.N0.2/85 [GO.(P) No. 424/85/Fin., Dated 26/07/1985)]
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sustained by the Government on this account by making alternative
arrangements shall be recoverablefrom the contractor in the manner provided
in the Clause 15 hereunder.

*15. The contractor agreesthat all sumsfound due to the Government under or
by virtue of these presents shall be recoverable from him and his properties
movable and immovable, under the provisions of the Revenue Recovery Act
for the time being in force as though they are arrears of land revenueor in
any other manner and within such time asthe Government may deemfit. The
contractor agreesthat deciding what sum of money is duefrom the Contractor
under or by virtue of thisagreement, the decision of the Government shall be
final and conclusive and shall be binding on the contractor.

*Substitution C.S.N0.2/85 [GO.(P) No. 424/85/Fin., Dated 26/07/1985]
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ANNEXURE XI
[See Article 141]
FORM OFAGREEMENT

(For rate or running Contracts)

Agreament eXECULEA tNE ... e

day of .o, DEWEEN. ...
(hereinafter called “the Contractor”) and Governor of Kerala (hereinafter
called “the Government”)

WHEREA Sthe contractor hastendered for the supply of articlesfor theuse
of the Government as per tender Notification NO.........cccvvvveeceererenn v,

which tender notification shall from part of thisAgreement asif incorporated
herein;

* And WHEREA S the Government/ Purchasing Officer have/has been pleased
to accept the offer subject to the conditions stipulated in the supply order

N[ SR (075 (< o [ (whichshall form part
of thisagreement asif incorporated herein) in respect of the articlesmentioned
therein.

AND WHEREA Sthe contractor has as security for the duefulfilment of his

NO....orvrrereennns and pledged the passBOOK tOthe ... /
asper draft ON......ceevevevvvvrre e Bank duly approved by the Government/
in the form of a letter of guarantee for such amount from
............................................ Bank approved by the Government.

* Substitution C.S.N0.2/85 [GO.(P) No. 424/85/Fin., Dated 26/07/1985]
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1.()

(b)

NOW THESE PRESENTS WITNESS AS FOLLOWS :-

In cases where along with the tender samples have been forwarded to the
Government and the samples approved, the contractor agrees to supply the
materials according to the approved samples. In other cases the contractor
agrees to forward samples to Government for approval if so required and
then to supply material s according to such approved samples. When samples
are not required the contractor agrees to supply according to standard
specifications.

Samplesforwarded by the contractor to the Government will not be paid for
and shall be the property of the Government but the Government are at
liberty to return them to the contractor on the completion of his contract or
to pay for them at agreed ratesif they so choose. All samples must be clearly
labelled showing to what particular items tendered for they relate and they
should be of sufficient size and quantity to enable the Government to seeif
the supplies made are according to the approved samples.

The contractor hereby declares that the goods sold to the buyer under this
contract shall be of the best quality and workmanship and shall bestrictly in
accordance with the specifications and particulars contained in the copy of
the order attached herewith and the contractor hereby guarantees that the
said goods would continue to conform to the description and quality
aforesaidfor aperiod of ........cccceeivenenee. days/monthsfrom thedate of delivery
of the said goods to Government and that notwithstanding the fact that the
Government may have inspected and/or approved the said goods, if during
theaforesaid of ......cccccveeveciviennne, days/monthsthe said goods be discovered
not to conform to the description and quality aforesaid or have deteriorated
(and the decision of the Government in that behalf will befinal and conclusive)
the Government will be entitled to reject the said goods or such portion
thereof as may be discovered not to conform to the said description and
quality. On such rejection the goods will be at the contractor’srisk and all
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the provisions here in contained relating to rejection of goods etc., shall
apply. The contractor shall, if so called upon to do replace the goods etc. or
such portion thereof asisrejected by Government. Otherwise the contractor
shall pay to the Government such damages as may arise by reason of the
breach of the condition herein contained. Nothing herein contained shall
prejudice any other right of the Government in that behal f under this contract
or otherwise.

2. Requests for enhancement of rates once accepted will not be considered
except where Government have prior to the actual suppliesexpressly agreed
inwriting for any price variation under specified circumstances. Conditions
of saleor other special termsand conditions, if any printed on the quotation
sheets of the contractor or attached with the contractor’stender or any other
letter or paper from the contractor will not govern this contract nor bind the
Government inany manner whatsoever, unless such terms have been expressly
accepted by the Government in writing.

3. *The approximate quantities to be supplied are shown in the copy of the
supply order herewith attached, but it is agreed that they are only estimates
of and not the actual quantities required by the Government. The Government
however are not obliged to purchase the entire quantity mentioned in the
order or even any portion of such quantity during the period of contract, in
case no actual need arisestherefor. The contractor however agreesto supply
the quantity required (evenif it bein excess of the quantity estimated in the

order but not exceeding the estimated quantity beyond..............cccceeueniee. per
cent) of any article at theratetendered by him for that articlewithinthetime
fixed.

4.  Inthe case of goods delivered by shipment, the contractor shall where, the
expected tonnage of goods is more than 200 tonnes, deliver goods through
the Trivandrum Port, if so required by Government.

*Subgtitution C.S.N0.2/85[G.O.(P) No. 424/85/Fin., Dated 26/07/1985]
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5.
6.

The contractor agrees that time is the essence of this contract.

If the contractor defaultsin the due supply of al or any of the articles correctly
and promptly as above, the Government are at liberty to procure the samefrom
elsawhere without cancelling the contract as awhole. If Government incur, in
thus procuring such materials, a higher cost than the agreed rate such excess
cost may be deducted by the Government from the contractor’shill or adjusted
or otherwise realised from his security deposit or recovered from him by other
means. The contractor agreesthat he shall not be entitled to claim the excess, if
any, of the tendered rate over such cost to Government.

7. (a) All payments to the contractor for supplies effected satisfactorily will be

made after scrutiny of hisbill—
(i) either by departmental cheques payable at the Government Treasuries;

(i) or by chegques or drafts on the Reserve Bank of India, State Bank of India
and State Bank of Travancore (at any of their principal branchesinIndia);

(iii) or in case of supplies from abroad by drafts or otherwise as may be
agreed to.

(b) The firms will produce stamped pre-receipted invoicesin all cases where

payments (advance/final) for rel ease of railway recei pts/shipping documents
are made through Banks. In exceptional caseswhere the stamped receipts of
the Firms are not received for the payments (in advance) the unstamped
receipt of the bank (i.e., counterfoils or pay-in-slips issued by the Bank)
alone may be accepted as valid proof for the payment made.

All incidental expenses incurred by the Government for making payments
outsidethedistrict in which the claim arises shall be borne by the contractor.

The contractor shall not assign or make over in part or wholly the contract
or the benefits or burdens thereof. The contractor shall not underlet or
sublet the execution of the contract or any part thereof without the consent
inwriting of the Government. The Government shall have absolute power
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10.

11

12.

13.

*14.

to refuse such consent or rescind such consent (if given) at any time. The
contractor shall not be relieved from his obligation, duty or responsibility
under thiscontract evenif consent tolet or sublet isgiven by the Government

NOTWITHSTANDING the provisionscontained in clause 5, the Government
shall have the right to cancel the contract for any default on the part of the
contractor in the due performance thereof.

It shall belawful for the Government from and out of any moneysfor thetime
being payable or due to the contractor from the Government under this
contract or otherwiseto set off any loss or expense, cost or damages, sustained
or incurred by the Government by reason of the cancellation of the contract.

The security deposit shall subject to the conditions specified herein be returned
to the contractor with in three months after the expiration of the contract. In al
case where there are guarantee for the goods supplied the security deposit will
be released only after the expiry of the guarantee period.

The contractor agreesthat any communication addressed to him may be handed
over tohimor hisagent personally or left at hisresidenceor place of business, or
may be sent by pre-paid post to his address as mentioned in this deed.

In case the supply of articlesinvolves erection of machinery the contractor
agrees that the machinery will be erected within the time and at the place
specified by the Government/ Purchasing Officer in that behalf. It shall also
be the duty and responsibility of the contractor to see that the machinery
thus erected is in good working condition to the satisfaction of the person
duly authroised by the Government/Purchasing Officer in that behalf and to
ensure the proper functioning of the machinery till the guarantee period is
over. In the event of the failure of the contractor to erect the machinery
within the time and at the place specified by the Government/ Purchasing
Officer or in the event of the machinery failing to function properly during
the guarantee period, the amount spent by the Government and the loss

* Addition and Renumbering C.S.N0.2/85 [ GO.(P) No. 424/85/Fin., Dated 26/07/1985]
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sustained by the Government on this account by making alternative
arrangement shall be recoverable from the contractor in the manner provided
in Clause 15 hereunder.

*15. Thecontractor agreesthat all sumsfound due to the Government under or by
virtue of these presents shall be recoverable from him and his properties,
movable and immovable, under the provisions of the Revenue Recovery Act
for the time being in force as though they are arrears of land revenue or in
any other manner asthe Government may deem fit. In deciding what sum of
money is due to Government under or by virtue of this deed, the contractor
agreesthat the decision of the Government shall befinal and conclusive and
shall be binding on the contractor.

#16. Inwitnesswhereof the contractor and Sti..........ccceviveiiecieeee e
........................... (H.E. nameand designation) for and on behaf of the Governor
of Keralahave here unto set their hands.

Signed, sealed and deiverad by ..o s
In the presence of witnesses : @

Signed sealed and deliVered by ........c.ccevircicnnrcce e
............................. (H.E. name and designation) for and on behalf of the
Governor of Kerala.

In the presence of witnesses : (@)

)

* Addition and Renumbering C.S.N0.2/85 [GO.(P) No. 424/85/Fin., Dated 26/07/1985]
#Renumbering C.S.N0.2/85 [G.O.(P) No. 424/85/Fin., Dated 26/07/1985]
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ANNEXURE XIlI

[See Article 140 (i) (f) |

FORM OF SUPPLEMENTAL AGREEMENT

called “the contractor”) of the one part and the Governor of Kerala (hereinafter
called “the Government”) of the other part;

WHEREA Sthe contractor hasoffered as per theletter NO.........ccoeeeivceenee.
dated.......cccevvvennnne to extend the period of the existing ‘ Rate Contract’ for
thesupply of articlesmentioned intheorder NO..........ccccoeeveicnccnienne, dated
............................................... at the same rates, terms and conditions of the
existing agreement executed between the aforesaid parties on the

............................................. from oo 1O

AND WHEREAS the Government have in their order

NOW THESE PRESENTS WITNESS AND IT IS HEREBY MUTUALLY
AGREED between the Government and the contractor to extend the period
of the principa agreement for further period of ..o e, from
......................... 10 v ON the sAMe terms and conditions
enumerated in the principal agreement.

Save as varied as aforesaid all the terms and conditions of the principal
agreement shall remainin full force and effect.
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INWITNESSWHERE OF thecontractor and Sti.........c.eenenneensensenseensessenneens
(here enter the name and designation) for and on behalf of the Governor of
Kerala have hereunto set their hands.

Signed, sealed and delivered by ... Sri
................................................................................................... for and on beha f
of the contractor.
In the presence of witnesses : @)

@)
Signed, sedled and delivered by ..o
(here enter the designation) for and on behalf of the Governor of Kerala.
In the presence of witnesses : @

@
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*ANNEXURE XIIl1
[See Article 148 (a) (ii) ]

KNOWALL MEN BY THESE PRESENTSTHAT I/WE .......cccoevveeerereeienrenas
[here enter name(s) and address(es) of the person or persons] (hereinafter
called “the Contractor”)bind myself/ourselves to the Governor of Kerala
(herein after called “the Government”) for the payment to the Government of

theSUMOf ..o (Rupeesinwordsalso.)
S 0 01= 0 1 o)V 1 TP
BNA STt
In the presence of witnesses : (@)
@)
WHEREAS by an agreement executed on the .........ccccccecevvveennene day of
.......................... onethousand ninehundredand..................c......... BETWEEN

THE Government and the contractor (hereinafter called “the said agreement”)
the Contractor has agreed to supply to the Government of

Q= - |- WS (here enter the name of material) (herein
after collectively called as “the materials’) in pursuance of supply Order
o T

dated......ccereinerre e

WHEREA S one of the conditions of the said agreement isthat al payments
tothe Contractor for supplieseffected satisfactorily will be made after scrutiny
of the bills;

WHEREA Sthe Contractor hasrequested the Government to make advance
payment on the basis of railway receipt for despatch/or bill of lading or
against proof of despatch of the (here enter details of material s) before actual
receipt and verification of the materials agreed to be supplied as per the said
agreement;

* Addition C.S.N0.2/85[G.O.(P) No. 424/85/Fin., Dated 26/07/1985]
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AND WHEREAS Government have agreed to advance to the
CONTaCtON......covvrerereererereerennerenas per cent of thevalue of themateriadsagreed tobe
supplied ;

AND WHEREAS for the purpose of the security and indemnifying the
Government against all loss or damage which the Government may suffer in
the event of materials supplied being found short or defective on checking
and in consideration of the said advance payment of

......................................................................... (in words also) by the
Government to the Contractor it has been agreed by the Contractor to execute
this Bond subject to the conditions hereinafter contained.

NOW THE CONDITION of the above written Bond is such that if the
Contractor suppliesthe materials mentioned in the said agreement in complete
satisfaction of the Government and in conformity with the provisions of the
said Agreement the above written Bond shall be void otherwise the same
shall beand remain infull force and effect.

All sums found due to the Government from the Contractor under or by
virtue of this deed shall be recoverable from the Contractor and his/their
properties both movable and immovabl e under the provisions of the Revenue
Recovery Act for thetime being in force as though such sums are arrears of
land revenue and in such other manner and within such times as the
Government may deem fit. In deciding what sum of money is due to
Government under or by virtue of this agreement the Contractor agrees that
the decision of the Government shall be final and conclusive and shall be
binding on the contractor.

INWITNESSWHEREOF SHli....ccocoviiiiiiiieciecieteereiesees s sssseaesenes has
signed this ... day of

SIGNEA DY SHli....cviecc s

In the presence of witnesses : @
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163.

164.

CHAPTER VII
WORKS

Introductory

The term ‘works’ covers not only works of construction and repair of
buildings, roads, irrigation projects, etc., but also the manufacture, supply,
carriage and repair of tools and plant and other stores required in
connection with works of construction and repair.

The rules in this chapter are applicable to departments in general and are
supplemented for particular departments by the detailed rules and orders
contained in the respective departmental manuals and codes and any other
special orders applicableto them.

Classification of Works

Works are primarily classified into “original works” and “repairs and
maintenance”.

Original worksinclude all new construction, whether of entirely new works
or of additions and alterations to existing works, reconstruction of entire
structures necessitated by wear and tear or by damage due to some calamity
and all repairsto newly purchased or previously abandoned buildingsrequired
to makethem usable.

Repairs and maintenance include al the operationsrequired fromtimeto timeto
maintain existing properties in a satisfactory state and make good the damage
dueto wear and tear, when compl ete reconstructionis not necessary. Repairsare
further classified as “ordinary repairs’ and “ specia repairs’. Ordinary repairs
includethe periodical repairswhich aredoneregularly asamatter of routineand
are usudly of the same nature (e.g., painting or white-washing a building or
spreading anew coating of metal on aroad), and any occasional petty repairs
fromtimeto time, which may haveto be carried out between thetimefixed for
the periodical repairs. Ordinary repairsto anirrigation work include all the
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165.

operationsrequired to maintain thework in asatisfactory stateasitis, i.e., to
the standard already laid down. Special repairs are repairs, which are not
periodical or frequent e.g., re-roofing abuilding, replacing beams or renewing
afloor. Special repairsto an irrigation work include all operations under
taken with a view to maintaining the work in a better condition, i.e,, to a
higher standard than that already laid down, by using materials of a more
lasting kind, without increasing the efficiency or the scope of the system,
e.g., substituting cement plastering or pointing for ordinary plastering or
pointing, substituting plastering for pointing, substituting rough stone
masonary for dry stone packing, revetting tank bunds at the sites of beaches
and river margins where they are eroded, grouting newly the surface of
aprons and revetments and lengthening aprons and revetments to protect
the eroded portions of the beds and margins of rivers, canals and channels.

Certain operations are partly original works and partly repairs, e.g.,
substitutions of aterraced roof for atiled roof, substitution of steel beams
for damaged teak ones, or dismantling and extending averandah. A mixed
work of this kind should, for the purpose of determining the authority
competent to sanction it, betreated as an original work. When a structure or
a part of a structure is dismantled because it is structurally unsound and
replaced by anew work whichin all material essentials merely reproduces
what was dismantled, the work isincluded in the category of repairs, unless
it isdoneto make newly purchased or previously abandoned building usable.

ALLOTMENT OFWORKSTODEPARTMENTS
Worksallotted to the Public Wor ks Department

The Public Works Department is responsible for the execution of all works
which the Government have not specifically allotted to other departments—
SeeArticles166t0 171. In specia circumstancesawork for which the Public
Works Department is responsible may be executed by another department
on behalf of the Public Works Department by agreement between the two
departments.
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Works executed by Government servants of other departments acting as Public
Works Disburses are usualy petty works constructed on standard designs. Any
such Government servant may, however, apply to the Superintending Engineer
to depute a Public Works Officer to examine and such work whenin progressor
when completed and to make a general report as to whether the work is being
satisfactorily carried out or has been compl eted in accordance with the estimate.

Note:— The system to be adopted in the case of jail works should be as
follows—

When jail works are executed by the contract system, jail labour should be
employed by the contractors on all unskilled items of works connected with
the contract asfar as possible. Therefore when tenders are called for, for the
work it should be stipulated in the tender notice that the contractor should
employ jail labour on all unskilled items of work connected with contract if
such labour isavailable with the Jail Department and that the jail labour, if
supplied, will be charged for at the rate prescribed for the purpose. A similar
procedure should be adopted in regard to jail works executed departmentally
by the Public Works Department. In casesinwhichjail labour isnot employed
on awork for the reason that the Jail Department is not able to supply it, a
written statement from the Jail Superintendent to that effect should be
obtained and recorded by the Public Works Department Officers.

Worksallotted tothe Forest Department

166. TheForest Department’sworksare usualy executed in out-of-the-way localities
and under Specia circumstances, withwhich Forest Officersare better acquainted
than Public Works Officers. The Government havetherefore all otted to the Forest
Department all itsown works except thosefor the execution of which theagency
of the Public Works Department is more suitable. If the Chief Conservator of
Forestswishesto entrust any such work to the Public Works Department, he
should address the Chief Engineer in the matter. When there is adifference
of opinion between thetwo officersin regard to any such proposal, the Chief
Conservator of Forests should obtain the orders of the Government.
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Worksallotted totheother Departments

167. (a) The Government have allotted the following works to the department which
uses or requires the building:—

(i)  Worksof petty construction, maintenance and repair, the estimated cost
of which does not exceed 2,500 for any one work relating to buildings
originaly constructed by the Public Works Department, whether borneon
the Public Works Register or not.

(ii) Works of petty construction and repair of Police lines, huts and stations
which do not form part of Taluk Offices and other buildings orginaly
constructed by the Public Works Department but not borne on the Public
Works Register, subject to the delegation of powers.

(iif) All works relating to buildings constructed by the departments other
than Public Works Department and not borne on the Public Works
Register.

Note:— Therepair and maintenance workswill be undertaken by the Public
Works Department in respect of abuilding whichisoccupied by more
than one department.

Inthe case of abuilding occupied partly by al ocal Fund Office along with
one or more Government Offices, the cost of the annual repairs should not
exceed 1.5 percent or any other rate that may have been sanctioned on the
capital cost of the building.

Each occupying department may carry out petty internal repairsin the portion
which it occupies.

(b) The rules and conditions governing the execution of such works by the
department concerned are given below :

(i)  All estimates should be covered by adequate budget provision.

239



CHAPTERVII] THE KERALA FINANCIAL CODE VOL | [ARTS. 167-168

168.

(i)

(iii)

(iv)

(V)

(vi)

Estimates of petty construction and repairs may be sanctioned by the
Heads of Departments. The Heads of Departments are authorised to
sanction estimates for annual thatching irrespective of the monetary
limit prescribedin (a) above.

Such works should ordinarily be undertaken by the departmentsusing or
requiring them, utilising the funds placed at their disposdl in the budget.

The works described above should not involve structura aterations and
additions to buildings in—charge of the Public Works Department. When
they involve structural ateration and additions to such buildings, civil
officers should obtain the concurrence of the Executive Engineer for the
same and should also communicate to the Executive Engineer, the actual
costincurred so that the capital accountsof the buildings may be correctly
maintai ned.

If repairs are sanctioned to the roof of abuilding occupied by more

than one department, they should be of atrifling nature.

Civil Officers should seek the assistance of the officers of the Public
Works Department wherever they consider that the work under taken
by them under these rules requires professional supervision.

The alotment of certain works to departments other than the Public Works
Department in the preceding Articleis subject to the following conditions.—

@

If thework involvesastructural alteration or addition to abuilding borne
on the Public Works Register, the Government servant who proposes to
sanction the work should obtain the Executive Engineer’s consent to the
proposed alteration or addition, and should also inform him of the actual
costincurred, so that he may be ableto maintain the capital accountsof the
building correctly. While giving his concurrence to the proposals the
Executive Engineer should consider whether thework will requiretechnical
advice of askilled nature or professional supervision, and if so, inform
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the Government servant concerned with the work that the necessary
technical advice or assistance will be given by the Public Works
Departmental Officer during the course of construction and that for
this purpose timely intimation should be given of the date of
commencement of thework.

(2)  If thework relatesto abuilding not borne on the Public Works Regi ster
or relatesto abuilding borne on the Public Works Register but does
not involveany structural ateration or addition, the Government servant
who proposes to sanction the work should ask for advice or assistance
from a Public Works Officer only if he considersthat the work requires
skilled technical advice or professional supervision. In that case, he
should inform the Public Works Officer for whose assistance he asked
of the reasons for his opinion. If the Public Works Officer considers
that the work does not require skilled technical advice or professional
supervision, he should return the requisition with a full statement of
the reasons for his opinion.

(3) A Government servant of another department who executes any work
relating to abuilding borne on the Public Works Register should inform
the Superintending Engineer annually not later than the first June, of
the amount spent by him on repairs to the building in the preceding
financial year.

169. (a) The allotment of certain works to departments other than the Public Works
Department inArticle 167 does not apply to any worksrelating to thefollowing
buildings, the maintenance and repairs of which, irrespective of cost, are
allotted to the Public Works Department:—

(1) Buildings whose capital cost isabove 50,000 and also buildings
whose capital cost is not known, but whose maintenance cost
exceeds 2,500 in each individual case or connected group.
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2

©)

(4)

©)

All official residences except those under the administrative control of
the Forest Department.

Buildings which have been specially placed in-charge of the Public
Works Department for maintenance and repairs.

Buildings occupied by more than one department, except in the case of
petty internal repair which may be attended to by the occupying

Department.

Government buildings wholly occupied by departments of the Central
Government on payment of rent.

(6) Buildingsoccupied partly by the departments of the Central Government or

asofficia residencesand partly by the departments of the Government of
Kerda

Note (i) :— The expression “internal repairs’ should be taken asincluding

items such as white-washing and petty repairs to walls, inside and
outside, repairsto floorsincluding those of verandahs, repairsto ceiling,
repairs to doors and windows, painting or wood-oiling or varnishing
them inside aswell as outside.

Note (ii) :— Petty internal repairs may be attended to by the occupying

department. No alteration in any part which might have the effect of
altering any part of the design may be carried out with out referenceto
the Public Works Department. (e.g., altering the pattern of the flooring
or using different quality of timber in connection with repairsto ceiling).

Note(iii) :— Repairs to roofing would be an item of externa repair (to be

done by the Public Works Department ). So also repairs(internal aswell
asexternal) to the out housesin common use and repairsto compound
walls. All special repair should like-wise be carried out by the Public
Works Department.
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170.

Maintenanceof Register of ImmovableProperties

The permanent registers, one for buildings and lands and the other for roads,
bridgesand culverts, will bemaintained in Form 23 (1 and I1) by all Officersto
show the assets of Government in the form of immovable properties under
their charge. Theregisters maintained by each officer, including the Head of
the Department, will contain particulars of all the Government lands,
buildings, roads, bridges and culverts under the control of himself and the
officers subordinate to him. Changes such as transfer of custody or
construction of new buildings, roads, bridges and culvertsor removal of old
ones should beintimated to all the officers concerned to note and an annual
certificate should be recorded in the registers at the end of March to the
effect that all the changes during the year have been brought into the
registers.

The Heads of Departments other than the Public Works Department and the
Superintending Engineers of the Public Works Department will forward
extracts from the Register of Lands and buildings of the particularsrelating
toresidential buildingsunder their control to theAccountant General direct.
Additions, corrections or modifications, if any, to these particulars should
also beforwarded to the Accountant-General oncein every year, i.e., by the
first of May.

Electrical Works

171. (a) Asarule, all origina electrical works connected with Government buildings

will be executed by the Electrical Wing attached to the Public Works
Department (Buildingsand Roads Branch). If aHead of a Department wishes
to arrangefor the execution of an electrical work himself, he should apply to
the Government for the allotment of the work to his Department. If the
Government allot the work to his department he should get the detailed
plans and estimates prepared by the Electrical Wing of the P W. D., call for
tenders and get the work executed by licensed Electrical Contractors. He
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should request the Electrical Executive Engineer of the Electrical Wing inthe
P.W. D . to give any technical advice or assistance needed in the execution
of work. He should also inform the Executive Engineer (Buildings and Roads)
of the expenditure he incurs on the work so asto enable him to maintain the
capital account of the buildings correctly.

(b) Thecustodian of the electrical installations of a Government building or part
there of will bethe head of the office occupying the building or part thereof.
Replacement of bulbs and starters of fluorescent lights and bulbs of
incandescent lightswill haveto be done by the custodians of theinstallations
for which required bulbs, tubes and starters should be obtained by them
from the Electrical Radio Stores of the P. W. D . and kept in their stock for
ready replacement. The replacement work will be attended to by the staff of
the Electrical Wing of the P. W. D.if required.

(c) Payment may be madein advance by the custodian of electrical installations
for service connections to Government buildings, if the supply agency
requires this and the expenditure on this account has to be met from the
contingencies of the concerned Department.

GENERAL RULES
Selection of Site

172.  Thesite for anew building should, if possible, be fixed before the detailed
plans and estimates are prepared. The local authority concerned should
always be consulted asto the suitability of the site, except when the proposed
new building isto be erected within areserved forest.

Preparation of Estimates

173. (a) Nowork may be started before aproper estimatefor it has been prepared and
sanctioned by the competent authority, unless it is so started strictly in
accordance with aspecial order of the Government or some specific provision
inthis Chapter or in departmental rule or order (SeealsoArticle 184 and 185).
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(b)

(©)

(d)

(€)

174.(a)

An estimate should be prepared in Form 23-A except when aspecial form of
estimateisrequired for avery largework or has been specially prescribed for
aparticular kind of work in any departmental code, manual or order of the
Government.

Every estimate, whether for an original work or for repairs, should provide
for theremoval of all rubbishwhich may have accumulated, filling in unsightly
pits, etc., when necessary, at the site of the work; all work establishment
employed specially on the work; any incidental expenditure required, such
as the cost of sheds for workmen and stores; and, under separate sub-
heads ; all watchman sanctioned by competent authority for the care of
vacant buildings, guarding works, working sluices, etc.

An estimate for the annual maintenance of abuilding should providefor the
Municipal or other taxes payable on the property, and it should be submitted
to the Government servant occupying the building concerned, for
countersignaturein tokenthat it providesfor all repairs known to be required.
When aspecific period has been fixed after which aparticular item or kind of
work should be renewed, every estimate for repairs should show the date it
was last renewed.

Government servants of other departmentswho act as Public Works disbursers
inrespect of any works (SeeArticle 165) should preparethe estimatesfor themin
the forms adopted in the Public Works Department, together with the plans
where necessary, and obtain the necessary technical sanction of the competent
authority inthe Public Works Department. Standard designs should be adopted,
asfar as possible, with such modifications as circumstances may require.

Sanction for Works

The powers delegated by the Government to the various departmental
authorities to sanction expenditure on works of construction and repairs
allotted to the respective departments are specified in the Book of Financial
Powers.
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(b)

(©

175.

176.(a)

(b)

The power delegated to an authority subordinate to the Government to sanction
expenditure on works must not be so used asto evadethe necessity for obtaining
sanction from a higher authority by sanctioning in instalments a group of
connected works or aterations or agroup of connected purchases the total cost
of whichwill exceed what that authority isempowered to sanction.

The sanctioning or other prescribed departmental authority should communicate
every sanctionto expenditure on worksto the A ccountant General in accordance
with the procedure laid down for each department, except when the sanction
relatesto awork dlotted to adepartment, other than the Public Worksand Forest
and the hills relating to the sanction are to be drawn or countersigned by the
sanctioning authority itself.

Estimatesand Sanctionsto betreated asconfidential

All Government servants should treat the rate and the amount of cost entered
against each item in an estimate and the abstract showing the total estimated
cost of a work or part of a work as strictly confidential. No information
concerning them may be communicated on any account to any contractor,
piece-worker or prospective tenderer.

Exception.— Contractsrelating to extraction of timber in the Forest Department
are exempted from the operation of the aboverule.

Utilisation of Savings

The sanction to an estimate should always be regarded as being strictly
limited to the preci se objectsfor which the estimate wasintended to provide.
Any anticipated or actual savingsin a sanctioned estimate for a specified
work should not without the special sanction of acompetent authority, be
applied to any additional work which was not originally contemplated,
unlessit isfairly contingent on the actual execution of the work.

Savings dueto the abandonment of asubstantia section of awork sanctioned
by any authority should not be applied to work on other sectionswithout the
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177.

178.

specid sanction of that authority. If the estimated cost of asection whichis
abandoned is not less than 5 per cent of the total sanctioned cost of awork,
it should betreated asamounting to the abandonment of asubstantial section
of the works. In the case of irrigation work the estimated cost of the Head
Workswill be excluded in working out the sanctioned cost of thework for
this purpose.

Supplementary Estimates

In respect of adevelopment of awork which isheld to be necessary whileit
isin progressbut isnot fairly contingent in the proper execution of the work
as first sanctioned, a supplementary estimate should be submitted to the
competent authority for sanction together with a full report as to the
circumstances which make it necessary.

A Government servant who submits a supplementary estimate for sanction
should see—

(1) Thatitisnumbered consecutively with referenceto the supplementary
estimates, if any, already submitted in respect of the same work; and

(2) That the application shows the amount of the original estimate, the
amount of the previous supplementary estimates already sanctioned
or pending sanction, and the total amount of expenditure on the work
proposed for sanction, including the amount of the supplementary
estimate now submitted.

Method of ExecutingWorks
Works are executed by one of the undermentioned five methods—
0] departmentally by the employment of daily labour,
() by piece-work agreement,

(iii) by schedule contract,
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(@iv) by lump sum contract, and
v) by percentage rate contract.

Method (i) is adopted in cases where no contractors are available or where
for other reasons, it is found more economical. Under this method, the
department manufacturers or purchases its own materials. The purchase of
materials or tools and plant and machinery is governed by the Stores Rules.

Under method (ii) the piece-worker merely agreesto execute aspecified work at
specified rates without reference to quantity or time. The conditions of the
contract and the security to be taken from the piece-worker for the due
fulfilment of the contract are setforth in the standard forms. The piece-worker
usually possesses little professional knowledge or capital or employs no
supervising staff. The department arranges for the supervision, the setting
out and measuring of all work. The piece-work system shall ordinarily be
confined to works (including improvements and repairs) costing not more
than 2,500. If in any case of improvements and repairs costing above
2,500 it is considered preferable to adopt the piece-work system instead of
method (iii) the reason, therefor should be recorded in therelevant file. The
schedule of ratesin the piece-work agreements should show rates either for
finished work or for labour and materials, asthe case may be, even for items
for which lump sum have been provided in the sanctioned estimates.

Inregard to method (iii) under aschedule contract the contractor undertakes
to execute thework at specified rates, the sum heisto receive depending on
the quantities and kinds of work done or materials supplied. Thework should
also be completed within aspecified time-limit from the date of commencement
of work. These conditions are set forth in the standard form of agreement
(reproduced in Appendix | to Kerala Public Works Department Code).

Under method (iv) the contractor agreesto execute acompletework with all
its contingencies in accordance with the drawings and specifications for a
fixed sum. The essential characteristics of thiskind of contracts are:
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(i) A priceadjustments scheduleis specified in order to regulate the amount
to beadded to or deducted from the fixed sum on account of additionsand
alterations not covered by the contract.

(i)  Except asprovidedin clause (i) no addition is made in the contract
to the departmental estimate of the work, schedule of rates or
guantities of work to be done.

(iii)  The detailed measurements of the work done are not required to be
recorded except in respect of additions and alterations.

Execution of workson lump sum basiswill beresorted to only in exceptional
cases of absolute necessity. No such work should be executed without the
prior sanction of Government. The contract documentsin such caseswill be
got approved by Government in consultation with the Chief Engineer, the
Law Department and the Accountant General. Payments to contractors for
work done are made subject to the terms of the contract and any subsidiary
instructions issued by Government in this behalf and on the certificates of
the officersin charge of thework.

Under method (v) thedepartmental ratesfor the differentitemsof work inan

estimate are published and the contractor quotes this rate at a percentage
above, or below or at par the estimate rates so published. Only a single
percentage applicable to al the items is quoted and this percentage rate is
applicableto extraitemsalso, if any, arefound necessary during construction.
Other conditions of contract are similar to those applicable to schedule
contracts.

A modification of thistype of contract iswhen, instead of estimate ratesfor
a work, the schedule of rates is published and the contractor is asked to
guote a percentage above, below or at par the schedul e of rates so published.
Since neither thetotal quantity of work nor thetimeis specified, thismodified
form of percentagerate contract can be applied to piece work contractsonly.
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179.

180.

181.

182.

183.

Purchaseof Materialsand I nvitationsto Tender

When a Government servant buys materials for the execution of awork or
gives a work on contract, he should comply with the rules regarding the
purchase of storesand the general principles governing invitationsto tender
contained in Chapter V1.

Provision of Funds

Except in accordance with the provisions of Articles 184 and 185 no
Government servant may enter into acontract for the execution of awork
unless funds have been duly provided for it or an assurance has been
received from the authority competent to provide the necessary funds
that they will be allotted before the liability matures.

Execution of Agreements

No work which isto be executed under acontract should be started until the
contractor has signed aformal written agreement, unlessit is started without
aformal agreement under the provisions of Article 182 or Article 185.

Itisnot essential to obtain aformal agreement in regard to any work of petty
construction or repairs estimated to cost not more than 1,000 but a
Government servant competent to execute contracts may, when he considers
it desirable, obtain a formal agreement even in such a case. If no formal
agreement is executed; there should at least be a written understanding
specifying prices and rates, though it need not be in any prescribed form.

Note:— The amount provided for rates and taxes and watchmen’s wages
whether aregular agreement with acontractor or piece-worker excluded
from the total amount for the purpose of deciding whether a regular
agreement with a contractor or piece-worker is necessary.

When a Government servant of a department other than the Public Works
Department proposesto give awork on contract, he may consult the Executive
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184.

Engineer, if hethinksit necessary, and should get an agreement executed in
the form used by the Public Works Department (with necessary changes) if
no specia procedure or form has been prescribed for the purpose in the
departmental manual or code or by any order of the Government.

The principles stated in Article 51 should be borne in mind when contracts
aredrafted.

Sarting of work without a sanctioned estimate or without
adequatefundshaving been provided

If ahigher authority orders a Government servant, on any ground whatever,
to start a work for which an estimate is required under the rules but no
estimate has been sanctioned or for which adequate funds have not been
provided and no competent authority has undertaken to provide the
necessary funds, before the liability matures (whether an estimate has been
sanctioned or not), it should convey the order to start the work to him in
writing. A Government servant who starts any such work without awritten
order from ahigher authority and aGovernment servant who issuesawritten
order to start awork otherwisethan in accordance with theruleswill beliable
to be held personally responsible for paying for the work doneif itisfound
that hisaction was not fully justified by very exceptional circumstances. On
receipt of a written order directing him to carry out any such work, a
Government servant should immediately inform the Accountant General that
heisstarting awork for which no estimate has been sanctioned, or isincurring
aliability for which thereisno provision or no sufficient provision of funds,
and should, at the sametime, state approximately the amount of theliability
which heislikely toincur by complying with thewritten order which he has
received. The Accountant General will then be responsible for immediately
bringing the facts to the notice of the Head of the Department, except the
irregularities, if any, committed by thelatter, which he should report at once
direct to the Government. The Head of the Department should report to the
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185.

Government any failureto comply with therules regarding worksthat call for
disciplinary action by the Government. The Accountant General will report
to the Government the facts of any case in which he considers the action
taken by the Head of the Department to be inadequate. The Government will
take disciplinary action against any Government servant —administrative or
executive who fails or delays to comply with these orders.

Note :— The provisions of this Article will be relaxed in regard to famine
relief worksbut, this does not relieve any Government servant from his
responsibility for obtaining the necessary sanction to arevised estimate
and the necessary additional appropriation of funds, as soon as he can
foresee how far an estimate for awork entrusted to him for executionis
likely to be exceeded.

Sartingawork in an Emergency

It is occasionally necessary for a Government servant to start a work
immediately on the occurrence of some sudden, unforeseen emergency,
e.g., the breaching of the bund of anirrigation work, without waiting for
an estimate to be sanctioned and funds provided. A Government servant
who does this should report the facts at once hisimmediate superior and
to the Accountant General. If any such work is entrusted to a contractor
and it isimpossibleto enter into aformal agreement with him beforehand,
the Government servant on the spot who arranges for the work to be
started should at |east enter into a piece-work agreement with him. This
can be terminated at anytime if the authority competent to sanction the
estimate should so decide when the emergency is such that even a piece-
work agreement cannot be completed before starting the work, the
Government servant on the spot and the contractor should at least both
sign awritten order for the work. If writing materials are not available at
the time and the work has to be started with out a written order, the
written order should be prepared and signed by the Government servant

252



CHAPTERVII ] WORKS [ARTS. 185-187

186.

187.

and the contractor as soon as writing materials can be obtained. The
Government servant should then prepare a proper estimate without any
avoidable delay and submit it as early as possible to the competent
authority for sanction. A formal written agreement in the proper form (or
a written understanding specifying prices and rates if that is sufficient
with referenceto Article 182) should then be concluded with the contractor
as expeditiously as possible.

Muster roll for awork executed departmentally

Except for the permanent and temporary employeeswhose pay ischarged to
the head “establishment” and the members of the work-charged
establishment, all personswho are engaged departmentally for the execution
of awork should be regarded as day labourers and their wages should be
drawn on muster rolls. Themuster roll istheinitial record of 1abour employed
each day on awork. The Government servant in immediate charge of the
work should writeit up daily.

Muster rolls should be prepared and dealt with in accordance with the
following rules.—

€) One or more muster rolls should be kept for each work but amuster
roll should never be prepared in duplicate. One muster roll may be kept
for labourersemployed on several small works, if thereisno objection
toregarding thetotal unpaid wagesasrelating only to the largest work
in the group.

(b)  Every entry in a muster roll should be made, if possible, in ink and
otherwiseinindelible pencil.

(c)  Labourersmay be paid once amonth and separate muster rolls should
be prepared for each month.

(d) Thedaily attendance or absence of each labourersand any fineinflicted on
him should beaccorded daily in Part | of themuster roll insuchaway as—
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(i)  tofacilitatethe correct calculation of hisnet wagesfor the period of
payment;

(i) torender it difficult to tamper with or to make unauthorised additions
to, or dterations  in entries once made; and

(i) tofacilitate the correct classification of the cost of labour by works
and sub-heads of ~ works, where necessary.

Note:— Superior Officers should check the attendance of labourers as
frequently as possible.

(e)  After amuster roll has been passed by the Government servant who is
authorised to draw the bill for the works expenditure, payment should
be made as soon as possible. Each payment should be made or
witnessed by the Government servant of highest standing available.
He should certify to the payments individually or by groups and also
record at thefoot of the muster roll, both in words and figures, the total
amount paid on each date. The details of unpaid items, if any, should
be recorded in the Register of Unpaid Wages and the amount so
transferred deducted from the grant total of the muster roll so as to
bring out the “balance paid” before the Government servant who makes
the payments, completes the memorandum at the foot of the muster
roll.

(f) Payments of unpaid items carried forward to the Register of Unpaid
Wages, when made, should be recorded and certified in the same
way as payments of current items.

(g0  Allwagesnot claimed within three months should, asarule, beforfeited.

Note 1:—Inthe Forest Department wages remaining unpaid for three months
should be reported to the Divisional Forest Officer who will decidein
each case whether the liability should continue to be borne in the
accounts of the work concerned.
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188.

Note 2:— For the procedure to be followed in the Public Works Department,
see the Local Ruling under Article 121 in the Kerala Account Code,
Volumelll.

(h)  Theprogress of the work done by the labourers should be recorded in
Part 11 of the muster roll, if the work can be measured. If it cannot be
measured, aremark should be recorded to that effect. Part |1 need not
bewritten up at al when progressis reported once amonth or often or
in any other suitable form and the separate reports are considered
sufficient.

(i)  TheGovernment servant who isresponsible for the payments need not
submit the paid muster rolls to any higher authority, unless he is
specialy instructed to do so.

L abour engaged departmentally through a contractor

When work is executed departmentally by the employment of daily labour
(See Article 178), it is objectionable in principle to engage and pay the
necessary daily labour through a contractor instead of on a muster roll
under the ordinary procedure. In a great emergency it may sometimes be
impossible to obtain the necessary labour in time otherwise than through a
contractor. If itispossible, in such acase, to determine the quantity of work
done after its completion or at intervals during its progress, the contractor
should be paid at suitable rates for the work actually done. If thisis not
practicable, the contractor may be paid according to the number of l1abourers
employed each day, and his own profit or commission should either be
included in the rates allowed or paid separately in a lump sum or at a
percentage rate. With a view to avoiding disputes with the contractor in
such acase, he should be requested to sign the daily reportsin token that he
accepts them as correct. The muster roll and the measurement book should
not be used when the contractor is paid according to the number of labourers
employed each day.
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M easur ement Book

189. (a) All worksdone otherwise than by daily labour and all suppliesrelatingto a
work should be paid for on the basis of measurements recorded in a
Measurement Book, Form K. P.W. 21. The measurement book isthe original
record of actual measurement or count. The descriptions in a measurement
book should be lucid, so that the items described may be easily identified
and checked. A measurement book is a very important record and must be
kept with great care, sinceit may have to be produced as evidencein a court
of law.

Note:—In the Forest Department the measurement book isto be maintained
for works under the budget head “ Communications and Buildings’ in
all cases where the amount expended exceeds 50. The sanctioning
authority will, however, be permitted to order the maintenance of a
measurement book in other case while communicating its sanction to
the executive subordinate concerned.

(b)  Whenever ameasurement book changes hands, evenif itissent only fromone
office to another within the same building, some responsible person of a
grade not below that of aclerk should acknowledge receipt of it in writing.

190.  Government servants should strictly observethefollowing general instructions
in regard to measurement book:—

(1) All measurements should be taken down neatly in ameasurement book
issued for the purpose and nowhere else. No one may record any
measurements in a measurement book except a Government servant
who is duly empowered to make payment for the work done or aduly
authorised executive subordinate in immediate charge of thework who
has been supplied with a measurement book.

(2) Thelinesunder columns(1) to (4) on each page beginning with thetop
line, should invariably be filled up at the work. No line should be left
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blank. Any linesthat are not required on any page should be carefully
scored through, so that no additional entry can be made afterwards.

(3) Each set of measurements should begin with entries showing:—

(i)

(if)

In the case of work done-

(@
(b)
(©
(d)
(€)

()
©)

full name of work as given in the estimate,

situation of work,

name of contractor,

number and date of his agreement, if any,

date of commencement of work (i.e., date on which site was
handed over ),

date of actual completion of work, and

date of measurement; or,

In the case of materials supplied—

@
(b)
(©
(d)
(€)
()

name of supplier,

number and date of his agreement, if any, or of the order,
purpose of supply,

date of written order to begin supplies,

date of actual completion of supplies, and

date of measurement.

Each set of measurements should end with the dated signature and designation
of the Government servant who takes the measurements. A suitable abstract
should then be prepared which should show, in the case of measurements for
work done the total quantity of each distinct item of work relating to each
sanctioned sub-head.

4)

Since all payments for work or supplies are based on the quantities
recorded in the measurement book, a Government servant who takes
the measurements must take all possible care to record the quantities
clearly and accurately. He will also be held responsible for the
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®)

(6)

(7)

correctness of the entries in the column “contents or area’ in respect
of the measurementsrecorded by him. If the measurementsaretakenin
connection with a running contract account on which work has been
previously measured, he will also be held responsible for recording a
reference to the last set of measurements. If the measurements taken
arethefirst set of measurements on arunning account, or the first and
final measurementsthisfact should be suitably noted against the entries
in the measurement book, and in the latter case the actual date of
completion should be noted in the prescribed place. The signature of
the contractor or his agent should be obtained in the measurement
book after each set of measurements below the statement. “1 accept the
measurements’. If the contractor or hisagent isilliterate, hismark should
be attested by an independent witness.

Entries should be recorded continuously in the measurement book. No
page should beleft blank or torn out. If apageisleft blank inadvertently,
it should be cancelled by diagonal lines as soon asthisis noticed, and
the cancellation should be attested by the dated initials of the
Government servant concerned.

No erasuresis permitted. If amistake is made the Government servant
who is responsible should correct it and attest the correction by his
dated initials. When any measurements are cancelled, the cancellation
must be attested by the dated initials of the Government servant who
orders it or supported by reference to his orders initialled by the
Government servant who took the measurements. In either case, the
reason for the cancellation should always be recorded.

Entries should be made, if possible, in ink and otherwise in indelible
pencil. Pencil entries should never be linked over. Every entry in the
“contents or area’ column should be madeinink.
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(8) Each measurement book should contain an index and the Government
servant in charge of it should keep the index upto date.

(9) Atthetimeof payment, the Government servant who authorises payment
should draw a diagona red ink line across every page containing the
detailed measurementsrelating to thework or supplies paid for, and should
record reference to the number and date of the voucher or sub-voucher
in the abstract of measurements.

(10) The measurement book should be produced for inspection on request

by the Accountant General or a duly authorised member of his staff.

Check- M easurement of Works

191.(a) When adepartmental rule or order requiresthat awork be check-measured

(b)

©

before payment, the contractor should not be paid for work done until it has
been check-measured by the prescribed authority. Superior officers should
also make a point of checking the detailed measurements of works in the
course of their tours.

Check-measurement isintended to detect errors and prevent fraudulent entries.
It should therefore be donewith discretion and method. Theitemswhich appear
most likely to beincorrect and most easily susceptible of fraud and thosewhich
would serioudly affect the total of the bill if inaccurate should be selected for
check-measurement.

When measurements aretaken jointly by more than one Government servant,
the senior most of them should record and sign the measurements.

AidtoContractors

192. (a) No advance should be paid to a contractor except with the special sanction

of the Government or of acompetent authority to whom they have delegated
power to sanction such advances. Government servants should make every
endeavour to maintain a system under which payment is made only for work
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(b)

193.

194.

actually done. When, in exceptional circumstances, a Government servant
considers essentia to give a contractor an advance, he should apply to the
competent authority for sanction. Whenever any such advanceis sanctioned,
al the Government servants concerned should take the necessary precautions
to secure the Government against loss and to prevent the system from
becoming general or continuing longer than is necessary.

Government funds may be spent on behalf of acontractor in accordancewiththe
termsof hisagreement and subsequently recovered from him, whenitisnecessary
to engagelabourersor contractorsor incur other liahilitieson hisbehaf in order
to completework which he has neglected or failed to completewith referenceto
thetermsof hisagreement. Government material sare al so supplied to acontractor
in certain circumstances, subject to full recovery of the cost from him. Special
care should be taken in connection with all recoverable chargesto see that the
contractor or other person on whose behalf the charges have been incurred is
not allowed the benefit or any concession to which hewould not beentitled if he
had himsdlf incurred the charges.

Liability of Contractors

When a contractor has entered into an agreement to execute a work but
subsequently, for any cause whatever, anticipatesthat the contract will result
in anet lossto him this should not be accepted asareason for not compelling
him to complete the work. A contractor should look after his own interest
properly when entering into an agreement, and has no claim to any leniency
in enforcing a contract, when it turns out to be less favorable to him than he
originally anticipated.

Completion Report

When awork has been duly completed, the Government servant who paysfor
it should have acompletion report prepared and forward it to the Accountant
General or other prescribed authority in accordance with therules applicable
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195.

196.

to his department. The report should be prepared in the form specially
prescribed for the department concerned or in Form 24. Every completion
report should show the name of the work, the number and date of the order
sanctioning it, the amount of expenditure sanctioned and the actual
expenditure incurred. If the actual expenditure exceeds the amount in the
sanctioned estimates, the completion report should be sent to the prescribed
authority through the authority which sanctioned the estimate. The reasons
for the excess expenditure should be stated in the compl etion report, and the
sanction of the authority competent to sanction the total expenditure should
be obtained and recorded.

Note :— The above rule does not apply to the Public Works Department,
Government servants of this department should follow the rules
contained in the departmental code or manual asregards reporting the
completion of works.

Disposal of SurplusMaterials

As soon as awork has been completed, or as soon as it becomes clear that
no materialswill berequired for usein executing it, the Government servant
in charge of the work should arrange to dispose of all surplus materials
belonging to the Government either by transfer to other worksin progressor
by sale.

Protection of ReligiousEdifices

No temple, mosqgue, church, chapel, tomb or other building devoted to religious
use should on any account be destroyed, injured or occupied in connection
with the execution of any work unless it is done under a specid order of the
Government or with the full and free consent of the persons interested in the
religiousedifice and the concurrence of theprincipal civil authority onthespot.
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197.

198.

Worksallotted tothe Public WorksDepartment

The relevant provisions in the Kerala Public Works Account Code, Kerala
Public Works Department Code and the K eralaAccount Code, Volume 11 will
be followed when works relating to other departments are executed by the
Public Works Department.

Consultation with the Public Wor ks Officers

Departmental Officers should consult thelocal Public Works Officers about

any work which may involve engineering difficulties or in regard to which
advice based on the professional knowledge and experience of aPublic Works
Officer islikely to provevaluable.
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199.

200.

201.

202.

CHAPTER VIII
MISCELLANEOUS EXPENDITURE

Authoritiescompetent to sanction miscellaneous expenditure

Except when the expenditure is authorised by this Code or some other
authorised Code or Manual or by some general or special order of the
Government, no Government servant should incur any item of miscellaneous
expenditure (defined in Article 3) of any kind without the specific sanction of
Government or a competent authority to whom the Government have
delegated the power to sanction such expenditure (See Article 43).

Acquisition of Land

The procedure to be observed for the payment of compensation for lands
taken up for public purposes under the Kerala Land Acquisition Act, 1961
(21 of 1962) iscontained inthe KeralaLand Acquisition Manual.

In case of acquisition of lands for public purposes departmental officers
should see that compensation is settled before possession is taken, and
Land Acquisition Officers should see that payment of compensation is not
delayed and possession is handed over in due course to the departments
concerned in a formal manner. In cases where in contravention of this
direction, possession is taken and owing to any inordinate delay in the
payment or tender of such compensation, it becomes necessary to pay interest
under the provisions of the Land Acquisition Act, the officer or officers
responsible will render themselves personally liable to make good such
amount.

The procedure for the payment of compensation for lands acquired by private
negotiations should follow thelines of thoselaid down for acquisition under
the Land Acquisition Act. The officer who settles the price, etc., should
draw up the prescribed form asin the case of an award and this should bethe
basis of subsequent payment and audit.

263



CHAPTERVIII] THE KERALA FINANCIAL CODE VOL | [ARTS. 203-204

203.

204.

Payment to Her Highnessthe Senior M ahar ani of Travancore

Asumof 75,000 ispayable annually to Her Highness the Senior Maharani
of Travancorefrom the date of termination of the Regency, viz., 6th November
1931 by the Government exclusive of Her Highness' sharein private properties
and any income Her Highnessis already receiving from other sources. This
alotment istoinclude any sumsthat may be necessary for aPrivate Secretary
and clerical steff, in case Her Highness decides to employ such staff. The
amount will be paid in equal monthly instalments through the District
Treasury, Thiruvananthapuram on presentation of a stamped receipt signed
by Her Highness and duly endorsed in favour of an agent or bank.

*[The expenditure is debitable to the Head of Account ‘ 268, Miscellaneous
General Services-Other expenditure-Allowancesto the membersof the Ruling
Family, Travancore-Pensions'].

Payment of Annuity tothe Chengamanad Devaswom

A sum of 982.45 is payable annually to the Chengamanad Devaswom,
Ernakulam District by the Government in accordance with the terms of the
udampadys entered into by the Government and the said Devaswom on 29th
Meenam 1056 M.E., 19th Edavam 1056 M.E. and 29th November 1963. This
amount is in consideration of the relinquishment by the Devaswom of its
rights over the landed properties described in the said udampadys, in favour
of the Government. The amount will be drawn and paidin twoinstalmentson
the 15th of June and the 15th of December every year by the Tahsildar,
#Aluva, thefirstinstalment being 491.23 and thesecond 491.22. Payment
will be made to the duly appointed manager of the Devaswom on presentation
of astamped receipt signed by him.

*[ The Expenditureis debitable to the Head of Account ‘229, Land Revenue-
Other expenditure-Other miscellaneous charges'].

* Substitution C.S.N0.10/77 [GO.(P) No. 422/77/Fin., Dated 29/10/1977]
#Substitution C.S.N0.6/82 [GO.(P) No. 344/82/Fin., Dated 14/7/1982] w.e-. 7/5/1982]
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Family and Political Pensions, Malikhana, Jenmibhogam, Arthapalisa,
Karathil chilavu, Thiruppuvaram, Beriz Deduction and Tasdic Allowance

205. (@) Family and Political Pension.— These are all paddy pensions converted
into cash paymentswith effect from 1st February 1955 at commutation rates
to be fixed by the Government from year to year and payable only after the
15th of May of each year. Payments may be made at any of the treasuries of
the State and the payees are at liberty to choose the treasury from which
they shall receive payment. (Seea so Appendix 16 of K.T.C. Val. I1.)

(b) Malikhanas.— These are allowances paid in lieu of the rights enjoyed by
someformer Rajas and Chieftains. These allowances aretreated as Political
Pensions, governed by the Pensions Act (Central Act), 1871. When the
holder of a Malikhana dies it should be continued to be paid to the senior
member of thefamily concerned. Thedevolution of seniority will depend on
the personal law or custom applicable to each case. The District Collectors
of the respective districts shall be competent to order the re-registration of
the Malikhanain the name of the senior member, on the death of the previous
holder. However, the Government reserve therightsto:

(1) decide doubtful cases,
(2) sanction the payment of Malikhana,
(3) sanctionthelifetimearrears of Malikhana, and

(4)  decide the successor to receive the arrear of Malikhana due to a
deceased Malikhana, Pensioner.

Transfer of payment of Malikhana Allowance from one treasury to another
consequent on the change of residence are allowed by the Government or
the Accountant General on the following conditions.—

(i) Thetransfer of payment of Malikhanafrom one treasury to another in
the same district may be effected just like thetransfer of other kinds of
pension.
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(i)

In case transfer of payment of Malikhanais from one district to another
individual PPOs. may beissued in favour of the Malikhanadar.

(iif) The Government or Accountant General may permit the transfer of

(iv)

payments of Malikhana pension from one Treasury to another provided
the Accountant General should obtain the concurrence of the authority,
viz., the Government empowered to permit the changes of residence by
the Political Pensioner. But the transfer of the payment of the Maikhana
allowance from one treasury to another should not be frequently made
at the convenience of each pensioner. Permanent change in the
headquarters of the “ Sthanam” should be the criterion for allowing a
transfer of payment from one Treasury to another and not ashift inthe
residence of particular pensioner holding the “ Sthanam”.

In caseswhere such transfer is allowed a separate Group Register should
be opened for the payment in the new Treasury.

Note:—Lifetime arrears of pension dueto deceased Political, Revenue and

Malikhana Pensioners shall be paid to the claimant only on production
of succession certificate from the authority who sanctioned the pension
to the effect that the arrears may be paid to him. The authority who
issuesthe succession certificate shall do so only after enquiringintoin
detail the right of the claimant for succession to the family right or
sthanam and other relevant aspects. If there are more than one claimant
the names of the persons and the share of the amount each is entitled
to receive shall be specified in the certificate. After paying the arrears
of pension on account of a deceased pensioner the disbursing officer
shall return both the halves of the pension payment order to the
Accountant General (through the District treasury officer if payment of
pension is made at a Sub-Treasury) with a note of the date of the
pensioner’s death.
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(©

(d)

Jenmibhogam, Karathilchilavu and Arthapalisa.— These are allowances
paid to some Jenmis and other persons in the State. These are not pensions
proper but the rules relating to “Territorial and Political Pensions’ are
applicable to these allowances as well. These alowances shall be paid in
money at the commutation rates of paddy fixed by Government every year
and shall become payable only after the 15th of May of each year. The
commutation rate for a year should be calculated based on the average
market rate of paddy for the particular year. Paymentsin cash may be made
at any of the treasuries of the State and the payees are at liberty to choose
thetreasury from which they shall receive payment (See also Appendix 16 of
K.T.C.Val.ll).

Thiruppuvaram.—Vide Thiruppuvaram Payment (Abolition) Act, 1969 and
the Rules made thereunder.

(e) Berizdeductionsand Tasdic allowances—These are allowances granted to some

religiousinstitutionsand also to personsfor variousreasons, such asfor services
to berenderedin lieu of resumption of lands by Government, etc. In some cases
theseare paid in the nature of assignment of land revenue. The Village Officers
of therespectivevillagesare authori sed to pay these allowancesto the concerned
personsor ingtitutionsfrom the Village coll ections on obtaining simplereceipts.
Thedlowancesduefor afinancial year should be paid inthe month of March of
that year. In respect of arrears, the Village Officers are not competent to make
payments from the Village collections. Arrears should be paid in cash from the
respective Taluk Offices after obtaining the orders of the Revenue Divisional
Officer. Amounts, partsof which arein arrearsfor more than two years should be
paid asbelow:

Current year: infull
Firstyearinarrear: do.
Second year inarrear: do.
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Third year in arrear: 10% deduction
Fourthyear inarrear: 15% deduction
Fifth year or any other year in arrear: 20% deduction

The alowances, the payment of which has not been applied for, for more than
six years, should bestruck off from theregistersand theamount will beforfeited.
TheBoard of Revenueiscompetent to revivean allowancewhich hasonce been
struck off, if there are sufficient grounds.

A register inthe Form 24A should be maintained in the Village and the Taluk

Officesto account for the payments of these allowances. The Village Officer
should note the payments made from the Village collections, in the remittance
lists, on the dates of remittance and produce the receiptsfor the payment in
the Taluk Office. In the Taluk Office necessary action should be taken for
transfer crediting the amounts paid from the Village collections. After the
adjustments are made, the fact should be noted in the Taluk Register.

Departmental Payments

Departmental payments such as those for the purchase of salt, opium and
ganjaby the Excise Department, water-marked paper by the Stamp Department,
Stationery by the Printing and Stationery Department, etc., are made under
general or special sanction. If not provided for by departmental rules, they
should be made upon separate bills accompanied by vouchersand acertificate
that the articles billed for have been received in good order and accounted
for inthe’ Stock Register’, the quantities are correct, the quality isgood, the
rates paid are not in excess of the accepted and market rates, and that suitable
notes of payment have been recorded against the original indents and the
invoices concerned, to prevent double payment. The authority, unlessitisa
general one under which the purchase is made should a so be quoted in the
bills.
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Discretionary Grants

Discretionary grants may be sanctioned by (1) Governor and (2) the Officers
of the Revenue Department. The objects for which such grants can be made
and other conditions and the principles that apply to them are specified
below:—

(1) Discretionary grants by the Governor. — These are petty grants and
charitable donationsgiven by the Governor at hisdiscretiontoinstitutions
of the public or quas - public character and to individuas deserving
assistance from public funds.

(2) Discretionary grants by the Revenue Officers;.—The Board of Revenue,
District Collectors, Revenue Divisional Officersand Tahsildarsmay incur
expenditure from the discretionary grant for thefollowing objects :-

(@) Contributionstowardsrelief of poor people whose houses have been
destroyed by fire or who are suffering from the effects of flood, cyclone
or any other sudden calamity, when relief isimmediately required and
thereisnotimeto obtain agrant from Board of Revenue of Government
from the provision under “Famine Relief” or any other appropriate
head.

(b)  Contribution to help poor people for obtaining materiasfor building
huts when they are obliged to vacate their houses on account of
plague or any other epidemic diseases.

(c) Rewards to persons who have supported law and order in a special
meritoriousway, or displayed special courageor public spiritinsaving
or attempting to save human life.

(d) Extinguishingof fire, including grant of rewardsto personsother than
members of the Fire Services who show specia courage or public
spirit and incur risksin putting out fires.
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(e) Raisingseedlingsfor tree planting in villages.
(f)  Award of prizesto agriculturistsfor the encouragement of improved

farming and live-stock production.

(g) Any other object which, in the grantor’s opinion, is calculated to
promote public well-being and contentments.

Limitations.— (1) The extent upto which the above officers may incur
expenditure in each case subject to the availability of funds is specified
below:

Authority Money limit
The Board of Revenue . 5,000
The District Collectors . 2500
The Revenue Divisional Officers .. 1,000
The Tahsildars . 20

(' 500 towards expenditure for relief of distress caused by fire,
flood,cyclone, seaerosion and other natural calamities).

(2) Every grant should be non-recurring i.e., it should not involve any
further commitment whatever.

(3) Therelief should not exceed 100 per family.

(4)  Personswhose family incomeis 150 or below per mensem will be
eligible for relief from the Collector’s discretionary grant under items
(a) and (b) above.

Note:—The instructions for the drawal of the discretionary grants by the
Revenue Officers are contained in Appendix 7. Instructions regarding
the procedure to be followed on the occurrence of natural calamities
are contained inthe Manual on Natural Calamitiesand Distress Relief.
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208.

209.

Grants-in-aid and contributionsof Public Bodies,| nstitutionsetc.

General Instructions—Asamatter of genera policy it will not be appropriate

to make grants from Public Funds to denominational institutions. The State

may make such grants-in-aid for public purposes or activities carried on by

private institutions or local bodies as are in conformity with Article 282 of

the Constitution of India.

The following instructions should be observed in the matter of according

sanctions for grants-in-aid:—

@

@)

©)

Unlessin any case Government directsotherwise, every order sanctioning
a grant should specify clearly the object for which it is given and the
conditions, if any, attached to the grant. In the case of non-recurring
grants for specified objects, the order should aso specify the time-limit
within which the grant or each instalment of it isto be spent.

Only so much of the grant should be paid during any financial year as
is likely to be expended during that year. In the case of grants for
specific works or services such as building, water supply schemesand
the like, the sanctioning authority should use its discretion in
authorising payments according the needs of work. The authority
signing or countersigning abill for grant-in-aid should see that money
isnot drawn in advance of requirements. There should be no occasion
for arush for payment of these grantsin the month of March.

Beforeagrant ispaidto any public body or institution, the sanctioning
authority should as far as possible insist of obtaining an audited
statement of the account of the body or institution concerned in order
to see that the grant-in-aid is justified by the financial position of the
grantee and to ensure that previous grant, if any, was spent for the
purposes for which it was intended.
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(4)

The authority sanctioning a grant, while communicating the sanction
to the Accountant General should state whether the audited statement
of accounts has been received when required, or whether the grantee
has been exempted from submitting the statement.

Note 1:— For purposes of audited statements of accounts of any public

body or institution, it is not essential that the accounts should be
audited in every cases by the Indian Audit Department. It will be
sufficient if the accounts are certified as correct by a registered
accountant or other registered body of auditors. In the case of small
institutions, which cannot afford to obtain the services of aregistered
accountant or other registered body of auditors, the sanctioning
authority may exerciseitsdiscretion of exempting any such institution
from the submission of accounts audited in this fashion.

Note 2:— This provision applies both to non-official institutions and to

semi official ones, such asPublic Clubs, etc. In all sanctionsof grant of
a capital nature and for specific purposes made to institutions and
public bodies, the sanctioning order should contain a clause to the
effect that, if so required by the Accountant General, the accounts
together with all the relevant papers of theinstitutions shall haveto be
produced for inspection by the Indian Audit Department.

No Grants-in-aid shall be sanctioned in caseswhere thereisareasonable
suspicion or suggestion of corrupt practicesunlessthe granteeingtitutions
concerned are cleared of the allegations. Before sanctioning thegrants-in-
aid, the sanctioning authority should satisfy that the grantee ingtitutions
arefreefrom corrupt practicesand certify in each casethat this aspect has
been considered before sanctioning the grant and that there is no reason
to believe that the grantee ingtitutions are involved in corrupt practices.
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Such a certificate signed by the Officer on whose signature or
countersignature the grants-in-aid bills are drawn should be attached
to the grants-in-aid bills.

*(5)  Authorities who sanction Grant-in-aid and/or 1oan to Autonomous
bodies/AuthoritiessNGO’s/Other Institutions shall incorporate a
condition in the sanction order to the effect that grantee institutions
will be opentoAudit by Comptroller & Auditor General of Indiaunder
CAG of India's (DPC) Act whenever they are called upon to do so and
also that they shall submit annual accountsto the Accountant General
(Audit) concerned when Grant-in-aid and/or loan is not lessthan 25
lakh ayear.

Theresponsibility of adepartmental officer on whose
signatureor countersignatureagrant-in-aid bill wasdrawn

210. (1) Incasesinwhich condition are attached to the utilisation of the grant in the
form of specification of particular objects of expenditure or the time within
which the money must be spent, or otherwise, the departmental officer on
whose signature or countersignature the grant-in-aid bill was drawn should
be primarily responsiblefor certifying where necessary, the fulfilment of the
conditions attaching to the grant, unlessthereisany special rule or order to
the contrary. The certificate should be in #Form 44 and should be furnished
within three months from the date of receipt of audited accounts. Before
recording the certificate the certifying officer should take steps to satisfy
himself that the conditions on which the grant was sanctioned have been or
arebeing fulfilled. He may, therefore, requirethe submission to him at suitable
intervals of such reports, statements, etc., in respect of the expenditure from

* Addition C.S.N0.1/08 [G.O.(P) No. 177/08/Fin., Dated 19/04/2008]
#Substitution C.S.N0.14/76 [GO.(P) No. 377/76/Fin., Dated 10/12/1976]
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the grant as may be considered necessary. For this purpose the authority
sanctioning the grant should stipulatein every order sanctioning the grant a
time-limit for utilisation of the grant not exceeding one year from the date of
sanction and atime-limit of 9 monthsfor the submission of audited accounts
to the signing or countersigning authority from the expiry of the period fixed
for the utilisation of the grant. Where the accounts of expenditure from the
grant are inspected or audited locally, the inspection or audit report, as the
case may be, will either include a certificate that the conditions attaching to
the grant have been or are being fulfilled or will give details of the breaches
of these conditions.

* Utilisation certificatesrelating to grants-in-aid not exceeding 10,000 should
be forwarded to the Head of Department and thosefor grants-in-aid exceeding
10,000 to the Accountant General.

**Defaulting Institutions will be blacklisted for considering further grantsin
future.”

(2)* Utilisation Certificates in respect of sanctions not exceeding 10,000 should be
watched by Heads of Departments. In respect of sanctions to grant-in-aid
exceeding 5,000 astatement should be prepared by the Head of Department at
the end of the year indicating the particulars of sanctions such as number and
date, authority issuing sanction, name of the guarantee ingtitution, the amount
of grant-in-aid sanctioned and whether utilisation certificate has been obtained
or not and the statement should be sent to the Accountant General not later than
the 30th June.

A Register should be maintained by the officer who is responsible for
watching the utilisation of the grant in the following form

* Addition C.S.N0.3/87 [G.O.(P) No. 410/87/Fin., Dated 27/04/1987]
**|ngertion C.S.N0.1/2001 [G.O.(P) No. 781/2001/Fin., Dated 23/05/2001 w.ef.7/2/1988.
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The register should be inspected at regular intervals by the sanctioning
authority or the Head of the Department to satisfy himself that proper action

taken at proper time.

*(3) All departments shall furnish every year by 31st july areturnto the principal

Accountant General (Audit) containing entity wise information in all cases

where Grant-in-aid and /or loan to an authority or body including voluntary

* Substitution, Addition C.S.N0.3/87 [GO.(P) No. 410/87/Fin., Dated 27/04/1987]
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*(4)

! (5)

211.

organisation is not less than 10 lakh during the preceding financia year
indicating theamount of Grant-in-aid and/or loan given, the prposefor which
the assistance was sanctioed and the total expenditure of the entity during
the preceding financial year.

Every Body / Authority receiving Grant-in-aid and /or loan of 25 lakh or
more during a financial year shall submit to Principal Accountant General
(Audit) by 31 st july of the succeeding financial year their annual accountsfor
therelevant financial year or duly authenticated statement indicating the total
Government Grant-in-aid and /or loan received and the total expenditure
incurred by the body during the relevant financial year.

When recurring grants-in-aid are sanctioned to an institution for the same
purpose, acerrificate should be obtained from the granteeinstitution eligible
for recurring grant to the effect that the unspent balance of the previous
grant has either been surrendered to the Government or been taken in to
account for sanctioning the subsequent grant. The certificate should be
incorporated in the order sanctioning a grant-in-aid.

Unlessit isotherwise ordered by Government, every grant madefor aspecific
object is subject to the implied conditions—

(i) that the grant will be spent upon the object within areasonabletime;
if no time-limit has been fixed by the sanctioning authority; and

(if) that any portion of the amount which is not ultimately required for
expenditure upon that object should be duly surrendered to
Government.

Notel:—The expression ‘reasonable time' occurring in this rule should
ordinarily beinterpreted to mean one year from the date of theissue of
the order sanctioning the grant.

* Addition C.S.N0.1/08 [G.O.(P) No. 177/08/Fin., Dated 19/04/2008]
I Addition C.S.N0.02/2014 [GO.(P) No. 98/2014/Fin., Dated 10/03/2014]
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Exemption:— Inthe case of small institutionswhich are entirely/mainly fed
by recurring grants-in-aid from Government, grant-in-aid shall be
disbursed in instalments in the manner indicated bel ow:-

(@ Thefirgt instalment may be sanctioned inApril itself to enable the
ingtitutions to meet their expenses of the month of April.

(b) A second instalment may be paid in the month of May, June,
July, August or September, to cover the expenses for the five
months, May to September.

(c) Thefinal instalment may be sanctioned in the month of October or
later to cover the expenses of the rest of the financial year.

Note 2:— The requirement of obtaining audited statements of accounts
provided for in Article 209 need not be insisted upon for sanctioning
the first two instalments, if the statements are not ready. However,
such statements of accountsin respect of the previous financia year,
unlesstheinstitutions concerned have been specifically exempted from
furnishing them should be obtained before sanctioning the final
instalments.

Note 3:— Before the grant is rel eased, the grantee should execute abond in
Form No. 55 with two sureties, agreeing to abide by the conditions
under which the grant-in-aid is sanctioned. In the event of failure on
the part of the grantee to comply with al or any of the terms and
conditions, he and the sureties will be liable, individually and jointly,
to refund to the Government in alump the entire amount of the grant
with interest there on as may be prescribed by Government. The
conditions that there should be two sureties need not be insisted on if
the grantee is a society duly registered under an act or a co-operative
society or an ingtitution of standing in whose case the sanctioning
authority is satisfied that sureties are not necessary. In cases where
sureties are not necessary the bond will be executed in Form No. 55A.
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212.

213.

214.

A certificate to the effect that the grantee has executed the requisite
bond should be furnished along with the grant-in-aid bill, duly
countersigned by the Officer on whose signature or countersignature
thebill isdrawn.

Theabove provisionswill not apply to grants-in-aid madeto quasi-Government
or Government-aided organisationsand local bodiesfor this purpose, institutions
or organisations set up by Government as autonomous bodies either under a
statute or as society duly registered under an Act or otherwise will be treated as
quasi- Government ingtitutions. Government -aided bodies, for thispurpose, are
ingtitutions or organi sationswhich receivefinancia assistancefrom Government
on aregular basis (either wholly or partly) and/or (i) whose annua budget is
approved by Government, or (ii) in the Boards of M anagement or Committeesof
Management of which Government are adequately represented.

Grants-in-aid and contributionsto L ocal Bodies

The payment of various classes of grants-in-aid to local bodies, e.g.,
contributions for running Leprosy Clinics by certain Municipalities,
contributionsto Village, Panchayats, etc., will beregul ated by the general or
special orders of Government sanctioning each class of payment.

Educational grants-in-aid (other than to L ocal Bodies)

Grants to Schools— Detailed rules and instructions for the payment of
various classes of grants-in-aid to institutions under private management in
the Education Department are contained in the Departmental Code and in
the'KeralaEducation Rules'.

Orphanagesand Boar ding Houses

Grants-in-aid rules relating to boarding charges in hostels and Orphanages
and boarding homes for destitute children are contained in the general or
specia orders on the subject which the Government issuefromtimeto time.
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GrantstoLibrariesand theK erala Grandhasala Sanghom

215.  Payment of annual grantsto libraries and the K erala Grandhasala Sanghom
are governed by the following rules :-

D)

)

3
(4)
©)

(6)

)

8)

9

A. Rulesfor the payment of annual grantstoLibraries

Thelibrary should be open to all members of the community irrespective
of caste or creed.

The administration of the library should vest inaCommittee el ected at
aGeneral Body Meeting of thelibrary.

The Committee should be cosmopolitan.
There should be a minimum books stock of 600.

Additional encouragement will be extended to libraries having children’s
and women's sections and other social activities attached to them.

The accounts of the libraries should be accepted and passed by the
committeesof thelibraries.

No library receiving grant from Government should stock in thelibrary
books, periodicals, or any other publication #proscribed by Government.

Detailed accounts of the receipt and expenditure of the library and
registers and records prescribed by Government or by such other
authorities as may be appointed by Government for the use of the
library should be maintained and the accounts should be open for
inspection by officers and non-official s authorised by Government.

The minimum annual receipt of alibrary from monthly subscription should
not be less than 40 (Forty).

(10) 75 per cent of thegrant received by thelibrary from Government each year

should be utilised for purchase of new booksfor thelibrary. The billsfor

# Substitution C.S.N0.10/77 [GO.(P) No. 422/77/Fin., Dated 29/10/1977]
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(11)

the books purchased will be properly kept by thelibrary for inspection
by the officersand non-official sauthorised for theinspection of libraries.
Grantswill be given only if the previous year’s grant has been utilised
for purchase of books as per conditions laid down. The grants should
be utilised within two months after their receipt. Separate accounts
should be maintained by the libraries for receipts and expenditure out
of special grantsif any, sanctioned by Government.

Theremaining 25 percent of the grant should be utilised for purposes
of the library approved by the Committee within 6 months of date of
receipt of the grant.

(12) The unspent balance of the grant should be surrendered by the libraries

(13)

(14)

after the periods specifiedinrules 10 and 11.

Officersdisbursing the grant amount should maintain aregister showing
theamounts of grant disbursed to thelibraries, their utilisation, surrender
€tc.

Officers dishbursing the grant amounts will see that librarieswhich arein
receipt of grant-in-aid under these rules are working properly.

(15) Procedurefor the payment of grant to librarieswhether affiliated to the

(16)

KeralaGrandhasala Sanghom or not are contained in the general orders
issued by Government fromtimetotime.

On receipt of orders sanctioning the grant the General Secretary, Kerala
Grandhasala Sanghom, in the case of libraries affiliated to the Kerala
Grandhasala Sanghom, will collect grants-in-aid billsfrom thelibrariesin
form No. 108 of theK eralaTreasury Code, Volumell, check thehills, and
forward them to concerned District Educational Officers for
countersignature and transmission direct to the libraries for encashment
from the treasuries. In the case of libraries not affiliated to the Kerala
Grandhasala Sanghom thelibrarieswill, on receipt of orders sanctioning
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grants, forward their grant-in-aid bills to the concerned District
Educational Officerswhowill retransmit the billsafter countersignature
tothelibrariesfor encashment from the treasuries.

(17) Thedisbursement of grant to thelibrarieswill be completed beforethe
end of February in each financial year, asfar as possible.

(18) Any library which failsto apply for the grant in timein any particular
year will loseligibility for the grant for that year.

(19) Government will not entertain requests for review of orders passed in
respect of grantsto libraries after aperiod of oneyear from the date of
sanction of the grant.

Gradingof Libraries

The Director of Public Instruction in consultation with the KeralaGrandhasala
Sanghom will forward proposalsto Government on or before 1st May every
year for the constitution of Library Gradation Committees. Government will
issue orders constituting the Gradation Committees. The Gradation
Committees will grade the libraries in accordance with the standards and
ruleslaid down by Government for the purpose.

B. Rulesfor Payment of Building and Furnituregrant toLibraries

Grant may be awarded to the libraries for the construction of buildings and
purchase of furniture not exceeding half of the estimated cost of the building
and of furniture as certified by a P. W. D. Officer not below the rank of a
Junior Engineer subject to certain limitsfixed by Government and the grants
will be sanctioned subject to the availability of funds. Detailed rules are
contained in the general or special orders on the subject which the
Government issuefromtimeto time.

C. Rulesfor thepayment of annual grant totheKerala
Grandhasala Sanghom

1. The grants given by the Government annually to the Kerala Grandhasala
Sanghom are for its establishment and organisation expenses and the
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Examiner of Loca Fund Accountswill conduct an annual audit of theaccounts
of the Sanghom to see that the grant has been utilised for the purpose.

2. Thefollowing procedurewill be adopted for the disbursement of the annual
grant to the Sanghom.

(i)  Pending fixation of annual grant, advance grantswill be sanctioned to
the Sanghom for each year, to be adjusted later on from the annual
grant to befixed for theyear. Grantswill be given by Government only
for items of expenditure approved and accepted by Government.

(if) Theadvancegrant for the year will befixed at aggregate of the estimates
of thevariousitemsof expenditureapproved by Government for fixation of
grant to the Sanghom.

(iii) The advance grant will be fixed in the month of April and paid in
equal quarterly instalmentsin April, July, October and January every
year.

(iv) TheKeralaGrandhasalaSanghom will furnish the statement of accounts
of the Sanghom for each financial year to the Examiner of Local Fund
Accounts within 3 months after the close of the year and the Examiner
of Loca Fund Accounts will conduct the audit of accounts of the
Sanghom and furnish audit report and audit certificate to Government
within eight monthsfrom the date of receipt of the statement of accounts.

(v) Alongwiththeaudit report, the Examiner of Local Fund Accountswill
forward his recommendations regarding the final grant to be fixed for
the year of the audit report.

(vi) Thegrant for theyear will befixed finally on receipt of audit report of
the Sanghom for the year.

(vii) The excess amount paid or balance due, if any, on account of the
provisional fixation for theyear will be adjusted in the next year’sgrant.
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Scholar shipsand Sipends

216. (A) Scholarships— (a) The number and the value of scholarships and the
conditions under which they are awarded are regulated by the general or
special orders of Government issued fromtimetotime.

(b) Within the maximum number, and subject to the conditions and rates,
the Director of Public Instruction and his subordinates are empowered
to distribute scholarships among individual institutions in the
Education Department. Scholarships for industrial, agricultural, etc.,
ingtitutions, are regulated by the same principles.

Note:— The detailed instructions and conditions for the distribution of
scholarships are contained in the Education Code in the case of
colleges and schools of the Education Department and in the rules of
the Institutions concerned, in the case of others.

(B) Sipends.— (a) Stipends in the Training Colleges and Schools and other
institutions are regulated by the Code or Regulations or Rules or any other
specia orders of Government issued fromtimeto time.

(b) The stipendiary teacher-trainees will execute suitable bonds with
Government in theform prescribed by the Director of Public Instruction
and the heads of the training institutions will watch from timeto time
whether the conditions thereof are satisfied.

Billsfor scholarships and stipends should be drawn in the case of departmental
ingtitutions by the heads of the ingtitutions in which the holders thereof are
studying. In the case of ingtitutions under private management, they should be
prepared and vouched for by the correspondent or the manager of theingtitution
concerned and countersigned by the Controlling Officers.

Industrial Grants

217. Grantsto recognised private, technical and industria ingtitutionsare sanctioned
by the Director of Technica Education in accordance with ruleslaid down by
Governmentinaid of—
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218.

219.

220.

(@)  Payment of salariesto teachers;
(b)  Purchase of furniture and permanent fittings;

(c)  Purchaseof tools, machinery and other technical appliances;
and
(d)  Purchase, erection or extension of school buildings.

Bills should be drawn by the Managers of Institutions in forms prescribed
for educational grantsin-aid, with suitable modifications and countersigned
by the Director of Technical Education.

GrantstoMedical I nstitutions

Grants-in-aid to medical institutions should be drawn on grants-in-aid bills
signed by the Managers of such institutions and countersigned by the District
Medical Officer of the District concerned. Those of the Vaidyasalaswill be
drawn by the vaidyans and countersigned by the District Indigenous Medical
Officer. The bestowal, increase, reduction or stoppage-permanent or
temporary- of any grant-in-aid will require the previous sanction of
Government.

Co-operativeGrants

Grants-in-aid to Co-operative Supervising Unions, the Co-operative | nstitutes
and other Co-operative Societies are sanctioned by the Registrar of Co-
operative Societies subject to the rules and orders issued by Government
fromtimetotime. Thedetails of Stateaid givento co-operativesare contained
inthe provisionsin Chapter VI of Kerala Co-operative SocietiesAct, 1969.

Grant-in-aid to Private Engineering Collegesand Polytechnics

Detailed rules and instructions for the payment of grant-in-aid to private
Engineering Colleges and Polytechnics under the Technical Education
Department are contained in the Grant-in-aid Code for private Engineering
Colleges and Polytechnics.
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221.

222.

Expenditureon Inaugural Ceremonies

Expenditure on ceremonies connected with the inauguration of important
works, e.g., thelaying of foundation stones of public buildings, the opening
of canals, the opening of bridgesetc., can beincurred only with the previous
sanction of Government and subject to further instructions given hereunder.
The expenditure on such functions should be limited to the minimum
absolutely necessary, and should in no case exceed the limit fixed by
Government in each case.

The following instructions should also be observed:—

(i)  Noamount shall be spent from State Funds for ceremonial functions
like foundation stone laying, opening or inauguration of any scheme/
project/work or building, except to the extent indicated in paragraph 3.

(i) Noofficer whoisnot directly connected with the scheme/proj ect/work
or building shall attend such ceremonies at State cost. The restriction
will not, however, apply to those who have to attend such functions
either for security purposes or as part of their normal duty.

The ceremonial part of the functions may be | eft to be arranged by
local enthusiasts, if they like. Expenditure from State Fund, may, if
at al, be incurred only on such necessary items like getting a
foundation slab, purchasing a trowel or hiring a mike and should
not ordinarily exceed 100 (Rupees one hundred only).

Examination

The authority sanctioning the remuneration to Superintendents, Examiners,
etc., will beresponsiblefor seeing that the scales and conditions prescribed
by the Government are observed in each case. Bills should be supported by
acertificate of the sanctioning authority that the remuneration paidisnot in
excess of the scales prescribed by the Government, citing the relevant rules
or orders.
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223.

224,

225.

Note:— The Commissioner for Government Examinations is competent to
incur all contingent expenditure in-connection with the conduct of the
public examinations of his department subject to any rates which may
be prescribed, from time to time, by the Government. He is also
competent to depute members of his office staff or of his establishment
in connection with the printing of question papers for examinations.

OvertimeFees

The conditions for the grant and the rates of overtime fees to Government
servants are regulated by the general or specia orders of Government
governing each class of payment.

Feesfor M edical I nspection of Vesselsin Har bour

At the seaport (minor port) for every professional visit made to avessel in
harbour, the authorised Medical Officer may be paid fees at such rates as
may be prescribed by Government from timetotime. Thesefeesare payable
in Municipa Townsby the Municipal Councilsconcerned out of their funds,
the visits being made at their requisition. In seaports which are outside
Municipal limits, thefeesare payablefrom the contingencies of theMedical
Department, the visits being made at the requisition of the authorities
concerned.

Plague Charges

Detailed rules regarding the above are contained in the Plague Rules and
standing orders. Sanction of Government is necessary for incurring
expenditure in connection with the measures to combat plague. Such
expenditurewill ordinarily be necessary only on the following objects.—

() Observationsincluding the pay of the Medical Officers;
(i) Inoculation;
(iii) The provisions of shelter for personsleaving their houses;

(iv) Police to guard evacuated houses and approved camps;
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226.

227.

(v) Rat destruction including cost of traps and poison and the pay
of any staff employed; and

(vi) Hospitals, appliances and staff for the care of patients.

Expenditure on the above items will be debited to Local Funds when such
measures are carried out within the limits of the Municipalities and
Corporations and to Government when they are carried out outside the
Municipalities, Corporations and Estates.

Note :— The Director of Health Services, the District Medical Officer of
Health or any officer appointed by Government as Plague Specia
Officer may, in anticipation of Government sanction, incur expenditure
on account of anti-plague measurers, whether within or outside the
municipal areas upto alimit of 500 and realise the amount so spent
from the Local Funds concerned when such measures are carried out
inMunicipalitiesor Corporations.

Whenever plague prophylactic arrangements are made by or under the orders
of Government in respect of any Estate in the State infected or suspected to
beinfected with plague the expenses incurred therefor shall be defrayed by
the State concerned.

Note :— The Director of Health Services, the District Medical Officer of
Health or any officer appointed by Government as Plague Special
Officer may, in anticipation of Government sanction, incur expenditure
on account of anti-plague measures carried out in an Estate upto alimit
of 500 and realise the amount so spent from the Estate concerned.

HonorariatoHonorary Nursing Sistersemployed in the State Hospitals

The honoraria due to the Honorary Nursing Sisters actually working in the
various hospitals of the State will be drawn every month by the Medical
Officersin-charge of the respective hospitals, on a separate establishment
pay hill.
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228.

229.

230.

HonorariatoAyurvedic Physicians

Paymentsto Honorary Ayurvedic Physicians and Honorary Homeo Medical

Officersin the Department of Indigenous Medicine require the sanction of
Government. They are drawn on regular detailed pay bills of permanent
establishments of the hospitals and dispensaries and disbursed on proper
acknowledgmentsin acquittancerolls.

Contribution to Devaswom Fund

According toArticle 290-A of the Constitution of Indiaasumof 46.5lakhs
is payable every year as contribution to the Devaswom Fund.

ContributionstoAssociations, etc., and for charitable purposes

The contributions are made under special sanction of Government in each
case.

Anannual grant of 14,000 (made up of 9,000 paid by the former Cochin
Government and 5,000 paid by the former Travancore Government )is
being paid to the Benares Hindu University, Benares, subject to the conditions
that the university will make available not less than 10 seats to students of
this State in courses of study which are not available in this State.

Compensation for L ossof Property

231. Heads of Departments should observe thefollowing instructions when making

any recommendations for the grant by the Government for compensation to
a Government servant for loss of his property:—

(1) (8 Claimsto compensation for loss of property made by Government

servants will ordinarily be considered only in cases in which—

(i) Theexposure of the property to risk isdirectly connected with the
duties on which theGovernment servant is employed at the time,
e.g., whentheaction on an enemy force, insurgents, raidersor wild
tribes causes aloss of property of a Government servant employed
in the area affected,;

or
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(b)

©

(d)

(ii) the property islost in consequence of endeavours on the part of a
Government servant to save the property of the Government which
was also endangered at the time;

or

(i) theproperty isdestroyed under the orders of acompetent authority.

No compensation will be paid in respect of any losswhichisdueinany
way of negligence or other default on the part of the claimant.
Compensation will aso not be granted when, as a matter of ordinary
prudence, the Government servant who owned the property could and
should haveinsured it. The question whether the property should have
been insured is a question of fact to be decided by the Government.

Compensation will not ordinarily be granted to a Government servant for
any loss of his property which is caused by natural calamities e.g., an
earthquake or flood, or which is due to an ordinary every day accident
suchasmay occur to any citizen, e.g., lossby theft even when accompanied
by violence, or loss dueto arailway accident, fire, etc. The merefact that
at thetime of the accident, the Government servant istechnically on duty
or isliving in Government quartersin which heisbound to reside for the
performance of hisdutieswill not be considered asasufficient ground for
the grant of compensation.

The grant of compensation may be recommended in respect of animals

(i) that arekilled, captured or stolen by an enemy force, (ii) that are
destroyed under the orders of a competent authority to prevent the
spread of infectious or contagious diseases, or (iii) that die as aresult
of exposure or excessivework necessitated by usein the public service,
or of an accident directly due to such use. When an animal belonging
to a Government servant is destroyed under the orders of a competent
authority to prevent the spread of an infectious or contagious desease,
the amount of compensation recommended should not exceed the
amount payable to a private person in similar circumstances.
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(2) When any one of the three conditions mentioned in instruction (1) (a) is

231A.

231B.

satisfied, the Head of the Department may recommend the grant of
compensation to the Government servant concerned as an act of grace upto
the value at the time of loss of the necessaries|ost by him. The Head of the
Department should examine the question whether the articles lost are
“necessaries’ within the meaning of this instruction with reference to the
Government servant’s personal standing and circumstances and make his
recommendation accordingly.

*Expenditurefor thetransportation of dead body of a
Gover nment servant dyingin har ness

Anamount equal to what an officer would havereceived for hisjourney from
the place of hisduty to the place of hisresidence after retirement under rule
99A, Part 11, K.S.R. will be paid to the family of a Government servant who
diesin harness provided in the opinion of the head of the department/office,
the family deserves such an assistance towards expenses connected with
the conveyance of the dead body to his native place/place of residence. The
expenditure on this account will be debited to the detailed head “other
charges’ of the department/office concerned.

#Exgratia paymentsto Gover nment servants sustaining
injurieswhileon duty

All categories of Government employeeswho sustain injurieswhile on duty
will be paid compensation as bel ow:

(i) Exgratiapayment of 15,000 (Rupees fifteen thousand only) to those
who sustain permanent disablement disqualifying them to continuein
Government service, provided they have not completed 10 years of
serviceand are not eligiblefor minimum pension.

* Addition C.SN0.15/76 [GO.(P) No. 386/76/Fin., Dated 15/12/1976]
#Addition C.S.N0.3/86 [GO.(P) No. 311/86/Fin., Dated 19/04/1986]
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(i) Exgratiapayment of 10,000 (Rupeesten thounsand only) to thosewho
sustain permanent disablement disqualifying them to continue in
Government service and who have completed 10 years of service and
areeligiblefor minimum pension.

(iii) Exgratia payment of 3,500 (Rupees three thousand and five
hundred only) to those whose injury falls under any of the following
categories.

(8 Emasculation;

(b)  Permanent loss of the sight of either eye;
(c) Permanent loss of the hearing of either ear;
(d)  Lossof any member or joint;

(e Destruction or permanent impairment of the powersof any member
orjoint;

(f)  Permanent disfiguration of head or face.

(iv)  Exgratiapayment of 500 (Rupees five hundred only ) to those who
sustain the following types of injuries :-

(@)  Fracture or dislocation of abone or tooth ;

(b)  Any hurt which endangersife or which causes the person bodily
pain or makes him/her unableto follow his/her ordinary pursuits
for ten days.

(v)  Exgratiapayment of 250 (Rupeestwo hundred and fifty only) to
those who sustain minor injuries due to stone throwing etc.,
requiring hospitalisation.

The payment will be sanctioned by Government in the Administrative
Department in each case on the recommendation of the Head of Department
and the Medical Board constituted for the purpose.
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ANNEXURE

[See article 205 (e) ]
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CHAPTER X
LOANS AND ADVANCES
General-Main Classesof Loansand Advances
232.  Loans and advances made by Government fall under the following main
heads.—
L oans bearing interest—

1. Loanstoloca funds, private parties, etc.
2. Loansto Government servants.

Advances not bearing interest—

3. Advancesrepayable.
4. Permanent advances.

1.LOANSTO LOCAL FUNDS, PRIVATE PARTIES, ETC.

233.  Thishead coversall interest-bearing |loans made by the Government except
those made to Government servants, and includes inter alia the following

classes of loans:
(a) Loansto Port Trusts and other Port Funds.
(b) Loansto Municipa Corporations and Municipalities.
(c) Loansto Statutory Corporations and Boards.
(d) Loansto District and other Local Fund Committees.
(e) Loansto Co-operative Institutions and Banks.
(f) Loansand advances under Community Development Programmes.
(g) Loans and advances to displaced persons.
(h) Advancesto cultivators.
(i) Loansto Panchayat Raj Institutions.

(1) Miscellaneous loans and advances.
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Note:— Heads of Departments and other Government Servants may sanction
loans of classes (e) to (j) *[other than Government Companies/
Corporationg] to the extent of the powers delegated to them and the
appropriations placed at their disposal (See Book of Financial Powers).
The Government have not delegated to any authority any power to
sanction loans of the other classesfalling under thishead and they are,
therefore, sanctioned only by the Government.

All the departmental officers operating the heads of account under IF
L oans and Advances should specify invariably in the sanction, the major,
minor, Tsub and detailed head of account to which the loans sanctioned
by them are to be debited.

General Instructions

234. Thefollowing general instructions apply to all loansfalling under this head
and the conditions on which the loans are granted should be framed in
accordance withthem :—

(1) Before considering aloan application, the following requirements should
be fulfilled: -

(i) There should be adequate budget provision.

(ii) The grant of the loan should be in accordance with the approved
Government policy and accepted pattern of assistance. It isimportant
that, in view of the shortage of financial resources, the scope of
financial assistancein the shape of loan should not be expanded toinclude
new types of loans or objectsfor which loans are not granted ; nor should
the accepted pattern of assistance be varied.

(iif) The applicant should be asked to furnish the following materials and
information:—

* Subtitution C.S.N0.12/76 [GO.(P) No. 357/76/Fin., Dated 22/11/1976]
I TSubstitution Ommission C.S.N0.10/77 [GO.(P) No. 422/77/Fin., Dated 29/10/1977]
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@

(b)

(©

(d)

(©

(f)

Copies of profit and loss (or income and expenditure) accounts and
balance sheet for thelast 3 years.

The main sources of income and how he proposes to repay the loan
within the stipulated period.

The security proposed to be offered for theloan together with avaluation
of the security offered by anindependent authority and acertificate that
the assets offered as security are not aready encumbered.

Details of loan or loans taken from the Central Government or State
Government in the past indicating the amount, purpose, Ministry or
State from which loan was taken, rate of interest, stipulated period of
repayment, date of original loan and amount outstanding against the
loan(s) on the date of the application and the assets, if any, given as
security.

A completelist of al other loans outstanding on the date of application
and the assets given as security againgt them.

The purpose for which the loan is proposed to be utilised and the
economics of the scheme.

Note:— Where the loan is to be given to an ingtitution on the strength of a
guarantee given by the Trust managing it, similar information should be
called for in respect of the Trust also. On receipt of the above information,
confidential enquires should be made from the other concerned Governments
from which the party has taken loans to judge his performance in regard to
these previous loans. If the replies indicate that the performance was not
satisfactory, the loan should be refused. In other casesit should be satisfied
from theinformation supplied that the financial position of the party issound
and he can be reasonably expected to repay the loans in the prescribed
period, either from theincome from the specific schemefor whichtheloanis
sought or from his general income. It must be noted that it is not always
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)

sufficient to have what may be considered as adequate security if thefinancial
position of the party is not sound. In the event of default it may be difficult
for Government to enforce the sal e of the asset offered as security, especialy,
if it is not an earning asset. It is, therefore, important to see that both the
criteriaare satisfied.

It might become necessary to obtain information periodically regarding the
financial position of the applicant after the grant of aloan. For this purpose,
aclause should be inserted in all loan agreements enabling Government at
any timeto call for the accounts of the applicant relating to any accounting
year with power to depute an officer, specially authorised for this purpose, to
inspect the applicant’s books, if necessary.

Loans should not be given at concessional rates of interest. If any concessionis
considered necessary, it should be given as a straight-forward grant unless a
policy regarding the grant of such a concession has already been laid down by
Government.

I nterest:— Interest should be charged at the rate prescribed by the Government

for the class of loans concerned. It should be charged for the day of advance, but
not for the day of repayment. For aperiod of lessthan acomplete haf year, the
interest should be calculated as

the number of days
365 X  the yearly rate of interest.

For a period of more than a half year but less than a year, half the yearly
interest should be charged inrespect of the completed half year together
with interest for the remaining period of less than a half year calculated as
above. In the case of “Advances to cultivators’, however the interest for a
period of lessthan ayear should be cal culated by taking the calendar month
asthe unit, periods of fifteen days or morein acalendar month being treated
as one calendar month and periods of |essthan fifteen days being ignored.
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(©)

Repayment:— (a) The borrower should be required to repay the loanin full

within a specific term, which should be as short as possible, by paying the
appropriate fixed instalments not later than the dates prescribed by the
Government or other competent authority. The term should run from the
dateon which thedrawal of theloan is compl eted, unlessthe Government or
other competent authority declare theloan closed with effect from an earlier
date, in which case it should run from that date. The amount of each
instalment to be repaid by the borrower should be rounded to the nearest
rupee except in the case of the last instalment where the amount will be
rounded to the nearest multiple of 5 paise.

(b) If aborrower drawsaloanininstalmentsand isrequired to repay it by
half-yearly instalments for which no specified half-yearly dates are
fixed when the loan is sanctioned, he should be required to make the
first regular half-yearly payment six months after the date from which
the term of the loan runs, and simple interest only should be charged
on that date for the period prior toit.

If specified half-yearly dates are fixed for the payment of the half-yearly
instalmentswhen the loan is sanctioned, the borrower should berequired
to makethefirst regular half-yearly payment on the second of those half-
yearly dates after the datefrom which theterm of theloanruns, and simple
interest only should be charged on thefirst half-yearly date. For example,
if thedrawal of a loaniscompleted onthe31st March and theinstalments
are payable half-yearly on the 30th June and 31st December, the first
regular half-yearly instalment should fall due on the 31st December
following, and smpleinterest only should be charged on the 30th June.

If aborrower unduly delaysthe completion of the drawal of aloan, the
matter should be reported to the Government or other competent
authority with a recommendation that the loan be declared to have
been closed asfrom asuitabl e specified date. The Accountant General
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#(c)

(d)

(€)

watchestherecoveriesrelating to each individual loanincludedin any
of thefollowing classes of loans mentioned in Article 232.

Items (@), (b), (¢), (d), (i) andthe portion of (j) relating to loansto
individuals and to local bodies to cover revenue deficits.

He should report to the Government any undue delay in completing the
drawal of any such loan payablein instalments, whether dates have been
fixed for the drawal of instalments, or not. The departmental authorities
concerned should take necessary action in regard to undue delay in
completing the drawal of any other loan payable in instalments.

This instruction applies mutatis mutandis to loans repayable by
instalments other than half-yearly instalments.

Any instalment paid before its due date may be taken entirely towards
principal, provided it is accompanied by payment towards interest due
upto the date of actua payment of instalment, if not the amount of the
instalment will first be adjusted towardstheinterest due for the preceding
and current periods and the baance, if any, will alone be applied towards
theprincipal. If, however, the payment of theinstalmentsisin advance of
the duedate by 14 daysor less, interest for thefull period (half year or full
year asthe case may be) will be payable.

The instalments towards the repayment of 1oans and advances granted
by the Government which fall due on public holidays should, in cases
not otherwise specifically provided for, be paid into the treasury onthe
working day immediately preceding the holiday. This will not affect
payments which are made by book adjustments.

All officers who are responsible for the maintenance of |oan registers
and for watching the recovery of the loans will issue warning notices

# Substitution C.S.N0.7/80 [G.O.(P) No. 448/80/Fin., Dated 15/7/1980]
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(inForm No. 25) to the loanees sufficiently in advance (say about one
month prior to the due date) indicating the number of the instalment
amount due (principal and interest may be shown separately) the correct
head of account under which principal and interest should be paid,
arrears, if any, under principal and interest etc. with a request to pay
the dues before the due date. Omission to give the above warning will
not givetheloaneesany claim to exemption from the consequences of
default in the repayment of principal or interest thereon.

(4) Defaultsin payment.—(a) TheAccountant General should report promptly
to the Government any failure by aborrower to pay onthe due date a payment
due under aloan included in one of the classes of loans which he watches
individually — See sub-clause (b) of clause (3) above. The departmental
authorities should takes the necessary action immediately in regard to any
default in making a payment due under any other loan. They should bear in
mind the fact that a loan repayable with interest by equal periodical
instalments will not really be fully discharged by the instalments unless
each is paid punctually on the due date.

(b) Theauthority which sanctionsaloan should ordinarily lay downinthe
order of sanction the rate of penal interest to be levied on al overdue
instalments of interest or principal and interest. Penal interest at the
rate of 2.5 per cent per annum over and abovethe normal rate of interest
would be chargeable whether thereis stipulation to the above effect in
the order sanctioning the loan or not.

*Penal interest at the above said rate will be levied in respect of overdue
instalments of interest or principal and interest and also in the following
cases on non-compliance with the requirement of rules:

(i)  Retention of the loan amount unutilised by the loanee beyond
the normal admissible period;

* Substitution C.S.N0.7/88 [G.O.(P) No. 767/78/Fin., Dated 21/10/1978]
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Retention of sale proceeds of motor car/scooter/motor cycle
purchased with Government loan beyond the normal admissible
period;

Non-utilisation of loan for the purpose for which it was sanctioned
even when the loan is repaid to Government in lump within the
normal permissibledate;

Delay inthe execution of mortgage bond after purchase of house-
site/house and site/motor conveyance;

Delay inthe production of utilisation certificate aswell ascompletion
certificate;
Delay in taking comprehensive insurance cover from the State

Insurance Department and production of insurance policiesin
respect of motor car/motor-cycle/scooter advances.

Non-compliance with the requirement of other rulesrelating to house
construction advance/motor conveyance advances.

In al the cases mentioned above, penal interest at the rate of 2.5% per
annum, over and above the normal rate of interest would be chargeable on
the amount outstanding inclusive of interest accrued till the recovery is
completed if the default in complying with the requirements of rulesis not
regularised earlier by the competent authority.

[These orders shall be applicable to loans sanctioned on or after 27-9-1975.]

Modification of original terms.— Every borrower should be required to fulfil
strictly the terms settled when hisloan was sanctioned. No Government servant
should recommend to the Government or other competent authority achargein
theorigina termsfor the benefit of aborrower unlessthere arevery special and
exceptional grounds for doing so.
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235.

236.

237.

LoanstoMunicipalitiesand to District and other L ocal Fund Committees

Thedetailed procedure to be followed in connection with borrowing by local
authorities both from Government and otherwiseislaid down in the Kerala
Local Authorities Loans Rules, 1965 and these rules will apply to loans to
Municipalities and other Local Authorities. Rules relating to the execution
of work by the Public Works Department on behalf of local bodies out of
loan funds sanctioned by the Government are contained in Articles 31 to 33
of the Kerala Account Code, Val. |1l and Chapter 15 of the Kerala Public
Works Account Code.

Advancesto Cultivators
Advances to cultivators include—

(i) advances made under therulesissued under the KeralaAgriculturists
LoansAct, 1961 (Act 27 of 1961) ;

(ii) any other advances made to cultivators in connection with land
revenue, agriculture or famine under any Act of the Legislature or
under any order of the Government.

MiscellaneousL oansand Advances

Loans (other than loans to Government servants) which do not fall strictly
under any of the other classes mentioned in Article 233 come under this
head, e.g., loans to Government sponsored and other industrial concerns,
loans for the development of large scale, small scale and cottage industries
including handloom and coir industries, loansto Kerala Financia Corporation,
loansfor Low Income and Middle Income Group Housing, Col onisation, etc.
The grant and repayment of these loans are governed by the general
principles and instructionslaid down in Article 234, and the detailed orders
issued by Government from time to time. A Government servant who is
concerned with the sanction or recovery of any category of loans falling
under this head should keep an up-to-datefile of the ordersin forceregarding
them.
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238.

239.
@

2

In the case of a fully owned Government company/Corporation which
receives a loan from Government no formal agreement is necessary at the
time of sanctioning the loan. Hypothecation of its assetsis also not required
in such cases. It should, however, execute awritten undertaking in Form No.
57 before the drawal of the amount of the loan. The stamp duty chargeable
on the undertaking shall be borne by the Government. The countersigning
authority should record on the bill for the drawal of the amount of theloan a
certificate to the effect that the necessary undertaking duly executed by the
loanee has been obtained.

L oansto Gover nment Servants-Gener al classesof L oans
The following interest bearing advances are included under this head:—
(A) Advances for the purchase of motor conveyances.
(B) House building advances.
© CycleAdvance.
*(D) ‘MarriageAdvance’
*(E) Advancesto Junior |.A.S. Officersfor the purchase of furniture.
*(F) Other advances.

The Government grant these advances to their servantsin accordance with
the Rules contained in Articles 239 to 246.

General Principles

The following general principles and conditions apply to these advances.—

No authority may sanction any advance if it would involve a breach of a
standard of financial Propriety (Article 40).

Gover nment servantsto whomadvances may be granted.—Asageneral rule, no
advance should ordinarily be granted to any Government servant unlessheisin
permanent service since the pay of anon-permanent Government servant is
not adequate security for the advance. Advances may, however, be granted
in accordance with the terms of these rules to officiating or temporary

*Addition C.SN0.1/2003[GO.(P) No. 99/2003/Fin., Dated 14/2/2003] w.e. 28/8/1997.
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Government servants without any substantive appointment under general
or special sanction of the Finance Department, if the circumstances admit of
the provision of adequate security.

Inall such cases, acertificate shall be furnished that the Government servant
to whom the advanceis sanctioned will continuein service during the period
of repayment of the advance.

(3) Interest.— Simpleinterest should be charged at the rates fixed by Government
from time to time and current at the time of granting the advance. The rates
thus fixed for each kind of advance are given in the schedule below :-

* SCHEDULE
*[ Substitution C.S. No. 2/87 G.O.(P) 195/87/Fin.., dtd. 4-3-87 and GO.(P)
576/87/Fin.,dtd. 30-06-1987]

Normal rate of simple

Name of Advance . Period current
interest per annum

1. Advance for the purchase 4.5 per cent upto 22-10-1964
of Motor Car 5 » from 23-10-1964

55 from 1-4-1965

575 " from 1-4-1969

6 " from1-4-1974

7 " from7-8-1980

9 " from1-4-1982

95 " from1-4-1934

0 from1-4-1985

112 from1-4-1994

*x15 " from1-4-1997

I nsertion C.S.N0.1/95[GO.(P) No. 1/95/Fin., Dated 2.01.1995]
**|nsertion C.S.N0.2/97 [GO.(P) No. 1337/97/Fin., Dated 18.12.1997]
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2. Advance of purchase of 45 Upto22-10-1964
Scooter/motor Cycle 5 , from23-10-1964

55 " from1-4-1965

575 " from1-4-1969

6 " from1-4-1974

7 » from7-8-1980

9 " from1-4-1982

10 ! from1-4-1985

11 from1-4-1994

**115 7 from1-4-1997
3. Advance for the purchase of 4.5 per cent Upto 22-10-1964
Cydle 5 from 23-10-1964

55 7 from 1-4-1965

575 7 from1-4-1969

6 K from1-4-1974

7 " from7-8-1980

9 ” from1-4-1932

10 " from1-4-1985

4 Repayment.— (@) The principal of an advance should be recovered in equal
monthly instalments by compul sory deductionsfrom the pay of the borrowing
Government servant, beginning with the first payment of afull month’s pay
after the advanceis drawn unless otherwise provided in the rules governing
particular advances, provided that a borrower may repay two or more
instalments at the same time. The amount of the monthly instalments other
than the last should be fixed in whole rupees and in the last instalment the
remaining balance including any fraction of a rupee should be recovered.
The maximum number of monthly instalments in which the sanctioning
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authority may permit the principal and interest of an advance of each kind to
berepaid isindicated in the concerned Articles.

The recovery of interest should begin with the pay of the next month after
therepayment of the principal iscompleted. Theinterest should be calculated
on the balance outstanding on thelast day of each month. If the total amount
of interest to be charged does not appreciably exceed the amount fixed for
the equal monthly instalments for recovery of the principal, it should be
recovered in a single instalment; otherwise it should be recovered in
instalments not appreciably exceeding that amount.

(b)

(©

(d)

Unless otherwise provided in the rules applicable to advances of a
particular kind, the amount of the monthly instalmentsto be recovered
on account of an advance should not be changed by reason of the
borrowing Government servant’s going on any kind of leave with leave
salary. Deductions shall be made from the subsistance allowance on
account of repayment of loans and advancestaken from Government at
such rates asthe Head of the Department deems appropriate. Thewhole
amount due should, however, always be completely recovered within
the period originally fixed, unlessfor exceptionally strong reasons, the
Government sanction aspecial extension of the period.

In the case of officerswho are due to retire before the expiry of the
period prescribed for repaying aloan, the instalments of repayment
should be so fixed as to have the loan (principal and interest ) fully
discharged before their retirement.

No recovery of the advances will be made during the period of leave
without allowances and the repayment will be postponed in such
casesto that extent, provided however, that the principal and interest
arefully repaid before the officer retiresfrom service.
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(e)

When recovery is made on account of an interest bearing advance,
aschedule of recovery in Form T .R. 106, (prescribed in the Kerala
Treasury Code, Vol.l1), separately for each type of such advance,
shall be attached to the bill in which the recovery is made. In the
case of such recoveriesfrom the claims of non-gazetted Government
Servants, the drawing officer shall certify on the recovery schedule
attached to the hill for the month of February encashed in the month
of March every year that the balances shown as outstanding therein
have been accepted as correct by the Government servants
concerned. [See para3 of Rule 163 (1) of the Kerala Treasury Code].

TheAccountant General will send intimationsto the Drawing Officers/

Gazetted Officers that the balances shown by them in the recovery
schedules attached to the bills for the month of February, as accepted,
agree with those worked out in his books or point out discrepancies, if
any, for rectification.

*239A. All departmental officerswho areresponsiblefor disbursement and recovery

of the following advances should maintain proper registers to record
transactions thereunder in respect of Non-Gazetted Officers.

0]

(i)

I nterest-bearing advances of comparatively small magnitude recoverable
inless than 60 instalments (e.g. CycleAdvance, Warm Clothing Advance,
Mosquito Net Advance etc.)

Interest-free advances of comparatively small magnitude recoverable
in less than 60 monthly instalments (e.g. advances of Pay and T.A.,
Festival Advance, Onam Advance etc.)

Each register should contain full particulars regarding drawals, recoveries
and transfers. The amount of advance drawn in abill date of encashment

* Addition [GO.(P) No. 7/82/Fin., Dated 05/01/1982]
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240.

241.

and the voucher number, the name of treasury and the names of theindividual
officers to whom the advances drawn were paid should be entered in the
register in respect of each debit item. When fresh debits are received through
last pay certificates that should also be entered in the register giving full
particulars of the transfer. The recoveries effected every month should be
noted against the concerned individuals in the relevant monthly columns
giving reference to the hill in which the recoveries were effected. When a

person to whom advance was paid is transferred to another office, the
particulars of the transfer should be noted in the registers and his outstanding
dues clearly indicated in the last pay certificateissued to him.]

A. ADVANCES FOR THE PURCHASE OF MOTOR CONVEYANCES

(i) General

No authority subordinate to the Government has power to sanction any
advance for the purchase of motor conveyance.

Procedurefor Sanction

Every application for an advance, * [from Gazetted Officers] unless otherwise
directed by Government, should be referred to the Accountant General for
remarks asto whether the grant of the advance would involve any departure
from the ordinary rules and what amounts, if any, are outstanding against
the applicant on account of advances of all kinds. *[The applications from
Non-Gazetted Officers shall be verified by the Heads of Officers/Departments
concerned. Date of effect 4-8-1980.] The sanctioning authority should specify
in the sanction order a date by which the advance should be drawn, which
should be within one month of the date of the order sanctioning it andin any
case not later than the close of the current financial year in which it was
sanctioned. If the advance is not drawn within this period, the sanction will
lapse.

*|nsertion C.S.N0.11/80 [G.O.(P) No. 777/80/Fin., Dated 21/10/1980] w.e.f. 04/08/1980.
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(it) Advancesfor the Purchase of aMotor Car

242.  These advances are sanctioned subject to the provisions of Articles 239, 240
and 241 and the following rules.—

(@) Eligibility of Government servants for an advance.— A Government
servant is not eligible for an advance unless the Government consider
that it is desirable in the interest of the public service that he should
use amotor car in the discharge of his duties.

Only Government servants drawing a pay of not lessthan **
2,640 with effect from 1-4-1990 per mensem and holding postswhich
entail duties involving touring or to whom the Government have
granted a conveyance allowance for the maintenance of amotor car
for the discharge of their duties are eligible for the advance. # But
those officers having less than two years of service for
superannuation on the date of receipt of application in the Finance
Department will not be eligible for Motor Car Advance.

Note:— For the purposes of these rules, Officers who have to move
about frequently within the limits of the Trivandrum City may be
regarded as touring officers.

(b)  Conditions under which an advance is granted.— The grant of an
advance is subject to the following conditions.—

(1) A Government servant isnot eligiblefor an advance on account of
amotor car which he hasalready taken delivery unlessthe application
is made within three months from the date of purchase of the
conveyance.

Note:—If aGovernment servant on duty who has applied for an advance
from the Government has a favourable opportunity for buying a
suitable car he may take delivery of it on payment of the whole or

** Subdtitution C.S.N0.4/92[G.O.(P) No. 1082/92/Fin., Dated 18/12/1992]
#Added C.S.N0.2/93[G.O.(P) No. 124/93/Fin., Dated 27/02/1993]
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any portion of its purchase price, to be recouped later from the
advance already appliedfor, if and when the Government sanction
it.

(2)T[The amount to be advanced to an officer shall not exceed
* 40,000 (Rupees Forty thousand only) with effect from 1-4-1983
or 20 months substantive pay or the amount applied for, or the
anticipated price of the car, whichever isleast.] Government may,
however, base the amount at their discretion on the officiating pay,
instead of substantive pay, when an officer is acting in an
appointment or in agrade from length of time during the period of
repayment. If the actual price paid is less than the advance taken,
the balance should be refunded to Government forthwith.

Pay in respect of provisiona appointments may be treated as officiating pay
for this purpose and taken into account for cal culating the eligible amount of
advance, provided such appointments have been continuing for a period of
twelve months and where Government consider that thereislittle chance of
the officer being reverted to alower post.

Note 1:—Theterm actual priceincludesthe price of such itemswhich have
necessarily to be purchased along with the motor conveyance (or in
other words, on the purchase of which the purchaser has no choice),
e.g., sparewhedl, tyreand tube, pillion seat in ascooter. Where, however,
certain accessories (e.g., radio in a car, plastic covers) are purchased
which are not essential and which the customer purchases of his own
volition, theterm ‘actual price’ will not cover their cost. Insurance and
registration charges which are incurred for running the motor vehicle
cannot be included in the actual price of the vehicle.

T substitution C.S.No.2/81 [GO.(P) No. 560/81/Fin., Dated 29/8/1981] w.e.f. 1/4/1981
* Substitution C.S.N0.5/87 [G.O.(P) No. 539/87/Fin., Dated 20/06/1987]
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Note 2:— Special pay treated as coming under class|| of Appendix 1V, Kerala
Service Ruleswill also betakeninto account for fixing the eligibility of an
officer, provided the officer islikely to draw the special pay during the
period of repayment of the advance.

Note 3:— D.P. will be reckoned for the purpose of cal culating the amount of
advance admissible under these rules.

©)

(4)

©®)

When the Government sanction an advance to a Government servant

who ison leave or is about to proceed on leave, the advance may be
drawn at any time during the currency of the leave if he receives
intimation regarding the availability of the conveyance whileheison
leave. If in any such case the restriction in Article 241 operates the
sanction order may be renewed.

Except when an officer proceeds on leavefor aperiod of four months
and over or retiresfrom service, or istransferred to an appointment the
duties of which do not render the possession of amotor car necessary,
he may not without the Government’s previous sanction, sdll a car
purchased with the aid of an advance which, withtheinterest onitin
accordancewith Article 239 (3) and (4) hasnot been fully repaid. If
a Government servant wishes to transfer such a car to another
Government servant who performs duties of akind that rendersthe
possession of the conveyance necessary the Government may permit
the transfer of the liability attaching to the car to the latter
Government servant, provided that he records adeclaration that he
isaware that the conveyance transferred to him remains subject to
the mortgage bond and that heisbound by itstermsand provisions.

Whenever a Government servant sells acar before completing the
repayment of an advance received from the Government for its
purchase with the interest on it in accordance with Article 239 (3)
and (4), he should apply the sale proceeds so far as may be
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necessary, towards the repayment of the outstanding balance due
to the Government. If, however, the borrower sellsthe car only in
order to purchase another car the Government may permit him to
apply the sale proceeds towards such purchase subject to the
following conditions.—

(i)

(i)

(iii)

If the amount outstanding exceeds the cost of the new car,
the Government servant should repay the excess to the
Government immediately.

the Government servant should continue to repay the amount
outstanding by the monthly instalments already fixed; and

thenew car should beinsured or mortgaged to the Government

asrequired by these rules. The mortgage bond need be only
for the outstanding balance due under the original mortgage
and should be executed in Form No. 27A.

If on sale of a motor car as contemplated in clause 5 above, a
Government employee is in actual need of a second advance for
the purchase of a new car and applies for it, he may be given an
additional advance for the purchase subject to the following
conditions.—

(i)

(i)

The second advance will be restricted to the excess of the price
of the newly purchased car over the sale proceeds of the old
car provided the second advance plus the balance outstanding
in respect of the origina advance previously granted should
not exceed the price of the newly purchased car and the limits
prescribed in clause (2) above.

The Government servant should continue to repay the amount
outstanding under the original advance plus the amount of the
second advance in monthly instalments at the rates fixed by the
Government.
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(iii)  Thenew car should beinsured and mortgaged to the Government
as required by these rules.

(iv)  Themortgage bond should befor the amount outstanding under
the origina mortgage plus the amount of the second advance
and should be executed in Form No. 27B.

Note:— The officers applying for second advance should state in the

loan application the probable price of the car proposed to be
purchased, probable amount by way of sale proceeds of the car
purchased with the earlier advance and the balance amount required
to purchase the new car.

* An officer who has taken an advance will be entitled to a fresh
advance only after the lapse of **fifteen years from the date of
drawal of the previous advance and the previous advance is fully
repaid with interest. Applications for second advances should be
sent through the Accountant General who will forward them to
Government with a certificate that the previous advance has been
fully adjusted.

An officer drawing the advanceisliableto pay penal interest at 2.5
per cent over and above the usual rate of interest on the balance of
the principal amount outstanding from time to time from the due
date of execution of the bond till the date of itsfinal execution, if he
fails to execute the mortgage deed within the prescribed period,
viz., one month from the date of drawal of the advance. Government
reserve the right to exempt the loanees from the operation of the
penal clauseif they are ableto show that the delay for the excecution
of the bond is occasioned by circumstances beyond their control.
Penal interest at 2.5 per cent over and abovetheusual rate of interest

* C.SN0.3/92[GO.(P) No. 959/1992/Fin., Dated 18/11/1992] (w.ef.01/04/1992)
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will also be levied in cases of belated/defaulted repayment of the
monthly instalment of the principal and/or interest.

If an officer who hastaken the advance dieswhilein service before
the final settlement of the advance, no interest will be recoverable
on the principal amount of outstanding advance proposed to be
adjusted from the insurance amount and/or gratuity for any period
beyond the date of death of the loanee. The amounts due on the
insurance policy/policies assigned in favour of Government and
the gratuity should be realised and adjusted to the extent necessary
for thefinal settlement of the advance amount as early as possible
after the death of the officer who has taken the advance.

(10) (i) The date of drawal of advance will be the date of issue of cheques

(11)

when payment of the conveyance advance is made by personal
cheque and the date of actual drawal or disbursement in the other
cases of Gazetted Officers/Non-Gazetted Officers. To enable the
Audit Officer to know the month from which the recovery should
start, the Head of Office should invariably intimate the date of such
disbursement promptly to the concerned audit officer. It should
also be ensured that the time-lag between the date of drawal of a
cheque and its disbursement by the Head of Office is reduced to
theminimum.

(ii) Theperiod of one month laid downintherulewill be acalendar
month from the date of drawal of the advance.

(i) Whenthe period of one month provided under therulesisextended
by competent authority the penad interest will be charged with
effect from the date following that on which the extended period
expires.

Every Government servant who appliesfor an advance should forward
along with his application an agreement executed by him in the
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prescribed form. If theadvanceisgranted, he should executeamortgage
bond in the prescribed form after buying the car and should alsoinsure
the car against full loss by fire, theft or accident.

() Repayment.— (1) Particularsof repayment of the advancewill be determined
by the sanctioning authority in the manner specified under the rulesand will
beindicated in the order sanctioning the loan. Ordinarily the whole amount
of principal shall berecoveredin T144 monthly instalments with effect from
1-4-1983 and interest asindicated in sub-rule (4) of Article 239.

(2) In cases where the recovery could not be effected in T144 monthly
instalmentswith effect from 1-4-1983 before the normal date of retirement
therate of recovery may be so fixed asto effect recovery at the normal
ratetill the date of retirement of theloanee, the balance being recovered
inthe lump from the death-cum-retirement gratuity admissibleto him at
thetime of retirement subject, however, to thefollowing:—

(i) that heagreetotheincorporation of asuitable clauseinthe prescribed
agreement and the mortgage deed to the effect that the Government
shall beentitled torecover thebaance of the said advancewith interest
remaining unpaid at the time of his retirement or death preceding
retirement from thewhole or any specified part of the gratuity that may
be admissibleto him, and

(i)  that hehasnot availed himsdlf of and will not beavailing himsdlf of this
facility in respect of house construction advance taken or to be taken

by him.

Note:— Cal cul ation of death-cum-retirement gratuity will be as provided
inrulesinK.S.R.

T Substitution C.S.N0.5/87 [G.O.(P) No. 539/87/Fin., Dated 20/06/1987]
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(d) Procedure— (1) A Government servant who is eligible for and requires an
advance should submit his application in Form 25A.

(2) *If theapplicationisin order, the Head of the Department should certify

#{that this has been verified and found correct] and forward it to the
Government in the Finance Department through the A ccountant General,
who will certify asto ‘whether the grant of the advance would involve
any departurefrom theordinary rules, etc., (SeeArticle241). If for any
reason, the sanctioning authority has to return the application for
correction, the Government servant should re-submit the revised
application through the Head of the Department, who should certify as
toits correctness and through the Accountant General, who will again
certify as to whether the grant of the advance would involve any
departurefromthe ordinarily rules etc. @Theapplicant eligiblefor the
advance should submit an agreement executed by him in Form 26,
when the advance is sanctioned.

*Note 1:—Inthe case of application from Members of Board of Revenue

©)

and Secretariesto Government, the authority competent to furnish the
verification certificate will be the Special Secretary to Government in
the General Administration Department.

A Government servant who draws an advance should pay finally for,
and take delivery of the car within one month from the date of drawing
the advance; otherwise he should repay to the Government at oncethe
full amount of the advance drawn with interest on it for one month. If
he completes the transaction with in one month allowed, he should
then immediately execute amortgage bond in Form 27 hypothecating
the car to the Government as the security for the advance. He should
enter the actual price paid for the car in the schedul e attached to the

* Substitution C.S.N0.2/92 [GO.(P) No. 387/92/Fin., Dated 05/05/1992]
#Substitution [G.O.(P) No. 627/79/Fin., Dated 19/7/1979)]
@Added C.S.N0.2/92[GO.(P) No. 387/92/Fin., Dated 05/05/1992]
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bond. The sanctioning authority should seethat the borrower completes
the transaction within the time allowed or makes the necessary
repayment immediately onitsexpiry. If heduly completesthetransaction
intime, the sanctioning authority should seethat heimmediately submits
the necessary mortgage bond duly executed and should transmit it
promptly to the Accountant General for scrutiny. It should after such
scrutiny be forwarded to the Head of the Department or the District
Treasury Officer, as the case may be, for custody. When the advance
had been fully repaid, the bond should be returned to the Government
servant concerned, duly cancelled, after obtaining a certificate from
the Accountant General as to the complete repayment of the advance
and interest.

Note 1:— The stamp duty on account of execution of the mortgage bond
will be borne by the Government.

Note 2:— The advance should be drawn only after the Government servant
concerned has received a written assurance from the motor car dealer
that the supply islikely to be avail able within amonth and a certificate
to this effect should also be recorded on the bill for the advance. Inthe
event of any delay in supply despite the written assurance given by
the dealer, the Government servant should apply within the permissible
period of one month for extension of thetimelimit for taking delivery of
the car, supported by aletter from the dealer indicating the probable
period of supply and seek permission for retaining the advance amount
for that period. The requestswill be considered by Government on the
merits of each case.

Note 3:—A State Government servant who is sent on deputati on exceeding
12 months out of Indiabefore an advance drawn by him for the purchase
of a Motor Car is completely repaid by him, may at his option, be
allowed by Government to repay the remaining instalmentsin rupeesin
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(4)

India. The Government servant should arrange to remit the amount
due by bank draft by the 15th, of every month in favour of the
Accountant General, Kerala. A second mortgage deed shall be obtained
from the Government servant to thiseffect in Form 27C and the office
to which heisattached abroad informed accordingly. If the bank draft
isnot received by the Accountant General before the end of the month,
hewould immediately report the matter to Government in the Finance
Department and al so to the of fice abroad where the Government servant
is working, for further necessary action. Failure on the part of the
Government servant to remit the bank draft by the due date will render
him liable to pay penal interest in accordance with the provisionsin
these rules, and on return of the officer, any amount left unrecovered
will bededucted as beforefrom hismonthly pay billsby theAccountant
General.

The mortgage bond to be executed by a Government servant who draws
an advance providesthat he shall keep the car insured against full loss or
damageby fire, theft or accident. He should effect the necessary insurance
within one month from the date of purchase of the car or within onemonth
fromthe date of drawal of the advancewhichever islater. Theinsurance
in such cases should be arranged with the Kerala State Government
Insurance Department.

Form of the clauseto beinserted in policiesis asfollows:-

“Itishereby declared and agreed that the Insured’s...........oeeeevennrnnnecceene
is pledged to the Governor of the State of Kerala (hereinafter referred to as
the pledgee); and it is further declared and agreed that the said pledgee is
interested in any money which but for this endorsement would be payable
to the insured under this policy in respect of the loss or damage to the said

.............................................. (whichlossor damageisnot made good by

*|nsert “Motor Car”,” Scooter”, “Motor Cycle”, as appropriate.
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repair, reinstatement or replacement) and such money shall be paid to the
said pledgee as long as they are the pledgee of the .......ccccveeevveiennns and
their receipt shall befull and final discharge to the Government in respect of
such loss or damage.

Save by this Endorsement expressly agreed nothing herein shall modify or
affect therights or liabilities of the Insured or the Government respectively
under or in connection with this policy or any term, provision of condition
thereof.”

The Government servant should also send direct to the Accountant General
theinsurance cover notes or the insurance policies. The Accountant General
will bring to the notice of Government any case in which the insurance has
not been effected within the period specified above. If the borrower failsto
insure the car within the prescribed period, he should refund the whol e of the
advance with theinterest that has accrued on it unless good reason is shown
to the contrary. The amount for which the car is insured during any period
should not be less than the outstanding balance of the advance with the
interest that has accrued at the beginning of that period and the insurance
should be renewed from time to time until the amount due is completely
repaid. If at any time and for any reason the amount for which the car is
actually insured islessthan the outstanding balance of the advanceincluding
the interest that has already accrued, the Government servant should refund
the difference to the Government in not more than three monthly instalments.

TheAccountant General should, whenever the policy isabout to fall duefor
renewal, so long as any amount remains outstanding on account of the
advance, require the borrower to produce hisreceipt for the renewal premium
on each such occasion before the date on which the policy isduefor renewal,
and should scrutiniseit to seethat it isin order.

(5) All motor conveyances purchased with the advance sanctioned by
Government should be compulsorily insured with the State Insurance
Department.
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(€)

243.

(6) Officerswho have been granted advancesfor the purchase of conveyances
should furnish the prescribed securities within two months from the date
of issue of the authority for payment of the advance. If the documentsare
not furnished to the Accountant General and finally accepted by him
within aperiod of two months, theAccountant Genera may order recovery
of theadvancein alump.

Advancesto Gover nment servants on Foreign Service— When aGovernment
servant who is on foreign service requires an advance for the purchase of a
motor car he should apply to the foreign employer to grant it fromitsfunds. If
the foreign employer wishes to grant the advance, he should apply to the
Government for their sanction. If the Government accord their sanction, it will be
subject to the proviso that the advance by theforeign employer shall beregulated
by the same conditions as would apply to an advance by the Government. In
specid cases, however, where an Officer’'s services have been lent to alocal
body or statutory corporation or industrial or commercial corporation or a
company owned by Government or in which Government have controlling
interest, whose financia position will not permit of the advance being made
from its funds, the Government may, at their discretion sanction advances
from the State Funds under these rules provided the officer’sduties are such
asto render the possession of amotor car a practical necessity.

(iii) Advancesfor the purchase of motor cycles scooters—
Eligibility of Gover nment servantsfor an advance

Article 242 applies mutatis mutandis to advance for the purchase of amotor
cycle/scooter subject to the following modifications :-

(8) A Government servantiseligiblefor an advanceif heisincludedin one
of the following classes.

(i) Government servants who are eligible for an advance for the
purchase of a motor car under Article 242 if they prefer to take
an advance for the purchase of a motor cycle/scooter; and
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(i) Government servants drawing a pay of not lessthan* 1220
with effect from 1-4-1990 per mensem and holding posts which
entail dutiesinvolving touring or to whom the Government have
granted a conveyance allowance for the maintenance of amotor
cycle/scooter for the discharge of their duties.

#(iii) A physically (orthopaedically) handicapped Government servant
whose basic pay is not lessthan @ 740 p.m.

Note 1.— The application for the advances should be supported by a
Medical Certificatefrom an Ortheopaedic Surgeon of aGovernment
Hospital that a Motor Cycle/Scooter will be of great help to the
applicant and that the applicant will be able to drive the vehiclein
spite of his handicap.

Note 2.— The maximum number of instalments of repayments of the
advancewill be 100.

(b) T[The maximum amount of advance admissiblefor the purchase of any
type of motor cycle/scooter will be! 6,000 *(Rupees six thousand
only) with effect from 1-4-1983, or 15 months’ pay of the applicant or
the amount applied for or the anticipated price of the vehicle, whichever
isleast.]

The whole amount of principal shall berecoveredin ! 96 monthly instalments
with effect from 1-4-1983, and interest asindicatedin subrule (4) of Article239.

* Substitution C.S.N0.4/92 [GO.(P) No. 1082/92/Fin., Dated 18/12/1992]
#Substitution C.S.N0.1/88 [GO.(P) No. 144/88/Fin., Dated 22/02/1988]
@[GO.(P) No. 1675/99/Fin., Dated 03/08/1999]

Tsubstitution C.S.No.2/81 [GO.(P) No. 560/81/Fin., Dated 29-08-1981]
| Substitution C.S.N0.5/87 [GO.(P) No. 539/87/Fin., Dated 20-06-1987]
 See[GO.(P) No. 3000/98/Fin., Dated 25-11-1998]
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B.HOUSE BUILDINGADVANCE TO GOVERNMENT SERVANTS
Different Kindsof Advancesincluded under this Head

244,  Under the sanction of the Government or other competent authority to whom
the power under thisarticleis del egated advances may be madeto an officer/
officers(on joint salary basis) in pensionable service towards the following

purposes :-
(1) Construction of ahouse for personal residence.

(2) Purchase of a site and for the construction of a house thereon for
personal residence.

(3) Purchase of sitewith house for personal residence.
(4) Purchase of sitewith housefor personal residence and repairs thereto.
(5) Repairsto own house to makeit habitable.

(6) Completion of construction of ahouse already taken up or to extend a
house to make it sufficiently accommodative.

Eligibility of Gover nment Servantsfor Advance
244A.. Thefollowing Government employeeswill be eligible for the advance:—
1. All officers having substantive appointment in pensionable service.

2. A Government employee without a substantive appointment who has
put in a continuous service of not less than five years, subject to the
following conditions:—

(i)  TheHead of Department concerned should certify to the effect that

the applicant is not likely to be thrown out of service and that he
islikely to be confirmed. The certificate should bein Form 37.
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(if)  Themaximum amount of advance admissiblein such cases should
be calculated on to the basis of the officiating pay of the post in
which theincumbent islikely to continue.

3. A Government employee whose services are lent on foreign service
conditions institutions having statutory existence likethe Kerala State
Electricity Board, the University, the Finance Corporation and other
commercial concerns and institutions owned or sponsored by
Government provided theinstitutions concerned guarantee repayment
during the period such employee is retained by them.

4. Advanceswill also begiven to officersof All India Servicesand to the
State Government Officers to purchase or build or extend or repair
houses outside the State.

Note 1:— It has been agreed that the State within whose jurisdiction the
house is constructed will act as an agent for the State granting the
advance on areciproca basis and

(@) examinethe correctness of thetitle deeds;
(b)  watch the progress of construction; and

(c) enforce mortgage proceedingsin case of default inthe observance
of the conditions on which the loan has been granted.

In the case of State Government Officers advances will be given
only in cases where the house to be purchased or constructed or
repaired or extended iswithin the States of Tamil Nadu and Karnataka.

Note 2:—The cost of verification of title deedsin other States, if any, will
be borne by the member of the All India Services or other State
Government Officer asthe case may be.

322



CHAPTERIX] LOANS AND ADVANCES [ART. 244B

244B. Authority Competent to Sanction theAdvance
Authority competent to sanction the  Category of applicants for whom
advance advances can be sanctioned
1. Government intheFinance 1.  Applications from the All India
Department Service Officers.

2. Applications from the Heads of
Departments.

3. Joint applications of employees
serving in different departments.

4. Casesinvolvingrelaxation of rules
or standingorders on the subject.

5. AdvancetoN.GOscoming under
the categories mentioned under
article 244A sub-clause (4)

2. Headsof Departmentsand District )
Collectors,

3. Joint Secretary (Accounts) Public

Department, . .
All other casesunder their respective
Department

5. Secretary to Government,
L egislative Department
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CONDITIONS UNDER WHICH ADVANCE IS SANCTIONED

244C. (i)

(i)

(iii)

(iv)

SECTION A
General

Advancesfor the purposes mentioned asitems 1 to 4 under article 244 will
not be sanctioned to a Government servant(s) who own(s) a house
anywhere in the country either in his/her/their name(s) or in the name of
hiswife/her husband/their minor children *and to those having less than
two years of service for superannuation on the date of sanctioning.

While applying for the advance the applicant (s) should make adeclaration
inthefollowing formintheapplication.

“1/We do not already own a house anywhere in the country either in my
name/our names or in the name of my wife/husband or in the name of my/
our minor children.”

Note.— Government may relax thisprovision in exceptional caseswhere
they are satisfied that the house proposed to be built isrequired for the
bonafide residence of the applicant and that it will beimpossiblefor the
applicant to reside in his existing house for reasons other than of its
having already been let out on rent, or being situated at a place other
than the place of hiswork.

Loans under more than one housing scheme will not be sanctioned to an
applicant/applicants.

Not more than two advances will be given to a Government servant(s)
during the entire period of his/her/their service.

The grant of the second advance s, however, subject to the condition that
the Government servant(s) is/are obliged, for reasons beyond contral, to
dispose of the house constructed or purchased out of the first advance and

* Added C.S.N0.3/94 [GO.(P) No. 437/94/Fin., Dated 17/8/1994]
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v)

(vi)

that the first advance has been completely repaid by deductions from the
salary or out of the sale realisation of the house which had to be sold by
the Government servant(s), or partly by deductions and partly by sale
realisation.

The Government servant selling the house constructed with the advance
from Government should convince Government/the sanctioning authority
of the necessity for the same and obtain prior sanction. The whole or
balance of the advance outstanding against the Government servant on this
account with interest remaining unpaid shall become payableinlump onthe
date of sdleorimmediately thereafter.

More than one advance shall not be made for the same house and no
officer may receive a second advance while any portion of a previous
advance (including interest thereon) is outstanding against him except
as otherwise provided in these rules.

(vii) The maximum amount of advance admissible shall not exceed

** 1,00,000 (Rupees Onelakh only) or fifty timesthe basic pay of an
officer/officers (on joint salary basis) or the amount applied for
whichever isleast.

Note 1:— Dearness pay will also be reckoned for the purpose of calculating

the maximum amount of advance admissibleto an officer under thisrule.

Note 2:— The computation of the loan amount on the basis of officiating

pay will bemadein the case of an officer having substantive appointment,
only if the concerned Head of Department, certifiesthat heisnot likely to
be reverted to a post having alower scale of pay during the period of
repayment of the loan.

Pay in respect of provisional appointments may betreated as officiating
pay for this purpose and taken into account for calculating the eligible
amount of advance, provided such appointments have been continuing

** Substitution C.S.N0.1/92 [GO.(P) No. 243/92/Fin., Dated 17/3/1992]
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for aperiod of twelve months and where Government or the sanctioning
authority consider(s) that thereislittle chance of the officer being reverted
to alower post.

(viii)  All such advances must befor bonafide requirementsfor the purchase of

(ix)

)

or building suitable houses for the personal residence of the officers
concerned and if moreisadvanced than what isactually expended for the
purpose, the surplus shall be refunded to Government. Advance may be
made either in one instalment or in instal ments as considered desirable.

Repayment of the advance shal commence from the first instalment of pay
after the expiry of 9 months from the date of disbursement or the date of
disbursement of the last instalment, as the case may be or the date of
completion of the building whichever is earlier. (This concession is not
admissible to those who purchase a built house outright. The recovery in
such cases will commence with the first issue of pay after disbursement of
the advance.

Particulars of recoveriesto be made from the borrower will be determined
by the sanctioning authority inthe manner specified under therulesand
will beindicated in the order sanctioning theloan. Thewhole amount of
principal and interest shall be recovered in not more than 216 monthly
instalments.

In the case of officers who are due to retire before the expiry of the above
normal period of recovery, the instalments of repayment should be so fixed
that theloan and interest thereon arefully discharged beforetheir retirement.
Provided that the recovery of theadvancewith interest in such casesmay be
made in convenient monthly instalments ( the amount of which should not
be less than the amount of monthly instalment on the basis of the full
period of repayment admissible under the rules) during the remaining
period of hisservice and provided also that he agreesto theincorporation
of asuitable clause in the prescribed agreement and the mortgage deed
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(xi)

(xii)

(xiii)

(xiv)

to the effect that the Government shall be entitled to recover the balance
of the said advance with interest remaining unpaid at the time of his
retirement or death preceding retirement, from thewhole or any specified
part of the gratuity that may be sanctioned to him. Provided further that
where a part of the advance or interest isto be wiped off by adjustment
from gratuity the amount actually adjusted will be deemed to have been
remitted on the date of retirement/death of the loanee, and no interest
will accrue on the amount so adjusted beyond the date of retirement/
death.

Instalments of recoverieswill be so fixed as not to contain fractions of a
rupee. Fractions of rupee occurring in the calculation of interest will be
included in the last instalment of interest.

Advanceswill berecovered at the rate prescribed in clause (x) above or
at ahigher rateif the officer receiving the advance so desiresin writing
by compulsory monthly deduction from the bill for the salary or leave
allowance of the officer.

Interest will berecovered in one or moreinstal ments, each such instalment
being not appreciably greater or less than the instalments by which the
principal was recovered. The recovery of interest will commence from the
month following that in which the last instalment towards repayment of
principal isdue. If for any reason interest due cannot be worked out finaly,
recovery should be made provisiondly at the rate fixed for the recovery of
theprincipd.

If for any reason, no salary is drawn by the officer in any month or
months, the payment of the usual instalments must nevertheless be
made by him. However, during full months of |eave without allowance
no recovery will be made and the repayment will be postponed to that
extent, provided the principal and interest are fully repaid before the
officer retiresfrom service.
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(xv) (a) In order to secure Government from loss consequent on an officer dying
or quitting the service before complete repayment of the advance, the
house together with the land it standing upon must be mortgaged to
Government by whom the mortgage will be rel eased on repayment of the
full amount of the advance together with interest thereon.

(b) The borrower should assign in addition to the land and building any one
of thefollowing as collateral security.

(1) ALifelnsurance Policy taken by theloaneein the office branch of the
State Insurance Department or in the Life Insurance Corporation of
Indiaor inthe Postal Insurance for an amount sufficient to cover 25%
of the amount of the loan.

Note 1.— The Policy should be absolutely assigned to the Governor of
Keralain Form No. 35. The assignment of policy of Life Insurance
will be made by an endorsement in the prescribed form upon the
policy itself or by aseparateinstrument signed by the assignor or his
duly authorised agent and attested by at | east one witness specifically
setting forth thefact of assignment. If the assignment is not made by
endorsement on the policy, the assignment will bein the Assignment
Deed form prescribed.

Note 2.—In cases where the total value of the house constructed and the
property hypothecated to Government alone with it as security for
the loan exceeds the amount of the loan outstanding repayment by
100%, the insurance policy/policies pledged to Government as
collateral security will be reassigned in Form 52 A in favour of the
|oanees, on request in writing.

(2) Gratuity/death-cum-retirement gratuity to the extent of 25% of theloan.

Note 1.—An assignment may be made by a Government servant of his
gratuity/death-cum-retirement gratuity in Form 35 A towards payment
of the advanceto him by Government under the rules. The amount of

328




CHAPTERIX]

LOANS AND ADVANCES [ART. 244C

gratuity deemed to be available for this purpose would be the amount
due to the applicant on the date of his superannuation/at the time of
retirement calculated on the basis of the appointment held by the
applicant at the time of submitting hisapplication for the grant of the
advance. The amount so worked out should be not less than 25% of
the advance applied for.

Note 2.—In the case of non-Gazetted Officersthe fact of assignment of

©)

death-cum-retirement gratuity as collateral security will berecorded
intheir service books and a certificate to that effect will be attached
to the hill claiming the amount of advance. In the case of Gazetted
Officers, Heads of Departments concerned will intimate the
Accountant-General that the death-cum-retirement gratuity of the
officer stands mortgaged to Government and a copy of the
communication will be attached to the bill claiming the amount of
advance.

Insurance against fire in the State Insurance Department for a sum
not less than the amount of the advance.

Immediately on completion of construction or purchase of the house,
and in any case within two months thereafter the Government Officer
concerned should insure the house at his own cost with the State
Insurance Department for a sum not less than the amount of advance
and keep it soinsured against damage by fire, flood or lightning till the
advance s fully repaid to Government, and keep the palicy with the
head of Department concerned or the Board of Revenueasthe casemay
be. Thepremium must be paid regularly and premium recei pts produced
for inspection by the Head of Department/ the Board of Revenue. They
should obtain from the Government Officer drawing the advance, a
letter to the State Insurance Department notifying to the latter the
fact that the Government are interested in the Insurance policy and
forward it to insurer and obtain hisacknowledgement. Inthe case of
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(©

(xvi)

(xvii)

(xviii)

insurance effected on annual basis, this process should be repeated
every year until theadvanceisfully repaid to Government. TheHead
of Department/Board of Revenue should furnish to the Accountant-
General an annual certificate that the conditions prescribed in this
clause have been fulfilled.

Theborrower should also produce an encumbrance certificatefor 12 yearsin
respect of the landed property furnished as security.

The officer must satisfy the sanctioning authority regarding histitleto
the land upon which the house is or is proposed to the built and in the
case of purchase of house or house site, that the proposed vendor has
got clear title to the property which has been agreed to be sold to the
applicant by the vendor.

Note.— This rule does not preclude the grant of an advance to a person
who does not possess proprietary rights on the land upon which he
intends to build, provided that the Government are satisfied that the
interest which he hasin the land is such as to justify the grant of the
advance.

An officer quitting or removed from a station where he has built ahouse,
before the whole amount of the advance has been liquidated, will continue
to beliable to the deduction of the monthly instalment until the advance
isfully repaid, but with the special sanction of the Government he may be
allowed to dispose of the house, provided he is thereby enabled to clear
off at once the whole amount due, or to transfer it to any officer of hisown
or higher rank, the further deductions being made from the salary of such
an officer.

Applications for advances should be made in Form 29 through the
applicant’s departmental superior, who will record his opinion as to
the necessity of the assistance.
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(xix)

(xx)

(xxi)

(xxii)

(xxiii)

(xxiv)

The applicant must declare that the amount will be expended only for the
purposefor which it isapplied for and pledge himself that surplus funds
if any will at once be refunded to Government.

The grant of advancesis aways subject to budget provision. If an advance
which has been sanctioned has not been disbursed before the close of the
financial year in which it is sanctioned the applicant will have to get the
sanction renewed in the following yesar if he still wantsthe loan.

Theloan amount should be utilised for the purpose for whichiit isgranted
within a reasonable time not exceeding one year from the date of full
disbursement of the loan.

In case the applicant commits breach of any of the conditions under
which an advance is sanctioned the entire amount advanced with
interest shall become payablein alump and shall be recoverable under
the provisions of the Revenue Recovery Act.

In the case of advances for purchase of site with house an amount not
exceeding 25% of the value of the site with house may also be granted for
repairs at thetime of the purchase subject to the condition that the overall
|oan amount does not exceed the maximum amount for which the applicant
isdligibleat thetime of application. The application in such cases should
be accompanied by an estimate or repairs duly certified by the Assistant
Engineer (Buildings and Roads) having jurisdiction over theareain which
the site is situated.

In the case of advances for the purchase of site with house and repairs
thereto theadvancewill bedisbursed in two instalments, thefirst instalment
being equa to the value of the house and site and the second being the
balance amount which will be disbursed only after the property is
mortgaged to Government.
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(Xxv)

(xxvi)

In the case of mortgage deeds executed by an officer, whether Gazetted or
non-gazetted, whether independently or jointly with his/her/wife/husband,
towards security for the house construction advance of any of thedifferent
kinds sanctioned to him/her/them, the stamp duty chargeable will be
entirely remissioned. Theremission of stamp duty will be available even
when the mortgage deeds are executed by the Government employees
jointly with others who are not Government empl oyees.

The applicant should furnish along with the application for advanceaplan
of the building proposed to be constructed or purchased by him and a
certificate fromthe Village Officer concerned regarding thelocation of the
sitewith referenceto the nearest road, Survey No., Village and the detailed
address of the owners of the adjoining properties. These records may be
passed on, duly countersigned by the Head of Office, to the Executive
Engineer having jurisdiction over the area in which the site is situated
with arequest for valuation. They need not be sent to Government along
with the application, in caseswhere Government are competent to sanction
theadvance. But the Head of the Department should statein his certificate
recorded in the application that the certificate from the Village Officer and
the plan of the building have been obtained from the applicant (s). In
cases where the Head of the Department himself is competent to sanction
the advance, he should obtain the records and keep them with him.

Note.— Sincethe purpose of the valuation isonly to ensure proper utilisation

of the loan amount an approximate valuation by the Public Works
Department (Building and Roads Branch) will be sufficient.

(xxvii) Inthelast pay certificate granted to officers the original amount of such

advance, the amount repaid and the balance remaining due should be
specified.
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SECTION B
Advancesto Officerson Joint Salary basis

When both husband and wife are individually eligible and jointly apply for
assistanceto build or acquire ahouse for their joint residence, advance may
be made to both on joint salary basis subject to the following conditions.—

(i) Thetotal of the officiating pay/substantive pay of the officerswill be
takeninto account for determining the amount of advance admissible
subject themaximum limit of  100,000.

(if)  Thedisbursement of the amount will be made on joint receipt signed by
both the applicants.

(iii) The husband and wife will be jointly and severally liable for the
repayment of the advance with interest. The bond/agreement for
securing the advance should be jointly executed by them.

(iv) Separate assignment deed is necessary in case the wife/husband also
assigns her/his policy.

(v) Joint policiesissued in the name of both husband and wifewill also be
accepted as security for advance.

(vi) For the purpose of monthly recoveries/repayments the advance
amount will be split into two portions in proportion to their
respective officiating/substantive pay and recoveries/ repayments
effected accordingly.

(vii) Subject to the above, the general principles of Section A will be
applicable.

SECTIONC

Advances to Officer/Officerstowhom aplot of land is allotted by the
KeralaSateHousing Board

Advances may be sanctioned to an officer/officers on joint salary basisfor
construction of house on plots of land allotted by the Kerala State Housing
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Board, Trivandrum for purchase of land allotted by the Board and for
construction of house thereon on land with houses allotted by the Board.

The general principlesand conditionsin SectionsA and B will be applicable
in addition to the following:—

1. Incasethe Kerala State Housing Board will execute the sale deed in
favour of the applicant only after the construction of the building is
completed and if for that reason, it is not possible for the applicant to
mortgage the property to Government before the amount of advanceis
drawn, the amount of advancewill be paid to the applicant in one lump:

(a) after assigning theinsurance policiesin favour of Government as
laid downintherules.

(b) after obtaining a plan of the proposed building approved by the
Kerala State Housing Board and

(c) after obtaining an agreement from theloanee in Form 37A.

2. Thebuilding should be constructed within one year from the date of
disbursement of the advance.

SECTIOND
Additional Advances

1. () An additional advance may, however, be sanctioned to an officer/officerson
joint salary basiswho has/have already availed of an advance provided that
the aggregate of the original and additional advances does not exceed the
maximum amount he/she was/they were eligible for on the basis of his/her/
their pay at the time the original advance was sanctioned subject to the
following conditions.—

(1) A certificate from an officer of the Public Works Department (Roads
and Buildings) not lower in rank than that of an Assistant Engineer
who is having jurisdiction over the areain which the house is situated
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)

©

(4)

©)

that the site with the construction already there onisworth the amount
already sanctioned to the officer, specifying also the actual value of
the construction (structure) is furnished along with the application.

The application should be submitted within one year from the date of
disbursement of the original 1oan.

Theadditional advancethusgranted will betreated asapart of theorigina
loan.

Therecovery of the additional advancewill commenceimmediately on
the expiry of six monthsfrom the monthinwhich the additional loanis
disbursed, the entire amount (including the additional advance) being
recovered with interest within the period fixed for the repayment of the
original loan.

Asthe property would have already been mortgaged to the Government
in consideration of the original advance the amount of additional |oan
will be disbursed only on executing a document creating a second
mortgage on the equity of redemption in the form prescribed by the
Government.

(b) *Such additional advance shall not exceed ten times the basic pay of the
officeror 20,000 whichever islessand will be allowed over and above the
overall ceiling of 1,00,000 subject to the following conditions.—

(1) Theadditional advancewill be granted only if applicationsin Form 30

2

for such advances are submitted within one year from the date of
drawal of the original advance.

The pay/salary of theapplicant at thetime of applying for the additional
advance will be taken into consideration for reckoning the amount of
adance.

*Substitution C.S.N0.1/92 [G.O.(P) No. 243/92/Fin., Dated 17/3/1992]
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(©)

(4)

©)

(6)

)

A certificate shall be produced from the Executive Engineer (Buildings
and Roads) having territorial jurisdiction over the areato the effect that
on account of non-completion of essential items of work the houseis
not fit for occupation and that the amount is required for bona fide
completion of the house. In cases where the estimated value of the
house (including the anticipated cost of completion of essential items
of work) does not exceed 20,000 the certificate may be from the
Assistant Engineer, having territorial jurisdiction over the area.

The Additional advance thus granted will be treated as a part of the
original advance.

In cases where the repayment of advance already sanctioned has
commenced, the recovery of the additional advance will commence
with the salary for the month, next to that in which the additional
loan is disbursed provided the entire amount (including additional
advance) is repaid with interest within the period fixed for the
repayment of the original advance. In other cases, the repayment
will commence along with that of the advance already sanctioned.

As the property would have dready been mortgaged to Government in
consideration of the original advance/advances, the amount of the
additional advance will be disbursed only on the Government servant
executing a document creating a second or third, mortgage, as the case
may be, on the equity of redemption.

In the case of applications onjoint salary basisfor additional advance
for completion of house constructed with the assistance sanctioned to
any one of them the amount for which the new applicantiseligiblewill
be calculated on the basis of his/her salary at thetime of verification of
thejoint application.

The disbursement of the amount will be made on joint receipt signed
by both of them.
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(©

(d)

()

()

(9)

. (a)

(8)  Subsequent refixation of pay sanctioned to an applicant with retrospective
effect will betakeninto account for calculating thedigibility for additiona
advance.

If the insurance policies aready assigned in consideration of the original
advances, do not cover 25% of the aggregate amount of the original and
additional advances, fresh policy should be offered as collateral security in
the case of application for additional advance and value of the new policy
plus that of the policies aready assigned should cover 25% of the total
amount of the advance.

In cases where additional advances are sanctioned for construction of
houses on plots of land allotted by the Kerala State Housing Board the
amount of additional advance will be paid after executing a further
agreement in Form 37B.

In cases of adjustment of a portion of the advance sanctioned for construction
of abuildinginaplot alotted by the K erala State Housing Board against the
Death-cum-retirement Gratuity payable to the officer he has to execute a
further agreement inthe Form 37C over and above the agreement/agreements
inForm 37A/37B.

In the case of additional advances applied for completion of construction of
house or for repairs, afurther encumbrance certificate supplementary to the
one aready furnished for the original loan, need not be insisted on, as the
land with building stands mortgaged to Government.

Subject to the above, the general principlesin Section A, B and C will be
applicable.

An advance may be made to an officer to enable him to effect repairsto his
own house which are required to make it habitable where such repairs are
not in the nature of ordinary repairs and which involve an outlay large in
comparison with the value of the house.
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(b) *Such advances shall not exceed Ten times the basic pay of the officer to
whom it ismade subject toamaximum of 20,000 or the amount required for
the work whichever isless.

(c) Such advances may be made to an officer to repair a house which he has
built or purchased with a previous advance but unless the Government
otherwise permit at least five years should elapse since the previous
advance was drawn.

(d) Subject to the above, the general principles of SectionsA to D (1) will be
applicable.

Note:—The application for the advance should be supported by an estimate
certified by the officer mentionedin clauselll (2) below.

I11. (1) (8 An advance may be made to an officer to enable him to complete the
construction of ahouse already taken up or to extend a house to make
it sufficiently accommaodative, provided that in the case of an officer
who had availed of an advance under sections A to D1 the advance
should be limited for the purpose of extension only and a period of at
least 5 years should have elapsed from the date of drawal of the previous
advance and

(b) Inthe case of an officer who had availed of an advance under section
DIl the advance should be limited for the purpose of extension only
and aperiod of oneyear should have el apsed from the date of drawal of
the previous advance.

(2) Suchadvance shall not exceed * 15 timesthe basic pay of the officer to whom
it is made subject to a maximum of 30,000 or the amount required for the
work according to acertificate from an Engineer not lower in rank than that of
anAssistant Engineer of the Public Works Department (Buildings and Roads)

* Substitution C.S.N0.1/92 [GO.(P) No. 243/92/Fin., Dated 17/3/1992]
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©)

(4)

and havingjurisdiction over the areain which the houseis situated, whichever
isthe least.

Each such application should be accompanied by an estimate certified by the
officer mentioned in clause (2) above.

For the purpose of repayment, the advance under this section will betreated
as a separate advance, quite independent of the advance already drawn
under section A to D1 or D |1 subject, however, to the General Principlesin
Article244C.

RULES REGULATING CALCULATION OF INTEREST AND
DEATH-CUM-RETIREMENT GRATUITY

1. CALCULATION OF INTEREST

244D. (1) (a) Interest shall be calculated for each month on the outstanding balance

(b)

(©

at the end of that month at the rate prescribed by Government from time to
time. The rate to be applied will be that prevalent on the date on which the
advanceisdrawn. Theratesof interest asapplicablefromtimetotimeareas
given below:

Normal rate of simpleinterest per annum  Period current

5% upto 22-10-1964
5% % from 23-10-1964
53%% from 01-04-1969
6% from01-04-1974
(&%) from 01-04-1982

For the cal cul ation of interest periods of half amonth and over will betreated
as one month and less than half a month as half a month.

If the loanee dies while in service before the final settlement of the loan
account, no interest will berecoverable on the principal amount of outstanding
advance proposed to be adjusted from the insurance amount and gratuity
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for any period beyond the date of death of the loanee. The amounts due on
the insurance policy/policies assigned in favour of Government and the
gratuity should be realised and adjusted to the extent necessary for the final
settlement of the loan account as early as possible, after the death of the
loanee.

2. LEVY OF PENAL INTEREST

Penal interest at 2.5% (Two and a half per cent) over and above the normal
rate of interest will belevied in respect of over-dueinstalments of interest or
principal and interest outstanding from time to time in cases where there is
any default, violation or breach of al or any of the provisions contained in
these rules and/or in the original or supplementary mortgage deeds or any
other documents executed in pursuance of theserulesand alsointhefollowing
cases of non-compliance with the requirement of rules:

(i)  Retention of the loan amount unutilised by the loanee beyond the
normal admissible periods.

(i) Retention of sale proceeds of house site/site with house purchased with
Government |oan beyond the normal admissible period.

(i) Non-utilisation of loan for the purpose for which it was sanctioned even
whentheloanisrepaidto Government inlumpwithinthenorma permissible
date.

(iv)  Delay inthe execution of the mortgage bond after purchase of housesite/
house and site.

(v) Delay inthe production of utilisation certificate aswell as completion
certificate.

(vi)  Non-compliance with the requirement of other rules relating to house
construction advance.
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3. CALCULATION OF DEATH-CUM-RETIREMENT GRATUITY

The Head of Department concerned and the Secretary, Board of Revenuein
the case of Heads of Departments shall work out roughly the gratuity/death-
cum-retirement gratuity payable to the officer under the service rules
applicable to him as well as the principal and interest that would be
outstanding recovery on the normal date of retirement of the applicant. The
basisfor working out the gratuity/death-cum-retirement gratuity will bethe
appointment held by the applicant at the time of submitting the application.
For purposes of calculating the death-cum-retirement gratuity adjustable
towards the outstanding advance amount and interest the pay that will be
taken into account is such pay including dearness pay as he would be
digiblefor at thetime of retirement had he continued in the same appoi ntment.
For the purpose of calculating the principal and interest, it will be assumed
that the Government servant can generally commence repayment of the
advance one year after the date of application of the advance if it is for
purchase of site and/or construction of abuilding and six months after date
of application if it is for outright purchase of a built house. All such
applicationsfrom Gazetted Officers should be routed to Government through
the Accountant General. The actual amount to be sanctioned and that to be
adjusted from gratuity/death-cum-retirement gratuity as also the amount to
be recovered in monthly instalments will be determined by the sanctioning
authority in the manner specified under therulesand will beindicated inthe
order sanctioning the loan.

Note 1:— The applicant should furnish a declaration in the application form
that he agreesto adjust aportion of the advance (amount to be specified)
from the gratuity/death-cum-retirement gratuity admissibleto him.

Note 2:— The Heads of Departments/Secretary, Board of Revenue should
certify inthe application form “ that the amount of gratuity/death-cum-
retirement gratuity due to the applicant on the date of his
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superannuation/at the time of retirement cal culated on the basis of the
appointment held by the applicant at the time of submitting the
applicationisestimatedtobe ......c.ccccocveeuenee and that the applicantis
governed by K.S.R./A.l.S.Rules’.

RULES REGARDING THE PROCEDURE ON
RECEIPT OFAPPLICATIONS

244E. (i) Except inthe case of advances requiring sanction of the Government in the
Finance Department application from non-gazetted officersfor advance shall
be submitted through the Head of Office concerned who will forward it to the
authority competent to sanctionit. I1nthe case of advance requiring sanction
of the Government in the Finance Department, application for advance shall
be submitted through the Head of the Department concerned who will forward
it to the Government in the Finance Department direct in the case of Non-
gazetted Officers and through the Accountant General in the case of Gazetted
Officers. TheHead of the Department will forward along with the application
certificate in Form 37. He shall satisfy himself as to the sufficiency of the
security offered in each case and shall while forwarding the application
record his opinion as to the extent of the amount that may be advanced
without risk to Government. When the applicant is himself the Head of a
Department, he shall forward the application to the Accountant General
through the Board of Revenue who shall certify asto the sufficiency of the
security offered. Application for cancellation of loans already sanctioned
shall likewise be forwarded to the sanctioning authority through the
Accountant General in all cases. Applications shall be received by the
Accountant General only till the end of December each year.

Note 1:— The procedure to be followed in the case of applications of the
Heads of Departments will also apply to those of the Secretaries to
Government including the Chief Secretary, Additional Secretariesand
Joint Secretaries, Registrar of High Court and the Secretary to the
KeralaPublic Service Commission.
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Note 2:— The Head of the Department will record his opinion as to the
sufficiency of the security on the basis of the valuation made by the
Revenue Department in the case of advances for purchase of site. If
the advanceisfor the construction of ahouse, it should be got valued
by the Public Works Department on completion. References for
valuation to the Public Works Department may be madeto the Executive
Engineer (Buildingsand Roads) and those to the Revenue Department
to the District Collector concerned.

Note 3:— Inthe case of applicationsfor purchase of sitewith building the
Head of the office or Department, asthe case may be, will forward the
applications to the sanctioning authority without the certificate of
sufficiency of security, but take action simultaneously to get the
property valued by the Public Works Department and the Revenue
Department. He will obtain and file the certificate of valuation and
inform the Accountant General accordingly before the time fixed for
mortgaging the property expires. If thevaluefixed by the Public Works
Department and the Revenue Department together falls short of the
loan amount, excesswill berecovered from the applicant immediately
inalump.

(if) On sanctioning theloan or on receipt of Government orders sanctioning the
loan, the disbursing authority concerned should get the security bond
executed and obtain all the documents specified by Government Pleader in
support of the clear title certificate. He should then arrange for all these
documents being kept under safe custody along with the mortgage deed. In
the case of the loans granted to the Heads of Departments, all these
documents should be transmitted to the Principal Sub-treasury, Trivandrum
by the Secretary, Board of Revenue, for safe custody. The details of the
documents obtained should be noted on the right hand side of the Register
of Advancesto Government Employeesfor buildingsrepairing or purchasing
houses (Form 38) and attested by the Head of the Department/the Secretary,
Board of Revenue as the case may be.




CHAPTERIX] THE KERALA FINANCIAL CODE VOL | [ART. 244E

The Head of Department or the Secretary, Board of Revenue, as the case
may be, will be held personaly responsible in the matter of keeping the
documents under safe custody. He can, however, nominate the Chief
Ministerial Officer or the Superintendent-in-charge of Establishment Section/
the Sub Treasury Officer, Principal Sub Treasury, Trivandrumto assist himin
this matter. The documents pertaining to each loan should be kept in one
cover or folder with alabel on the outside giving details of the contents. An
annual verification of the documents should also be made and the fact
recorded in the register.

The Head of Department or the Secretary, Board of Revenue, as the case
may be, should also see that the insurance policies are kept alive and the
insurance amount is adjusted to the loan account, if the policy matures
during the period of repayment of advances. In the case of policies
where the premiaare paid by deduction from salary bills or otherwise the
loanee should satisfy his immediate superior authority once in every
three months that the premiahave been remitted and policy iskept alive.
The immediate superior in turn will report the fact to the Head of the
Department who will make the necessary entriesin the remarks column of
the registers of advances maintained in his office, duly attested. Such
reports should be sent to the Accountant General in respect of advances
sanctioned to officers who are deputed on foreign service conditions.

This proceedure should be followed in order to see that statutory dues such
as property tax, land revenue, michavaram, etc., are paid in time and the
property offered as security is kept unencumbered.

Note:—In deserving cases, Government will have the discretion to re-assign
such insurance policiesto the loanee before compl ete repayment of the
advance with interest, irrespective of the consideration whether they
have matured or not, provided the amount of other insurance policies,
if any, assigned in favour of Government will cover an amount not less
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than 25% of the outstanding amount of the advance with interest
thereon at the time when the loanee requests for the re-assignment of
the insurance policy/policies.

*(iii) The Head of Department/sanctioning authority shall authorise the Head

of Office/Drawing Officer and disburse the advance to the applicant on
proper acquittance. The sanctioning authority will specify the fact of
authorisation in the sanction itself to enable the Treasury Officer to make
payment to the Head of Office/Drawing Officer concerned on the authority
of that sanction. Accordingly the Head of Officer/Drawing Officer should
follow the normal procedure of presenting the bills for drawal of House
Building Advance at the Treasury through the Treasury bill book. In the
case of joint loans a declaration shall be obtained along with application
from either of the applicants authorising the other to receive payment in
case the advance applied for is sanctioned by competent authority.

# A certified copy of the sanction should be attached to the bill.

(iv) Payment of the advances shall not be made unlessthe Head of Department/

(V)

Sanctioning authority, asthe case may be certifiesthat all relevant document
such astitle deed, mortgage deed, collateral security etc., have been obtained
and kept under safe custody.

In the case of Heads of Departments the above certificate will be furnished
by the Secretary, Board of Revenue.

Exception:—VideArt. 244 C (Section C).

In cases of House Construction Advance already sanctioned/to be sanctioned
for construction of houses on plots of land allotted by the K erala State Housing
Board for purchase of land alotted by the Kerala State Housing Board and for
construction of houses thereon/purchase of lands with houses alotted by the
Kerala State Housing Board, the Heads of Departments concerned should

*Substitution C.S.N0.11/76 [GO.(P) No. 343/76/Fin., Dated 4/11/1976]
#Substitution C.S.N0.8/82[G.O.(P) No. 699/82/Fin., Dated 17/11/1982]
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obtain from the loanees non-encumbrance certificates of the propertiesalong
with the mortgage deeds, if the sale deed in favour of the loanees and the
mortgage deeds in favour of Government are not executed simultaneously
onthesameday. Such non-encumbrance certificates should cover the period
from the date of sale of the property by the Board in favour of the loaneesto
the date of execution of the mortgage deed by the loanees in favour of
Government and these certificates should be kept under safe custody along
with the other documents.

(vi) It will be the duty of the Head of the Department/Sanctioning authority/
officer concerned to see that the amount of loan is properly utilised withina
reasonabl e time not exceeding one year from the date of full disbursement of
the loan and to take steps for the recovery of the outstanding balances
under the provisions of the mortgage deed. When the loan is disbursed
before the house is constructed, the Head of the Department concerned
must ascertain the actual value of the building completed and see to the
refund of the balance of the loan that may remain unspent. Thiswill bedone
by the Board of Revenuein the case of Heads of Departments etc., mentioned
inNotel under Article 244E. (i).

When House Construction Advance is sanctioned to an applicant to whom
a plot of land is allotted by the Kerala State Housing Board, the Officer
responsible to watch the utilisation of the loan amount, should intimate the
Board that Government are interested in the land allotted to the loanee as
well asin the building proposed to be constructed. He should also request
the Kerala State Housing Board to intimate him in due course the execution
of the sale deed in favour of the loanee to enable him to watch the timely
execution of the mortgage deed of the property by the loanee in favour of
Government.

In cases where advances are sanctioned for constructing of houses on plots
of land allotted by the Kerala State Housing Board, the Heads of Departments
responsible for watching the utilisation of the advance, should obtain from
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the loanees, before disbursement of the advance, documentary evidence to
prove that the cost of the land has been paid in full to the board and furnish
acertificate to that effect along with the bill. In cases where advances are
sanctioned for purchase of land allotted by the Kerala State Housing Board
and construction of houses thereon, such documentary evidence should be
obtained from the loanees within a period of two months from the date of
disbursement of the advance.

Along with the utilisation certificate, the officers responsible for watching
the utilisation of theloan amount, should obtain from thelcaneesacertificate
issued by the Kerala State Housing Board that the house has been
constructed according to the approved plan.

The officer responsible for watching the utilisation of the loan amount,
should forward utilisation certificates of loans to the Accountant General
within three months from the date fixed for the production of the utilisation
certificate.

It is also the duty of the Head of the Department/sanctioning authority to
ensure that the property mortgaged to Government is kept free of any
encumbrance throughout the period of repayment of the loan. He should
also forward to Government not later than thefirst of the succeeding month
half yearly statements showing the particulars relating to each advance in
the prescribed form every year.

(vii) Thefollowing procedure should be observed for the disbursement of advances
for the purchase of house and house sites—

(1) Thedetailsof the house and site or the site proposed to be bought and
the house to be built on it should be given in the application, as far as
possible. The approximate value of the land and building, should
however beindicated in the application. Thevalue of the house proposed
to be purchased or constructed should cover two-thirds of the loan
amount applied for.
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(2) After scrutiny of the application by the sanctioning authority, theamount of
advance admissible under ruleswill beintimated to the applicant and he/she
will beasked to produceinthefollowing formaclear title certificaterelating
to the property proposed to be purchased or on which thehouseis proposed
to be constructed, from the Government Pleader of therespectivedistrictsto
which the property belongs.

“Certified that the applicant Sri/Sarvasree (here enter the name/names and
addresses of the applicant/applicants) has’have clear title to the properties

comprisedin Sy. NOS........oevveererereeenennes (hereenter Sy. No., Villageand Taluk
and the extent in each Survey No. of the security properties) subject to the
charge/liability .......ccvveererrerrecrreerees (hereenter thedetailsof thecharge

or liahility, if any) over Survey NO.........cccceeveeceveienenen

Thereisnolegal objection to sanction the loan applied for on the security of
these properties subject to the clearance of the above charge/liability.

Date............... Signature of the Government Pleader

List of documents produced by the party. (here enter the details of
documents).

Date............... Signature of the Government Pleader

List of documents to be kept under safe custody by Government (i.e.,
documentsto be kept in original and those of which certified copies have
to be obtained).

(here enter the details of documents.)

Date............... Signature of the Government Pleader
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IV. Statement furnished by the government pleader explaining how the applicant
gets clear title to the property offered as security.

Date.....ccccoeenee Signature of the Government Pleader”

Scrutiny of the title deeds of the property will be done by the District
Government Pleaders on payment of afee of one per cent of theloan applied
for subject to aminimum of 15 and maximum of 100 for each case or
such other rates fixed by Government from timetotime. Thefeein each
case will be realised direct from the applicant by the Government Pleader
concerned. In case the amount of loan applied for is less than the amount
admissible to him under the Rules and in case the applicant’s subsequent
request for the grant of the full eligible amount, after the issue of the title
certificate by the Government Pleader is entertained by Government,
additional scrutiny fee shall be payable only if further scrutiny is done by
Government Pleaders.

No fee should be realised by the Government Pleader from the applicant for
further clarification asked for on the title certificate once issued. The
documentsfor scrutiny and issue of clear title certificate should be forwarded
to the District Government Pleader through the Head of the Department or
Office.

(3) Inthe case of applicants to whom plots are allotted by the Kerala
State Housing Board, Trivandrum for construction of houses, the
usual title certificate from the District Government Pleader may be
dispensed with in case Government are satisfied that the plot of
land allotted to an applicant is part of Government land assigned to
the Board.

(4) If after scrutiny of the documents, it isfound that thereisnorisk in
advancing money for the purpose, the sanctioning authority may
sanction the advance.
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(5) Theadvancefor the purchase of the site with house will be disbursed

(6)

()

infull after the assignment of insurance policies sufficient to cover 25
per cent of the advance and the execution by the applicant of an
agreement to Government on stamp paper agreeing to purchase the
property and execute a deed mortgaging that property to Government
within two months from the date of drawal of the advance or to refund
the entire amount with interest, on failure to do so. The agreement
should bein Form 36.

In the case of advancesfor purchase of site only the price of the site not
exceeding 1/3 of the advance amount will be disbursed on execution of
the agreement and assignment of insurance policiesaslaid downinthe
previous rule. The balance will be disbursed only after the site is
purchased and mortgaged to Government. The mortgage deed in this
case should bein Form 32.

Purchase of the site and/or building mortgaging the same in favour
of Government should be completed within two months from the
date of disbursement of the advance. In the case of purchase of site
alone, the house to be built on it should also be mortgaged to
Government. The Board of Revenue in the case of heads of
Departments and the Heads of the Departments/Sanctioning
authority in the case of other officers, should see that the condition
issatisfied. The Treasury Officersdisbursing the advanceswill intimate
the particulars of the disbursement in the caseof Heads of Departments
to the Board of Revenue and to the Heads of Departments/sanctioning
authority in the case of other officers. If the borrower fails to execute
themortgage deed within the prescribed timelimit, prompt action should
betaken by the Board of Revenue or Heads of Departments/sanctioning
authorities asthe case may be, to recover the entire amount with interest
in lump as agreed to in the agreement.
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PROCEDURE FOR RELEASE OF MORTGAGES/POLICIES
AFTER COMPLETE REPAYMENT OF THE LOAN
AND INTEREST

244 F. 1. When agovernment servant who has taken an advance under the rulesfor
grant of house construction advance has remitted the principal and interest
thereon, he should makes a request for release of mortgages to the Head of
Department/Sanctioning authority concerned. When theloaneeisaHead of
Department the request should be madeto the Secretary, Board of Revenue.
The Head of the Department/Sanctioning Authority/the Secretary, Board of
Revenue as the case may be, should forward the request to the Accountant
Genera for verification. TheAccountant General will verify theloan amount
and recommend to the sanctioning authority whether the security documents
may bereleased. The sanctioning authority may then issueformal ordersfor
the release of securities.

TheHead of Department/sanctioning authority shall then prepareadraft release
deed in Form 52 by an endorsement of the same on the mortgage deed itsalf. In
caseswherethe sanctioning authority is Government in the Finance Department,
it should then be forwarded to the Finance Secretary for execution. The
sanctioning authority will executethedeed and returnit to theloaneedirect with
instructions to present the document for registration before the concerned
regi stering office within four monthsfrom thedate of execution. In caseswhere
the sanctioning authority is Government in the Finance Department, a copy of
theingtructions will be sent to the Secretary, Board of Revenue or the Head of
Department asthe case may be. The sanctioning authority will also ssmultaneoudy
inform the concerned Registering Officer to register the same and report details
of registration to the sanctioning authority. The date of execution of the
deed will be noted in the Register of Recoveries maintained by Heads of
Departments against the entry of the concerned Officer.
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The Life Insurance Policy/Policies shall also bereleased and re-assigned to
loaneg(s) in Form 52 B and forwarded to the Divisional Manager, Life
Insurance Corporation of Indiain Form52 C.

2. Therelease deeds to be executed by Government are exempt from stamp
duty vide Section 3 (b) (1) of the Kerala Stamp Act. Feesfor registration of
the documents under the Registration Act will be borne by the loanees in
respect of the release deeds.

C.CYCLE ADVANCES

245. (a) Advances for the purchase of bicycles may be sanctioned to Government
servants (Gazetted or non-Gazetted) whose pay does not exceed * 1219
with effect from 1-4-1990. The advance may be sanctioned to pensionable
employees of Government owned industrial concerns and to Work
Establishment staff al so. Full-time contingent employeesareaso eligiblefor
the advance provided the sanctioning authority is satisfied that the duties
attached to the post to which the applicant belongs are of a permanent
nature and that the applicant islikely to continuein servicetill the repayment
of the advanceis completed. Application for advances should be addressed
to the sanctioning authority (Form 40).

(b) The Heads of Department are competent to sanction advances for the purchase
of bicycles. They are empowered to delegate to their subordinate controlling
officers, subject to the following general conditions and aso subject to such
specia conditionsas may befixed by themin thisregard, the power to sanction
advance for the purchase of cycle in accordance with the rules and within the
limit of the funds placed at their disposal:-

(i) The power to sanction the advance to any Government servant or class
of Government servant should not be delegated to any authority lower
than the authority competent to appoint the Government servant or
class of Government servants.

* Substitution C.S.N0.4/92 [GO.(P) No. 1082/92/Fin., Dated 18/12/1992]
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(if) Thepower may bedeegated only with the prior approval of the Government

(© ()

(i)

inthe Finance Department.
General conditionsunder which theadvanceissanctioned

No advance will be sanctioned to a Government servant unless the
sanctioning authority considers that the possession of a cycle would
increase hisefficiency. Asageneral rule no advance will be sanctioned
to any Government servant unless he is in permanent service. The
sanctioning authority may, however, sanction an advance to an
officiating or temporary empl oyee who has put in aminimum continuous
service of 3 (three) yearsand who isnot likely, asfar as can beforeseen,
at the time of sanctioning the loan, to be ousted from service. The
sanctioning authority can reject any application without assigning
reasons therefor.

No second advance will be granted within three years of a previous
advance unless satisfactory evidenceis produced by the Government
servant concerned to the effect that the conveyance purchased with
the help of the previous advance has become unserviceable. The
sanctioning authority should furnish a certificate with the orders
sanctioning the advance that the advance sanctioned is either afirst
advance or a second advance sanctioned after a period of three years of
the previous advance.

(iii) An advance shall not exceed T1000 (Rupees One thousand only) or the

anticipated priceof the Toonveyancewhi chever isless. (Thisamendment will
be deemed to have comeinto forcewith effect from 1-4-1993).

(iv) The principal of the advance should be recovered in equal instalments by

compulsory deduction from the pay of the borrower beginning with the first
payment of afull month’s pay after the advance is drawn provided that

T C.SN0.2/94[GO.(P) No. 342/94/Fin., Dated 6/5/1994]
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the borrower may repay two or more instalments at the same time. The
maximum number of monthly instalments in which the advance may be
permitted to be repaid will be twenty in the case of permanent and non-
permanent Government servants. In the case of non-permanent
Government servants the number of instalments should when necessary
befixed with referenceto all the circumstances at a suitable number lower
than the permissible maximum.

The whole amount of advance should be completely recovered within
the period originally fixed unless the sanctioning authority extends
the period. The amount of monthly instalments should not be changed
by reason of the borrower going on leave or his drawing subsistence
allowance. In special circumstances, the Head of the Department may
recommend that the Government should reduce the monthly instalments
in a particular case for the duration of the period during which the
borrower does not draw any pay.

(v) Therecovery of theinterest will begin with the pay of the month subsequent
to the month in which the repayment of the principa is completed. Interest
should be calculated on the baance outstanding on the last day of each
month. If thetotal amount of interest doesnot appreciably exceed the amount
fixed for theequal monthly instalmentsfor recovery of theprincipal, it should
be recovered in a single instalment; otherwise it should be recovered in
instal ments not appreciably exceeding that amount.

(vi)  Theadvancewhen sanctioned should be drawn within aperiod of 2 (two)
months from the date of sanction.

(vii) A Government servant who takes an advance should within one month
after drawing the advance furnish the Head of Office with a certificate
stating the particulars of the conveyance purchased with the advance
and the cash receipts obtained for the amount actually paid.

(viii)  Within one month after the purchases of the cycle, the loanee should a so
furnish the Head of Office with the licence obtained/transferred in his
name in respect of the cycle purchased, for verification.
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(ix) The cycle bought with an advance paid by the Government shall be the
property of the Government until the advance is completely repaid
(together with theinterest dueiniit).

(x) Every recipient of an advance shal give (in Form 41) an undertaking written

in three rupees stamp paper, to the effect that the conveyance will not be
disposed of either by transfer or by saleuntil thewhole amount of theadvance
together with interest isrepaid.

(d) Before sanctioning an advance the sanctioning authority should satisfy itself

#(e)

that the grant of the advance does not involve any departure fromtherules, and
that no recovery against previous advancesis outstanding against the applicant.
A copy of the order sanctioning the advance should be communicated to the
Accountant Generadl.

The Head of Office should furnish acertificate to the audit office that he
has verified the voucher for the purchase of the cycle and the excess
amount, if any, has been refunded furnishing particulars of such refund. A
copy of such certificate should be furnished to the sanctioning authority
also.

The detailed accountsin respect of the advance sanctioned to non-gazetted
Government Servants should be maintained by the Departmental Officers
responsible for disbursement and recovery of the advice.

TheHead of Department will be the Chief Controlling Officer for the purpose
of reconciliation of accounts.

D. MARRIAGE ADVANCE

*245A. Marriage Advance: An advance amount equal to 15 times of basic pay

subject toamaximum of ! 30,000 will be sanctioned to Class |V Employees
to meet the marriage expenses of their female children. The amount will be
released in one instalment.

#Addition C.S.N0.1/82[G.O.(P) No. 7/82/Fin., Dated 05/01/1982]

*|ngertion C.SN0.2/2001[GO.(P) No. 1042/2001/Fin., Dated 18/9/2001] w.ef. 28/8/1997.
| substitution C.SNO. 1/2012[GO.(P) No. 62/2012/Fin., Dated 20/01/2012]
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Eligibility for the Advance

All class 1V employees who have put in continuous service of not lessthan
five years and have at least two years service for superannuation. Second
Advance will be sanctioned on completion of the previous advance and any
one of the parents only is eligible for the advance, in cases where both
husband and wife are employed as Class |V employees.

Inter est

Interest will be! 8% per annum as in the case of House Building Advance.
Penal interest at the rate of 2.5% per annum will be charged in the case of
default in repayment.

Repayment

Repayment will be fixed based on the length of the remaining service. The
maximum number of instalments (Principal) admissiblewill be60. Recovery
will commence from the pay and allowancesfor the next month onwards after
the month of drawal of the advance. The recovery should be completed
(both principal and interest) before the date of retirement. Balance if any
outstanding at thetime of retirement will be adjusted fromthe D.C.R.G.

Modeof Sanction

The competent authority to sanction the advance will be the Heads of
Departments. The Heads of Department should obtain and keep the original
applicationsin their office and a detailed proforma as in the case of House
Building Advance and Motor Conveyance Advance should be forwarded to
Finance Department for allotment of funds. The Heads of Departments should
assessthe requirement of fund in every three months and detail s of application
should be forwarded to Government for funds.

Accounts

The Heads of Departments should keep a detailed account of loan and
repayment in the loan register in a way susceptible to internal and
statutory audit.

| substitution C.SNO. /2012 [GO.(P) No. 62/2012/Fin., Dated 20/01/2012)]
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E. ADVANCES TO JUNIOR |.A.S. OFFICERS FOR THE
PURCHASE OF FURNITURE

246.(i) A Junior Indian Administrative Service Officer, on appointment asAssistant

Collector, may, on application to Government through theAccountant General,
be granted for the purchase of furniture and other necessary equipments an
advanceof 500. The advance shall be sanctioned only if applied for within
three months of the Assistant Collector’s joining duty in this State on
completion of *either thefirst lap or second lap of training. The application
made by an officer whoison leavewill not be entertained. In case an officer
who appliesfor the advance while on duty, is on leave when the sanction is
issued, payment will be made only on his return to duty.

(if) The advance shall bear interest at the same rate asis charged on advances

for the purchase of motor conveyances.

! (iii) The advance shall be classified under the head of account ‘766 —L ocans to

Government Servants, etc.- Other advances' - Advance for the purchase of
furnitureto Junior I.A.S. Officers.

(iv) The advance shall be recovered by deduction at 50 per mensem from his

V)

monthly pay commencing with the pay hill for the second month following the
month in which the advance is drawn. For example, if the advanceisdrawnin
January, the recovery should commencein the pay bill for March. Therecovery
should continue every month, whether, the officer is on duty or leave until the
recovery of the entire amount of the advance plus the interest thereon is
completed.

An Officer who draws the advance shall certify on the bill in which the first
instalment of recovery is effected that the whole amount of the advance was
utilised for the purposesfor which it was sanctioned. If thewhole or apart of the
advances has not been so utilised by the due date of recovery of the first
instalment the unutilised amount should be refunded to the Government
forthwith.

*|nsertion C.S.N0.2/78 [GO.(P) No. 390/78/Fin., Dated 30/03/1978]
| Substitution C.S.N0.10/77 [GO.(P) No. 422/77/Fin., Dated 29/10/1977)
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247.

248.

F. OTHER ADVANCES

These include advances such as those occasionally granted to Government
servant who go abroad to pursue higher studies. Special advances of this
kind aregranted by the Government only in exceptional casesand for specially
strong reasons. When the Government grant a special advance, they specify
in their order the conditions subject to which it is granted.

An Officer deputed for training abroad may be granted arecoverableinterest-
free advance of rupees five hundred for the purchase of equipment/warm
clothing subject to the following conditions:

0) If the duration of the stay of the Government servant abroad as 6
months or |ess, recovery will bein 10 equal monthly instal ments.

(i) If theduration of the stay of Government servant abroad is more than
6 months, recovery will bein 20 equal monthly instalments.

(iif)  Therecovery will commence from the salary for the month following the
month in which the advanceis drawn.

*(iv)  The advance will be debited to the head of account ‘766 — L oans to

Government Servants, etc.- Other advances’ under adistinct sub-head
‘ Advance for the purchase of warm clothing'’.

#(v)  Thedetailed accountsin respect of advance givento the non-gazetted

Government Servants areto be maintained by the Departmental Officers
responsible for disbursement and recovery of the advance. The Head
of the Department will bethe Chief Controlling officer for the purpose
of reconciliation of accounts.

3.AdvanceRepayable

The transaction of Government business often necessitates the placing of
funds at the disposal of Government servants as temporary cash advances
for public purposes. These are subsequently adjusted as expenditure under

* Substitution C.S.N0.10/77 [GO.(P) No. 422/77/Fin., Dated 29/10/1977]
#AdditionC.S.N0.1/82[GO.(P) No. 7/82/Fin., Dated 05/01/1982]
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the appropriate heads of account or recovered from the parties concerned.
When such advances are free of interest, they are shown in the accounts as
“ Advances Repayable’, under the following minor heads:-

(i) Civil Advances.
(i) Special Advances.
(iii) RevenueAdvances.
(iv) Forest Advances.

The rules applicable to each of these classes of advances are contained in
the following Articles. Clauses (1) and (4) (b) of Article 239 also apply to
these advances.

(i) Civil Advances

249.  Theseinclude (a) Advancefor Thiru Onam festival; (b) Other festival advances,
(c) Advances on transfer; (d) Mosquito net advances;and !(e) Medical
Advances.

(A). ADVANCES FOR THIRU ONAM FESTIVAL

250.  Advanceto Government servantsfor Thiru Onam festival will be governed
by thefollowing rules:-

1. Anadvanceof onemonth’spay or* 175whichever islesswill be paid
to al officersunder Government drawing apay of * 1500 and below.

Note 1:— In the case of officers holding purely temporary and provisional
appointments, the payment of the advance will be subject to the condition
that they will continue in service until the expiry of the period of
repayment.

Note 2:—Employees paid from contigenciesincluding part-time contingent
employees and those borne on the work-charged establishment will also

| Addition C.S.N0.01/2014 [GO.(P) No. 69/2014/Fin., Dated 17/02/2014)]
*Substitution C.S.N0.9/82 [G.O.(P) No. 768/82/Fin., Dated 16/02/1982]
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be given the advance provided they will continue in service till the
repayment of the advanceis over.

Note 3:— In the above cases, the drawing officers will certify that the
incumbents for whom the advance is drawn will continue in service
till the repayment of the advanceis over.

2. The advancewill be drawn and disbursed on thelast three working days
prior to Onam holidays.

3. The advance will be recovered in five equal monthly instalments, the first
instalment being recovered from the salary drawnin October. Theamount of
each instalment should be rounded off to the nearest rupee, any balance
being recoveredinthelastinstalment. Inthe case of Hindw/Chrigtian/Mudim
Non-Gazetted Officersthe recovery of Thiru Onam advancewill bedeferred
fromthesdary for themonthinwhich the holiday(s) of Deepavai/Christmas/
Ramzam occur(s), irrespective of whether they have drawn festival advance
as provided in Article 76 (b) or not, and the recovery so deferred will be
effected in the pay for February to be drawnin March.

4. *The advances will be debited to the head of account “766 — Loan to
Government servants, etc., (d) Festival Advances’ under respective
detailed heads, “1. Onam Advance to Gazetted Officers and 2. Onam
Advanceto Other Officers’ in respect of regular Government employees.
In respect of teaching and non-teaching staff of aided schools, private
colleges and polytechnics the advance will be debited to the head of
account “677 — Loan for Education, Art, and culture” and in respect of
N.M.R./C.L.R. workersthe advancewill bedebited to the head of account
“Miscellaneous Public Works Advances’]. Recoveries will be credited
to the corresponding receipt head. The drawing officerswill maintain a
Recovery Register of ‘Onam Advance' in Form 53.

* Substitution C.S.N0.3/77 [GO.(P) No. 38/77/Fin., Dated 31/01/1977]
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Note:—! In the case of work establishment staff, the advance will be debited
to the head ‘ Miscellaneous Works Advances'.

5. IThe teachers and members of the non-teaching staff of Aided Primary
and Secondary Schoolswill also be given thisadvance, by debit to the
minor head ‘ Primary Education’ or * Secondary Education’, asthe case
may be, below the major head ‘677 — Loans for Education, Art and
Culture'.

6. The employees of the local bodies will be granted the advance at the
option of the local bodies if the financial position of the local bodies
concerned will admit of this course.

7. The Head of the Office or the officer to whom the Head of the Office has
delegated the power of drawing establishment pay billswill sanction the
advance. Inthe case of Gazetted Officerswho are entitled to thisadvance,
the Head of the Office under whom he works or hisimmediate superior
officer if the Gazetted Officer ishimself the Head of the Office, will sanction
the advance and the advance will be drawn by the officer himself without
specific authorisation by the Accountant General.

8. *(a) The detailed accounts in respect of the advance given to the non-
gazetted Government Servants are to be maintained by the
Departmental Officers responsible for disbursement and recovery of
the advance. The Head of the Department will be the Chief Controlling
Officer for the purpose of reconciliation of accounts.]

(b)(i) **Every Gazetted Government Officer should furnish the monthly
deduction schedule towards Onam Advance in Form 53 C to be
attached to the salary hill.]

I Substitution C.S.N0.10/77 [GO.(P) No. 422/77/Fin., Dated 29/10/1977]
* Subgtitution ,OmmissionC.S.No.1/82 [G.O.(P) No. 7/82/Fin., Dated 05/01/1982]
** Substitution OmmissionC.S.N0.1/82 [G.O.(P) No. 7/82/Fin., Dated 05/01/1982]
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(i) The abstract should be furnished on the reverse of the recovery
schedules of one of the bills every month. Reference to the bill in
which recovery schedul e containing the monthly abstract upto the
end of the previous month is attached should, however, be quoted
on the reverse of the schedules appended to other bills.t Every
Gazetted Government Officer should furnish the monthly deduction
Schedule towards Onam Advance in Form 53 C to be attached to
thesalary hill.

(iif) The opening balance to be furnished in the monthly abstract should
include balance outstanding at the beginning of the previous month
including outstanding balance, if any, relating to the previous year.

(B). OTHER FESTIVAL ADVANCES

251. (1) Advances may be sanctioned to Government servants for religious
festivalslike Easter, Ramzan, Bakrid, Deepavali and Christmas.

*(2) The advanceswill be drawn and disbursed based on the ordersissued
by Government.

(3)  Theadvanceswill berecovered in lump in the same months.

*(4)  Such advanceswill betreated as advances of salary, and debited to
the same head of account to which the pay and allowances of the
Government servants are debited.

(C). ADVANCES ON TRANSFER
252. These advances are granted in accordance with the following rules:-

@ Eligibility for Government servants for an Advance.— Advances of
pay and/or travelling allowance are granted to a Government servant
who receives an order of transfer during duty or leave.

* Substitution C.S.N0.10/77 [G.O.(P) No. 422/77/Fin., Dated 29/10/1977)
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(b)  Sanctioning authority.— The authorities shown below have power to
sanction these advances to the extent indicated against each :-

Name of advance Authority competent to
grant sanction

(i)  Advanceof pay andtravelling All Government servants, who
allowance to a Government are to authorised to draw pay
servantin permanent employ. andtravellig allowancebillsof

establishments

(if) Advances of pay and travelling

allowanceto aTemporary or offi- do

ciating Governmentservant who
has no substantive post but who
is not likely to be discharged
within four months,and an ad-
vanceof travelling allowance only
to any other temporary or
officiatingGovernment servant
who has nosubstantive post

Note:—The Government servants authorised to draw pay and travelling
allowance hills of establishments may sanction advances of pay and
travelling allowance to themselves.

(c) (i)  Conditionson which an advanceisgranted.— An advance should not
exceed one month’s pay plus the travelling allowance to which the
Government servant is expected to become entitled under the rulesin
consequence of the transfer.

Note 1:—The advance of pay will be limited to the extent of the pay the
Government servantsisin receipt of immediately beforetransfer or the
pay that he will be entitled to after transfer, whichever isless.
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Note 2:—If aGovernment servant holds atemporary post, or officiatesin
a post without alien ona permanent Post or officiatesin ahigher post
but haslien on apermanent lower post only, his pay for the purpose of
this rulewill be his pay in the temporary post or his officiating pay, as
the case may be.

(i) Anadvance on account of atransfer should invariably be recorded on
the Government servant’s last pay certificate.

[See aso Rule 168 (d) of Part V of the Kerala Treasury Code.]

(iif)  The advance pay should be recovered from the Government servant’s
pay inthreeequal monthly instalments, and thefirst instalment should
deducted from the first full month’s pay drawn after the transfer. The
first two instal ments shoul d be fixed in whol e rupees, and the remaining
balance including any fraction of arupee should be recovered as the
third instalment. The advance of travelling allowance should be
recoveredin full in the Government servant’stravelling allowance bill
for the journey in question. The Government servant should present
this bill as soon as possible after the close of the month in which the
journey was performed, and if the amount of the bill is less than the
advance, he should refund the balancein cash at once. When recoveries
have to be made from the same Government servant on account of
more than one advance of pay drawn on transfer, the recoveries should
be made concurrently. Any amount recovered from the Government
servant in excess of the advance drawn should, if it remains unclaimed
for one year from the date of the last recovery, be credited as revenue
to the Government.

(iv)  If any member of a Government servant’s family does not accompany
him but follows him within six months from the date of histransfer a
separate advance may be granted at the time on account of thetravelling
expenses of that member, provided that no advance has already been
drawn for the same purpose.
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When asingle advanceis drawn for the travelling expense of both the
Government servant, and hisfamily, it may be adjusted by submitting
morethan onebill, if the members of the Government servant’sfamily
do not actually completethe journey with him. The Government servant
should, however, certify on each adjustment bill that he will submit a
further bill in due course for the travelling allowance admissible on
account of the members of his family (to be specified) who have not
yet completed the journey and that he expects the amount claimed in
that bill to be not less than the balance left unadjusted. If necessary he
should refund a part of the balance in cash before signing this
certificate.

252A. Travelling allowance advance to the family of officerswho diewhilein
serviceisregulated by thefollowingrules:-

(i) The advance may be sanctioned by the authority which would have
been competent to countersign the T.A. claims if the officer was
aive;

(if) Theamount of advance may be limited to % of the probable amount of
T.A. admissibleunder Rule 99(2), Part 11, K.S.R.

(iii) Theadvancewill be admissibleto only one member of thefamily of the
deceased Government servant on behalf of all. It should be the widow/
widower or any other member of thefamily (within the definition of term
“family”) who is a major and of sound mind. The decision of the
sanctioning authority as to whom the advance may be given shall be
final.

After the advance is sanctioned by the competent authority, it may be
drawn by the head of the office and paid to the member of the family
authorised in this behalf.
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(iv)

(v)

(vi)

(vii)

Only one advance will be admissible irrespective of the fact that the
members of the deceased Government servant’sfamily travel in separate
batches from the same or different stations.

The account of the advance drawn should be rendered within one
month of the completion of the journey, if the family travelsin one
batch. In case the family travelsin more than one batch, the account
may be rendered within one month after the completion of the journey
by the last batch. In any case the journey must be completed before
the stipulated period of three months and the account of the advance
rendered within one month of the expiry of the stipulated period at the
latest. The advance should, however, berefunded forthwith, if thejourney
is not completed within the stipulated period.

Thesurety of apermanent State Government servant of statuscomparable
to or higher than that of the deceased Government servant should be
obtained in Form 54 before the advance is sanctioned. The person
receiving the advance should aso give an undertaking in the above
form in writing to the effect that he/she would abide by the provisions
contained in clause (a) above.

The advance will be interest-free and will be treated as “an advance
recoverable’. [* ]

(viii) Thefact of the payment of the advance should be noted in the L.P.C of

the deceased Government servant.

Advancefor thepayment if immediaterelief tofamilies of
officerswhodiein harness

253. An advance equal to **(five month’s basic pay or two thousand rupees)
whichever islesswill be sanctioned to the family of adeceased Non-gazetted/

* Deletion C.S.N0.1/82[G.O.(P) No. 7/82/Fin., Dated 05/01/1982]
** Subgtitution C.S.N0.1/84[G.O.(P) No. 203/84/Fin., Dated 11/04/1984]
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Gazetted Officer who dies; whilein service (including members of the Work
Establishment and full-time contingent empl oyees) for meeting theimmediate
requirements, if in the opinion of the Head of the Department/Office, the
family hasbeen left inindigent circumstances upon the death of the employee
on whom it was dependent and isin immediate need of financial assistance
(for detailed rules See Appendix 10).

Advancefor the Purchase of M osquito Nets#

254.(1) The advance will be paid to all Government servants drawing a pay not

exceeding! 599 per mensum, resident or working in places where thereis
risk of filariasis, provided, however, that the grant of this advance will be
restricted to officers who have put in a minimum continuous service of
twelve months under Government. Inthe case of officersholding temporary
or provisional appointments, and those who are on the verge of retirement,
the payment of the advance will be subject to the condition that they will
continuein servicetill the expiry of the period of repayment of the advance.
Full-time contingent employees are also eligible for the advance provided
they arelikely to continuein servicetill the expiry of the period of repayment
of the advance.

Note:— Mosquito net advance will be paid during the month of April and
May only and on no account will this advance be paid during the
remaining months. But thisrestriction will not apply to cases of refund
of excessrecovery of the advance.

(2) Theadvancewill beinterest-free.

©)

The amount of advance will be limited to the amount actualy required in each
case for the purchase of mosquito nets for the use of the Government servant
and hisfamily subject toamaximumof * 100 (*family’ includeswife/husband,
children and step-children solely dependent on the officer).

#Addition C.SN0.10/77 [GO.(P) No. 422/77/Fin., Dated 29/10/1977]
| substitution C.S.N0.8/79 [G.O.(P) No. 720/79/Fin., Dated 09/08/1979]
* C.SN0.2/94[GO.(P) No. 342/94/Fin., Dated 06/05/1994] w.ef. 01/04/1993.
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(4) The Head of the Office or the Officer to whom the Head of the Office has

#(5)

(6)

)

©)

©)

delegated the power of drawing establishment pay bills will sanction the
advance. In the case of Gazetted Officers who are entitled to this advance,
the Head of the Office under whom heworksor hisimmediate superior officer
if the Gazetted Officersis himself the Head of the Office, will sanction the
advance, and the advance will be drawn by the Officer himself without, specific
authorisation by the Accountant General.

Theadvancewill bedebited to the head of account ‘ 766. L oansto Government
servants, etc,- Other Advances—advance for the purchase of mosguito nets
for the gazetted and non-gazetted officers.

A listof placesinthe Statewherethereisrisk of filariasisisgivenas Appendix
8

Theadvance will berecovered in ten equal monthly instalments by deduction
from pay hills. The recovery will commence from the month subsequent to
that in which the advanceis drawn. Recovery will be made during periods of
leave with allowances al so.

The advance should be used only for the purchase of mosqguito nets. The
officer who takes the advance should furnish to the sanctioning authority
within one month after drawing the advance a certificate stating (a) that he
has utilised the full amount of the advance for the object for which it was
granted or (b) that he has refunded the balance of the advance in excess of
the actual price paid for the mosqguito nets.

The Gazetted Officer or the Head of the Officewho drawsthe pay bill will attach
a certificate to the first pay hill cashed after the advance has been drawn and
utilised, that he has checked the vouchers for the purchase of the net. If the
officer drawshisown salary hill the certificate should befurnished by the Gazetted
Officer under whose immediate control he is working. The vouchers should

# Subdtitution C.S.N0.10/77 [GO.(P) No. 422/77/Fin., Dated 29/10/1977]
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contain information regarding the name of the officer concerned and the
shop-keeper from whom the nets were purchased.

(10)  In cases where the advance has not been utilised wholly or in part within one
month, stepswill be taken to recover the whole or portion of the advance from
thenext pay/saary hill of the Officer.

(11) Incaseswhere excessrecovery of the advance has been made, refund may
be ordered by the authorities mentioned in clause (4) above. The sanction
order must invariably specify the lump sum credit in which the excess
recovery was included. The claim for refund should be preferred in
Miscellaneous Bill Form No. T.R. 42 to which a copy of the sanction order
should invariably be attached.

(12) A subsequent advancewill be sanctioned only after the expiry of fiveyears
fromthedate of sanction of the previousadvance. A certificatewill berecorded
in the order sanctioning the subsequent advance that the net purchased
with the previous advance has become unserviceable.

*(13) The detailed accounts in respect the advance given to the non-Gazetted
Government Servants are to be maintained by the Departmental Officers
responsible for disbursement and recovery of the advance. The Head of the
Department will be the Chief Controlling Officer for the purpose of
reconciliation of accounts.

I ADVANCE FOR MEDICAL PURPOSE

1254 A.1. 100 % of the estimated cost for undergoing the treatment/procedurefor the
diseases/procedures listed in the Annexure | as certified by the Institution
wherethetreatment isto be taken will be sanctioned to Government servants
as Interest free Loan subject to the availability of budget provision and
alsosubject to the following conditions:

(i)  Therewill not be aban on referring the patientsto a centre outside the
State for taking treatment for the disease listed in the Annexure | as

* Addition C.SN0.1/82[GO.(P) No. 7/82/Fin., Dated 05/01/1982]
| Addition C.S.N0.01/2014[GO.(P) No. 69/2014/Fin., Dated 17/02/2014]
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255.

(i)

(iii)

thereisalongwaiting list and cosiderable delay at the centresin Kerala.

When apatient isreferred to another institution outside collegiate
hospital/Government hospital it should be with the permission of
the Unit Chief or Head of the Department of the Institution. For
taking treatment outside the State the Government Servant has to
obtain prior permission from the Director of Health Services. A
prescribed pro formain Annexure |l will befilled infor cases which
require reference to centres outside the State.

The Utilization Certificate/claim for reimbursement shoul d be fuenished

to the loan disbursing authority within three months of receipt of the
loan. The amount of interest Free Loan granted will be adjusted in the
final/part medical reimbursement claim with 3 monthsfrom the date of
drawal.

(iv) Thebalance amount of the medical reimbursement claim admissiblewill

v)

be sanctioned only after adjusting the Interest Free Loan.

Thefacility of giving Interest Free loan will also be available to those
patients getting treatment for the diseaseslisted in the Annexure | from
the collegiate hospital/Government hospital within the state also as
the treatment has become expensive.

Note:— Thisamendment shall be deemed to have comein to force with effect

from 18- 02- 1977

2. SPECIAL ADVANCES
General

This head includesthefollowing :—

0)
(i)
(i)

(iv)

Advancesfor minor irrigation works;

Advances for the eradication of plant pests;

Advances for erecting temporary sheds in plague affected
areas,

Advances for the purchase of cattle feed in the farms and
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research stations of the Agricultural Department; and
(V) Any other interest-free special advances, not classifiable
under the other heads.

Note:— For advances for law suits which are debited to the service head
concerned as contingent charges— See Article 102.

The generd or special orders of the Government governing each class of the
advance mentioned above contain the special conditions that apply to them.
The moreimportant provisionsare set out in Articles 256 to 260.

(i) Advancesfor Minor Irrigation Works

256.(a) When a minor irrigation work is constructed, *restored or repaired by an
Irrigation Officer authorised by the Government in this behalf under the
provisionsof the Irrigation Act, the Government may remit, under provisions
of the Act, a portion of the cost of such works, but the balance of the cost
shall be recovered from the proprietors of the lands benefited by such work
pro rata according to the extent of thelands held by them in such number of
equal annua instalments as Government may determinefrom timetotime.

Note:—Theterm “minor irrigation works” shall mean and include all works
irrigating an area of land exceeding five acres but not exceeding 200
acresbut shall not includelift irrigation work.

(b)  When any minor irrigation work has been constructed or compl etely restored
or repaired, wholly or partly at the cost of Government, it shall be the duty of
the proprietors of the land benefited by such work to maintain it under the
provisions of the Act.

If the proprietors concerned fail to maintain any minor irrigation work, the

Irrigation Officer authorised by the Government in this behalf may cause
such maintenance to be carried out at Government cost, the expenditure
being recovered from the proprietors of the land benefited by the work.

* Subgtitution C.S.N0.10/77 [GO.(P) No. 422/77/Fin., Dated 29/10/1977]
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+(c) Thecost of any minor irrigation of maintenance work executed under the Act

257.

258.

will beinitially bornefull by the Government , and debited to the head * 306.
Minor Irrigation’. On completion of the work, the amount recoverable from
the beneficiaries will be transfer-debited to the head * 706. Loans for Minor
Irrigation, Soil Conservation, and Area Development’, by operating the sub
head ‘ Deduct—Amount transferred to other heads of account’. Therecoveries,
when effected, will be credited to thisloan head].

(if) Advancesfor the Eradication of Plant Pests

Under the provisions of the KeralaAgricultural Pestsand DiseasesAct, 1958
(Act 17 of 1958), the Government in the Agriculture Department may take
preventive or remedial measures to eradicate or to prevent the introduction
or reappearance of any pest, decease or weed in any local area which they
consider dangerous or injurious to crops, plants, trees, etc.The expenditure
on this account will be debited to the head ‘850. Civil Advances — Other
departmental advances', under a distinct sub-head. The recoveries made
from the beneficiaries—full cost of the measurestaken or apercentage thereof,
asmay bedetermined by Government— will likewise, be credited to the same

head].

Where the Government happen to be occupier of any notified area, the
occupying office or department should carry out the preventive and remedial
measures and debit the charges incurred in that connection to its
contingencies. When owing to default of any occupying office or department,
the Department of Agriculture carries out the remedial measures, the
expenditure incurred should be debited finally to the contingencies of the
office or department concerned.

(iif) Advancesfor erectingtemporary shedsin plague affected areas

Subject totheprovisionsof clause(2) of Article 239, the Head of aDepartment
(See Appendix 1) may grant an advance not exceeding one month’s pay to

+ Substitution C.S.N0.10/77 [G.O.(P) No. 422/77/Fin., Dated 29/10/1977]
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259.

260.

*261.

each non-Gazetted Government servant (including menials) of hisdepartment
employed in a plague affected area for erecting a temporary shed. The
advance should be recovered in six equal monthly instalments.

3. REVENUE ADVANCES

Thefollowing advances fall under this head.—

0] Advances for demarcation purposes.
(i) Advances for replacing missing boundary marks.
(i) Advances for the removal of encroachments.

(i) Advancesfor Demar cation Pur poses

Thedetailed rulesregarding the grant of these advances and their subsegquent
adjustments are contained in the Kerala Survey Manual and several orders
on the subject issued from time to time.

(if) Advancesfor Replacing Missing Boundary Marks

The detail ed rules governing the replacement of missing boundary marks by
the Survey Department are contained in the several orders on the subject,
issued by Government from time to time, and in the standing order of the
Board of Revenue. The expenditure will, in thefirst instance beincurred by
the Superintendent of Survey and Land Records, debiting the share of
expenditure chargeabl e to Government account to the detailed head * Cost of
survey marks' and that recoverable from theryotsto the detailed head  Cost
of boundary marks recoverable from land holders’, below ‘850. Civil
Advances-Revenue Advances — Advances for Survey Operations . After
the work is completed, the expenditure chargeable to Government account
will betransfer-debited to the head * 229. L and Revenue Survey and settlement
operations and the cost of stones recovered from the ryots or local bodies
credited to the head *850. Civil Advances-Revenue Advances — Advances

* Subtitution C.S.N0.10/77 [GO.(P) No. 422/77/Fin., Dated 29/10/1977]

373



CHAPTERIX] THE KERALA FINANCIAL CODE VOL | [ARTS. 261-262

261A.

262.

for Survey Operations—Cost of boundary marks recoverable from
landholders'. The gain on account of such recovery will, however, be booked
under the revenue head ‘029. Land Revenue Other Receipts—Receiptsin
connection with survey and settlement operations'.

A bill in support of these adjustments should be prepared, with a certificate
thereon to the effect that the proportionate cost of survey marks charged to
Government account has been checked and found correct. Billsfor advances
for replacing missing boundary marks should be drawn by the Director in
Form 42. The hill for the cost of stones should be supported by the stone
contractor’sreceipts, the original passlist, and the acknowledgements of the
Village Officerstaking charge of the stones.

(iii) Advancesfor theRemoval of Encroachments

Thisadvanceisdrawn by the Tahsildarsand paid in lump sumsto the Village

Officers of the taluk on their own receipts, for expensesin connection with
theremoval of encroachmentsin casesin which the partiesfail to removethe
encroachments of their own accords.

The Village Officers will recover the amounts, spent, from the parties
concerned and remit the same into the treasury.

The Tahasildars should forward to the Accountant General amonthly detailed

statement of expenditure and amonthly memo of advancesand recoveriesto
enable him to see that the money was spent for the purpose for which it was
drawn, that the unexpended balance is refunded promptly and that the
expenditureisalso recovered from the ryots promptly.

Demand, Collection and Balance Satement

The Tahsildar shall maintain in his office a register in the prescribed form
showing the amounts drawn and the recoveries made, and shall also submit
monthly Demand, Collection and Balance Statementsto the District Collector.
TheDistrict Collector shall get the statement scrutinised in hisoffice and get
them verified by the District Treasury Officer beforethe 15th of each month.
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263.

264.

He shall then prepare consolidated statementsin the prescribed formsreview
them and send a copy of his review together with copies of his statement to
the Revenue Board. The Revenue Board shall examine the statement and
send a consolidated statement in the prescribed form to the Accountant
General. The Revenue Board shall also review the statements at the end of
each quarter, and send a copy of the review to the Government and the
Accountant General, together with copies of the consolidated statements.

As soon as the accounts for amonth are closed, the Accountant General shall

send a consolidated statement to the Revenue Board showing the opening
balance, debits, credits and closing balance under “Advances, for replacing
missing boundary marks’ and “Advances for the removal of encroachments”
during the month and the Revenue Board shall see that differences, if any,
between the departmental and the Accountant Generd’s office figures are
reconciled.

A Demand, Collection and Ba ance Statement for thewholeyear in the prescribed
form shall also be appended to the Administration Report of the Department.

(iv) Forest Advances

A Government servant in the Forest Department who is not in charge of a
Divisional Forest Office may, in accordance with Departmental regulations,
be entrusted with a sum of money not exceeding a specified amount as an
advance for executing works or for meeting current expenditure including
contingent expenses and petty disbursements under travelling allowances.

Theresponsibility for the repayment of an advance rests primarily with the
Government servant who receivesit, but the Divisional Forest Officerisaso
responsible for the recovery of all advances made to his subordinates.

4. PERMANENT ADVANCES

Therulesrelating to permanent advances are contained in Articles 95to 99.
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(i) Demand, Collection and Balance Satement of L oans/Advances

264A.  All the loan disbursing officers should forward to the concerned Heads of
Department amonthly D.C.B. Statement in a suitable form as prescribed by
the Head of the Department/the Chief Controlling Officer administering the
loan on or beforethe 10th of the succeeding month. Certificatesin thefollowing
form should also be appended to the D.C.B.

“Certified that Demand Notices have beenissued in al cases amonth before
they fall due and that the account given above represents the true statement
of Demand, Collection and Balance according to the registers of loans
maintainedin thisoffice”.

“Certified that out of thearrearsof ...........cccceeeeee (here specify the amount
of arrearsasat the end of the preceding financial year) outstanding collection
at theend of March 19....asumof ................. has been collected at the end
(o] [ 20..... (here specify the month to which the D.C.B. Statement

The Heads of Departments should watch whether the D.C.B statements
together with the certificates are received from their subordinates promptly
and review them regularly.

(i) Periodical Review of L oans

TheAccountant General will furnish the government with the annual statement
of dl outstanding loans to enable the government to review the transaction.

The major loan disbursing departments should forward to government in the
Finance Department half-yearly statementsas on 30th March and 30th September
inthefollowing pro formaso asto reach government not later than the 30th April
and 31st October every year.
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Review of theprogressof recovery of loansand advances........o.oevieiiiieeennee.

Total Amount collected | Balance pending
during the half year | collection

Arrears pending collection at the beginning of the
Fresh demand falling due for payment during the

n | Head of Department and Name of |oan/advance

™ < ™ <
o 3 3 3 O
£ o o o o
S o o o =
> )
= g g 9 9 Q
T > > 8 8 8 g
3 e 8 a a a a
1 3 4 5 6 7 8

(iii) Utilisation Certificatesof L oans

(a) Thesanctioning authority should stipulatein every order sanctioning loans
and advances, atime limit of not exceeding one year from the date of final
drawal of the loan, for the utilisation of the loans and advances as aso for
the period within which the certificate of utilisation isto befurnished by the
|oanee provided, however, that in respect of |oans and advances covered by
specific rules, the time limit for the utilisation of such loans and advances
and for thefurnishing of certificates of utilisation thereof will be as prescribed
in those rules. The authority to whom the utilisation certificate is to be
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(b)

©

furnished should also be specified in the order. The utilisation certificate
should clearly state that the amount of loan/advances has been utilised for
the specific purpose for which it is granted.

A register should be maintained by the authority who is responsible for
watching the utilisation of the loans and advances, in Form *55B.

The register should be inspected at regular intervals by the sanctioning
authority or the Head of the Department to satisfy himself that appropriate
action istaken at proper time.

Loans: the detailed accounts of which are maintained by the Accountant
General-videitems(a) to (d), (i) and (j) of Art.133.

The sanctioning authorities should furnish the utilisation certificates in
respect of eachindividual case wherethe accounts of theloanees are audited
by the departmental auditors (e.g., loanstolocal bodiesby theE.L.F.A., tc.).
The utilisation certificates may be furnished by such departmental auditors
for the total amount of loan distributed to each loanee for the various
purposes during each year.

L oans: the detail ed accounts of which are kept by the Departmental officers
—videitems(f) to (h) and (j) of Art. 233.

In such cases consolidated utilisation certificates should be furnished by
the Head of the Department or the Chief Controlling Officer administering
the loan. The certificate should cover the total amount of loan disbursed by
the department under each detailed head of account and should indicate the
year-wise break up of the loan disbursed and the year-wise break up of the
amount for which the utilisation certificateis given. In respect of loansto co-
operative societies, etc., the accounts of which are audited by departmental
auditors(eg., the Registrar of Co-operative Societies), the utilisation certificate
should be given by the auditors (as in the case of loansto Local Bodies) to
the Head of the Department/the Chief Controlling Officer concernedwhoin
turn will furnish the consolidated certificate to Audit.

* Substitution C.S.N0.10/77 [G.O.(P) No. 422/77/Fin., Dated 29/10/1977]
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265.

1265A.

Irrecoverable Loans and Advances-Duties and Power sof
OfficerstoWriteoff

In respect of advances, for the detailed control, accounting and supervision
of which the departmental officers, are responsible it is the duty of the
departmental authorities concerned, when any advance is ascertained to be
irrecoverable to take the necessary steps to get it written off the accounts
under the sanction of the competent authority, and to advise the Accountant
General whenitiswritten off in order that he may make necessary adjustment
in the accounts. Irrecoverable advance written off will be registered by the
departmental authorities concerned in a separate record in order that any
recovery eventually found to be possible may be made.

The authorities who are authorised to remit or write off loans and advances

and the extent the powers delegated to them are contained in the “Book of
Financial Powers’. Any such remission or write off not covered by the powers
specified therein requires the sanction of Government.

Write Off liabilities of Gover nment Servantswhodiein Har ness

Liabilities due to Government up to 2 lakhs in the case of Government
employees/All India Service officers dying-in-harnes,will be written off
subject to the following conditions:-

1. ‘Liabilities will include House Building Advance, Motor Conveyance
advance and interest Free Advance drawn for the treatment of the
employe. In case where there is more than one advance outstanding,
priority shall be given to older cases. the facility would be available
even where State Government Employeesor All India Service Officers
were on deputation at thetime of demise or where theloan outstanding
was sanctioned by some other Government including State Government
or Central Government.

I Addition C.S.N0.01/2014 [G.O.(P) No. 69/2014/Fin., Dated 17/02/2014]
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2.

4.

The outstanding balance exceeding Rs 2 |akhs shall be recovered as
usual as per the existing rules

Outstanding liabilities shall be the liahilities outstanding as on 17-06-
1997 or therafter whilethe remittamces of instalmentsweregoingonin
usual course as per the conditions of the sanction order and the amount
to be so written off shall be determined after deducting the amount
already repaid.

The applicant/applicantswho submit application for waiver of liabilities
shall furnish an affidavit duly certified by aNotary Public of thelocality
to the effect that the loan amount has been fully utilized for the purpose
of House. Building/Purchase of vehicle/treatment of the employee for
which it was sanctioned.

Note:— The Scheme shall be deemed to have comeinto force with effect from

17-06-1997.

Annual Certificate

266.  With regard to the advances repayabl e, the departmental officers concerned
should furnish annually to the Accountant Genera by the 15th July
certificates of balances under each kind of advance as they stood in their
administrative accounts on the 31st of March preceding.
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I ANNEXURE |
(See Article 254 A)

LIST OF DISEASESAND CENTRESWHERE THETREATMENT
FACILITIESAREAVAILABLEAND THETREATMENT CHARGESOF

THE PROCEDURES.
I.CARDIOLOGY AND CARDIOVASCULAR SURGERY

Approximate Expenditure

Coronary artery by-pass surgery . 1lakh
Emergency open heart surgery . 1lakh
Paediatric Cardiac Surgery in new borns and infants . 1lakh
Valve replacement surgery . 13lakh
Pacemaker implantation ;40,000

Centres where these facilities are available:
Institute of Cardiovascular Diseases,Chennai
Apollo Hospital, Chennai
Kuppuswamy Naidu Memorial Hospital , Coimbatore
EscortsMedical Centre, New Delhi
G. B. Pant Hospital,New Delhi
All Indialnstitute of Medical Sciences, New Delhi
Nizam Institute of Medical Sciences, hyderabad

Government General Hospital, Chennai

I Addition C.S.N0.01/2014 [GO.(P) No. 69/2014/Fin., Dated 17/02/2014]
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Southern Railway Hospital, Perambur, Chennai
Sree RamachandraMedical College Hospital, Chennai

Sree ChithiraThirunnal Institute of Medical Science and Technology,
Thiruvananthapuram.

[1.PAEDIATRICS

Treatment of Aplastic Anaemia- Thalasemia
Requiring Bone marrow transplantation . bto6lakh

ATG/ALG treatment 50,000to  lakh

Life saving surgery for congenital Heart
Diseases : 1lakh

Treatment of Acute Leukaemiain Children . 1lakh

End stage renal diseasein preparation for
renal transplantation : 1lakh

Facilities available at:
C.M.C., Véllore
Apollo Hospital, Chennai
Madras Medical Mission, Chennai
TataMemoria Hospital, Mumbai
Regional Cancer Centre, Adayar, Chennai
Al Indialnstitute of Medical Sciences, New Delhi
Railway Hospital, Chennai

Sree Chithira Thirunnal Institute of Medical Science
and Technology, Thiruvananthapuram.

Ramachandra I nstitute of Medical Sciences, Chennai
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(10)
11
(12)
(13)
(14)
(15
(16)
17
(18)
(19)
(20)
(21)
(22)
(23)
(24)
(25)
(26)
(27)
(29)
(29)
(30)
(31)

EscortsMedical Centre, Chennai

Medical Trust Hospital, Kochi

Komaranchath urology and Renal Transplantation Centre, Ernakulam
Sree RamakrishnaHospital, Coimbatore

Kovai Medical Centre, Coimbatore, Tamil Nadu
K.G Hospital , Chennai

K.J. Hospital, Chennai

VijayaHospital, Chennai
Tamil Nadu Hospitals, Chennai

Chennai KaliappaHospital, Chennai

Stanley Medical College, Chennai

Lady Wellington Hospital, Chennai

St. Johns Hospital, Bangalore

L akeside Hospital, Bangalore

Bangal ore Kidney Foundation, Bangalore

Manipa Hospital, Bangalore

Kasturba Hospital, Manipal

Ramiah Neurology and Urology Centre, Bangalore
Nizams Institute of Medical Sciences,Hyderabad

Sree VenkateswaraInstitute of Medical Sciences, Thirupati, Andhra Pradesh
OsmaniaMedical College, AndhraPradesh

Apollo Hospitals, hyderabad
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(32)  Medinora, Hyderabad

(33)  K.E.M.Hospital, Mumbai

(34)  Jaslok Hospital, Mumbai

(35)  HindujaHospital, Mumbai

(36)  Armed ForcesMedical College, Pune
(37)  Nationa Kidney Centre, Nadiad, Gujarat
(38)  Sanjay Gandhi Institute, L ucknow
(39) PGI.M.E.R,, Chandigarh

(40)  BanarasHindu University, Varanasi
(41)  Gauhati Medical College, Gauhati
(42)  Woodlands Nursing Home, Kolkata

I11.ORTHOPAEDICS

1. Tumour Resection and Prosthesis ;50,000
2. Tumour of Lumbar and Thoracis Vertibral bodies -
anterior and posterior fusion needed : 50,000

3. Total kneereplacement 25,000 Medical College
Hospital, Thiruvananthapuram and Thrissur
20,000 for implants.

4. Scoliosis Surgery, Madras K.M.C. Hospital : 50,000

5. Interlocking Nail : 30,000
Facilities available at:

D Cosmopolitan Hospital, Thiruvananthapuram

2 Apollo Hospital, Chennai
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Kovai Hospital, Coimbatore

M.N. Hospital, Chennai

Bombay Hospital, Mumbai

St. Isahell Hospital, Mylapore, Chennai

Manipal Hospital, Karnataka

K.M.C. Manipal and Gaya Hospital, Coimbatore

Sree uthradam Thirunal Hospital, Thiruvananthapuram
Matha Hospital, Thrissur

VijayaHospital, Chennai

Ernakulam Medical Centre, Ernakulam

Adayar Hospital, Chennai

6. Fat embolism casesrequiring Ventilatory support

@
)
©)
(4)
©)

Medical College Hospital, Thiruvananthapuram

Medical College Hospital, Thrissur

Sree Uthradam Thirunal Hospital, Thiruvananthapuram
Apollo Hospital, Chennai

VijayaHospital, Chennai and most of the good hospitals

7. Joint replacement surgery for knee and hip

)

Hip ;10,000
Knee : 40,000
Available at

Apollo Hospital, Chennai

[ART. 265A
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Kovai Medical Centre, Coimbatore
VijayaHospital, Chennai
K.M.C Hospital
Manipal Hospital, Karnataka
IV. GENERAL SURGERY

Radical Cancer Surgery : 25,000
Organ transplantation : 1lakh
Vascular Graft Surgery : 25,000

Facilities Available at
All Medical College Hospitalsin India
All regional Cancer Centres
TataMemorial, Mumbai
Adayar Cancer Institute, Chennai
Apollo Cancer Hospital, Chennai
All Mgjor Defence Service Hospitals
All Indialnstitute of Medical Sciences
Post-graduate I nstitute, Chandigarh
Rajiv Gandhi Institute, Lucknow, Jimper, Pondichery
Christian Medical College, Vellore
Apollo Hospital, Chennai, Madras Medical College Hospital
All Indialnstitute of Medical Sciences, Jimper
Major Medical College hospital, Mumbai

[ART. 265A
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All Major Medical College hospitalsin India

Department of Vascular Surgery, Madras Medical College, Chennai
All Indialnstitute of Medical Sciences, New Delhi
Apollo Hospital, Chennai, Madras Medical Mission, Chennai
Malar Hospital, Chennai

Sree ChitraThirunal Istitute of Medical Sciences
and Technology, Thiruvananthapuram

Rajiv Gandhi Institute, Lucknow
V. GENERAL MEDICINE

Bone marrow transplantation for lymphoraticular
and Haemological malignancies : 5 to6lakh

Available at
C.M.C., Vellore
A.lLL.M.S., New Delhi
Apollo Hospital, Chennai
Cancer Institute, Adayar
TataMemoria Hospital, Mumbai
Renal Transplantation for Renal Diseases : llakh (Approx.)
Available at
Medical College ,Kozhikode
Medical Trust Hospital, Kochi, Kerala

Komaranchath urology and Renal Transplantation Centre,
Ernakulam, Kerda
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Sree RamakrishnaHospital, Coimbatore, Tamil Nadu
Kovai Medical Centre, Coimbatore, Tamil Nadu
K.G. Hospital , Coimbatore, Tamil Nadu

Christian Medical College, Chennai, Tamil Nadu
Government Medical College, Chennai, Tamil Nadu
ApolloHospital, Chennai, Tamil Nadu

K.J. Hospital, Chennai, Tamil Nadu
VijayaHospital, Chennal, Tamil Nadu
Tamil Nadu Hospital, Chennai

Chennai KaliappaHospital, Chennai

Stanley Medical College, Chennai

Lady Wellington Hospital, Chennai

St. JohnsHospital, Bangalore, Karnataka

L akeside hospital, Bangalore, Karnataka

Bangal ore Kidney Foundation, Bangalore

Manipal Hospital, Bangalore

KasturbaHospital, Manipal

Ramiah Neurology and Urology Centre, Bangalore
Nizams I nstitute of Medical Sciences,Hyderabad

Sree Venkateswara | nstitute of Medical Sciences, Thirupati, AndhraPradesh

OsmaniaMedical College, Andhra Pradesh
Apollo Hospital, Hyderabad
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(26)  Medinora, Hyderabad
(27)  K.E.M.Hospital, Mumbai
(28)  Jaslok Hospital, Mumbai
(29)  HindujaHospital, Mumbai
(30)  Armed ForcesMedical College, Pune
(31)  Alllndialnstitute of Medical Sciences, New Delhi
(32 National Institute of Kidney Science and Research, Ahamedabad
(33)  National Kidney Centre, Nadiad, Gujarat
(34)  Sanjay Gandhi Institute, Lucknow
(35) PGIM.ER., Chandigarh
(36)  BanarasHindu University, Varanasi
(37)  Gauhati Medical College, Gauhati
(38)  Woodlands Nursing Home, Kolkata
VI. CANCER TREATMENT

Electronic beam Therapy for breast, head and
neck and skin tumours ;20,000

Available at
D Cancer Institute, Adayar
()] Apollo Hospital, Chennai
3 TataMemorial Hospital, Mumbai
(4)  A.LLM.S., New Delhi

5) Kidwal memorial institute of Oncology, Bangalore
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(6) Tamil Nadu Hospital, Chennai
Bone marrow transplantation for lymphoraticular
and Haemological malignancy 5to6lakh

Available at
(€] C.M.C.Vdlore

(2)  TataMemorial Hospital, Mumbai
(©) Apollo Hospital, Chennai
(4  A.LLM.S, New Delhi
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I ANNEXURE |1

[See Article 254 A]
THE KERALA GOVERNMENT SERVANTS MEDICAL

ATTENDANCES RULES, 1960
1 Name and address of Patient
2. Whether employed, if so details such as
() Pay and Scale of Pay
(b) Officein which employed
Residential address of the patient
Place at which the patient fell ill

Whether Hospitalised or not

© o A~ W

If hospitalizeswhether in Govt. Hospital/Private
Hospital with name of the Hospital :

7. If advised hospitalization outside the State
the Hospital where the patient is admitted
first. State the reason for outside
hospitalization

8. Details of permission granted for outside
treatment
Sgnatue of Authorised Medical Attendant.

9. (i) Remarksof Unit Chief/Head of the Department.
(if) Remarksof Superintendent of Hospital.
Counter Sgnature of D.M.E/D.H.S

| Addition C.S.N0.01/2014 [GO.(P) No. 69/2014/Fin., Dated 17/02/2014]
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267.

268.

CHAPTER X
DEPOSITS
Introductory

In connection with the transaction of public businessthe Government receive
moneys deposited with them for various purposes by or on behalf of various
public bodies and members of the public, and afterwards account for them
by repayment or otherwise. Any department of the Government may receive
such deposits; alarge number of them relate to the revenue administration or
the administration of justice. In relation to certain classes of deposits, e.g.,
Depositsof Local Funds, the Government’sfunctionismerely that of abanker
; in connection with certain other classes, e.g., Civil Deposits, they also
control the administration of the money.

The Government sometimes decide to set aside sumsfrom therevenues of a

year or a series of years to be accumulated as a ‘ Fund’, the balance at the
credit of which is held as a deposit and expended on specified subjects.
They also receive contributions from other sources to some such funds
which they administer.

The transactions relating to money of the kinds described above are
accounted for in the “Deposit Section” of the Government accounts.

ThisChapter dealswith“ Civil Deposits’ whichincludethe classesof deposits
closely connected with the administration of various Government departments
and controlled by the Government.

Classesof Civil Deposits
“Civil Deposits’ include—
) Revenue Deposits.
*(ii) Security Deposits.
(iii) Civil Courts Deposits.

*|nsertion C.S.N0.2/76 [GO.(P) No. 30/76/Fin., Dated 19/01/1976]
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(iv)  Crimina Courts Deposits.
(v) Personal Deposits.
(vi) Forest Deposits.

(vii)  Public Works Deposits.
(viii)  Trust Interest Funds.
(ix) Depositsfor work donefor public bodies or private individuals.
x) Unclaimed Provident Fund Deposits.
(xi)  Depositsfor Government loans.
(xii)  Depositsof Government Commercia undertakings.
(xiii)  Depositsin connection with elections.
RevenueDeposits
269.  Thefollowing kinds of deposits come under this head :
*Deleted

1. Saleproceeds of land sold for arrears of revenue and the prescribed
commission recovered from the defaulters payable to the auction
purchaser.

2. Receiptsof estates under attachment or about to be sold for arrears of
revenue, and deposits made by persons who apply for sales of
immovabl e propertiesto be set aside. [Kerala Revenue Recovery Act,

1968 (Act 15 of 1968)].

3. Compensation for land acquired under the provisions of the Land
Acquisition Act.

4. Feesfor the survey of waste land till the land is sold in each case.

*Deletion C.S.N0.2/76 [GO.(P) No. 30/76/Fin., Dated 19/01/1976]
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5.

10.

11.
12.

13.

14.
15.

16.

Money received on account of all estates irrespective of their value,
pending final disposal under the orders of the competent authority.

Sale proceeds of articles sold under the terms of Treasure Trove Act
(IndiaAct VI of 1878).

Money remitted by postal money order on account of advance payment
of refunds of revenue or refunds of deposits but returned by the Post
Officeasunclaimed (See Rule 218 of part V of the Kerala Treasury Code).

Pensions remitted by postal money order but returned by the Post Office
asunclaimed.

Sale proceeds of wreckswhich arethe property of the State Government.

Sale proceeds of land or other property sold which are not at once paid
to the land-holder concerned.

Depositsfor lands to be acquired for public bodies or individuals.

Sums of money tendered by private persons or corporate bodies as
rewardsfor detection of crime or other good work.

Amount of closed Savings Bank Account pending payment for want of
heirship certificate, etc.

Commission fee deposited in connection with forest or other cases.

Undisbursed amounts of the final contract certificates except those of
the Public Works, one month after the certificates have been passed
for payment and with the sanction of the Head of the Department
concerned.

Deposits of Jenmikaram collections.

Note:— Other deposits may be accepted under the orders of the Accountant

General or the District Collectors.

*Deleted

*Deletion C.SN0.12/79 [GO.(P) No. 930/79/Fin., Dated 05/11/1979]
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17.

18.

19.

20.

21

22.

23.

T4,

Security depositsof themining leases and prospecting licence hol ders of
the Geological Department.

Undisbursed amount of subsidy for dewatering operation of Punjaland
dueto the legal heirs of the contractors who die before payment.

Deposits remitted towards preliminary expenses by applications for
mining leases as required under clause 2 (b) of rule 22 of the Minera
Concession Rules, 1960.

Amount due to cultivators towards cost of paddy and rice refused to be
accepted by them.

Cost of grain due to adeder when his business is transferred to another
dealer consequent on the cancellation or suspension of his business.

The MalikhanaAllowances returned by the Post Office unpaid.

Arrears of rent due to Sreepadam Palace and collected from the land-
holders of Sreepadam Villages.

All moneysreceived in the progress of execution of decreesunder rule
81 of the Kerala Co-operative Societies Rulesframed under the Kerala
Co-operative SocietiesAct, 1969.

1269A. Thefollowing transactionsrelating to all non interest bearing deposits (other
than those pertaining to Public Works Department ) are included under this

head.

1. Earnest money deposit made by intending tenderersin all departments are
credited to security deposits. No previous authority of adepartmental officer
is necessary, but the depositor must state the designation of the officer in
whose favour he makes the deposit and that designation must be stated on
the receipt given by the Treasury.

Tinsertion C.S.N0.10/76 [GO.(P) No. 332/76/Fin., Dated 26/10/1976]
| Insertion C.S.N0.2/76 [GO.(P) No. 30/76/Fin., Dated 19/01/1976]
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270.

2.

3.

Initial deposits made by intending bidders at auction sales.

Note:— Selling officers are authorised to receive theinitial depositorsreturn
those of unsuccessful bidders at the close of the day’s sale and remit
to the Treasury the initial and further deposits made by successful
bidders. The gross transactions should however be included in the
Government account —See Rule6 (2) (h) of Part | of theKeralaTreasury
Code. Deposits of unsuccessful bidders which are not returned at the
close of each day’s sale will be remitted into the Treasury.

Security deposit received from the lessees of the usufructs of the Government
trees or compounds.

Security furnished in cash by a Government servant or a contractor (except
in the Public Works Department ) and not converted into an interest bearing
form of security. (SeeArticles 304 and 305).

Deposits made by the students of the Survey Schoals.
Security depositsfor revenue under M.V. Act, 1939].
Civil Courts Deposits

Thishead comprises deposits ordered by the High Court, the District Judges,
Sub Judges and District Munsiffs and the Panchayat Courts, and includes
thefollowing items.—

Sale proceeds of intestate property.

Moneys received in Civil Courts for the service of summonses, for batta of
witnesses and for other similar purposes.

Feesfor printing copies of judgements pending payment to the printers.
Sumsreceived in Civil Courtsin satisfaction of decrees.

Stamp fees for succession certificates, pending orders on the application
[Section 379 of theIndian Succession Act, 1925 (Act XXXIX of 1925)].
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Note:—When a succession certificate is granted, the court concerned should
issue a cheque payable to the Treasury Officer for the amount
representing the value of the court-fee stampswhich the Court desires
him to supply in Exchange. On receipt of the cheque, the Treasury
Officer should supply the court-fee stamps required and adjust their
value to the debit of “Civil Courts’ Deposits’ and credit of “Sale of
court-fee Stamps”.

6. Amount attached by Civil Courtsfrom salaries.

7. Travelling allowances of the Examiner of Questioned Documents and his
staff collected in advance from private parties.

Criminal Courts Deposits
271.  Thishead includesthefollowing items.—

1. Compensation fines and costs due to injured party and not to the
Government in both appealable and non-appealable cases. In cases
subject to appeal they should be kept in deposit till the period allowed
for presenting the appeal has elapsed, or if an appeal be presented, till
it is decided; and then they should be paid to the rightful claimant, if
claimed or continued in deposit till they lapse under the ordinary rule.

2. Saleproceeds of unclaimed perishable property.

Note:—If unclaimed property be sold becauseit is perishable and cannot
be kept, or for the benefit of the owner, the proceeds should be held
for six months in deposits.

3. Moneysreceived in Crimina Courtsfor service of summonses, for batta
of witnesses and for other similar purposes.

4. Copying fees.

5. Sale proceeds of property attached for evading warrants— for two
years.
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272.

6. Receiptsrelating to attached disputed property, till it isrestored (Section
146 of the Crimina Procedure Code).

7. Travelling allowances of the Examiner of Questioned Documents and
his staff collected in advance from private parties.

8. Surplussale proceeds of unclaimed impounded cattle for 3 months. [See
Section 16 of the Kerala Cattle TrespassAct, 1961 (Act 26 of 1961)].

Note:—In the case of distrained cattle, the sale proceeds should be kept in
deposit pending confirmation of the sale.

Per sonal Deposits
This head includes the transactions on account of the following:—
Kakur Estate Fund.
Mathilagom Fund.
Sripandaravagai Fund.
Devaswom Fund.
Palace Funds.
Hindu Religious Charity Fund.
Treasury Cash Orders.

Funds collected by theirrigation Block Boards.

© © N o g M W N

Cash property of prisonersin Jails at convenient intervals. They
should not be held long by the Jail Department.

10. District Cattle Pound Funds.
11. Wards' Estates and attached Estates.

12.  Officia Receivers and Official Assignees Deposits.
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273.

274.

13. Police Funds.
14, Anti-Tuberculosis Fund.
15. Co-operative societies under liquidation.

16. Cash deposits of patientsin Government Hospitals (Cash receipts
other than cash deposits towards hospital stoppages).

17. Caution money collected by Government institutions such as
Colleges, Hostels, Agricultural and Commercial Schools, the
Public Library, etc.

Note:— Other personal deposits made by Government servants in their
official capacity may not be accepted without the special sanction
of the Government for opening abanking account with the Treasury.

Public Works Deposits
(SeedsoArticle 73 of KeralaAccount Code Vol. [11).
This head comprises transactions of the following classes.—

1. Cashdepositsreceived from contractors as security including percentage
deductionsmadefromtheir bills.

2.  Depositsfor work to be done.
3. Sumsdue to contractors on closed accounts.

4. Miscellaneous depositsincluding (until clearance) all items of receipt
the classification of  which cannot at once be determined or which
represent accounting errors awaiting adjustment.

Trust Interest Funds

Transactions relating to interest on Trust items held by the Treasurer of
charitable Endowments or on account of Miscellaneous Trusts are recorded
under this head.
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275.

276.

277.

278.

Depositsfor work donefor Public Bodiesor Privatelndividuals

These deposits are made with the Government by local or other bodies
financially independent of the Government to cover the payment of
compensation for land which the Government propose to acquire for such
bodies under the Land Acquisition Act.

Unclaimed Provident Fund Deposits

Amounts standing to the credit of subscribersto Provident Funds under the
control of Government are transferred to the head ‘Unclaimed Provident
Fund Deposits’ at the end of a year if they have remained unclaimed for a
period exceeding six months (Government have allowed Government
employeesretiring from serviceto retain their creditsin Provident Fundsfor
six months with interest) from the date they become payable. Before such
transfer the Head of Department shall be consulted to ascertain the
whereabouts of the subscriber or his claimants and information failing, the
intention to transfer the credits to unclaimed Provident Funds deposits’
shall be notified in the gazette.

Deposits for Government L oans

Thishead is operated temporarily whenever the Government raisealoanin
the open market.

Forest Deposits
The transactions of the following classes come under this head :(—

1. Cashdepositsreceived from contractorsas security including percentage
deductionsmadefromtheir bills.

2. Depositsfor work to be done.
3. Sums due to contractors on closed accounts.

4. Other miscellaneous deposits.
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279.

280.

Depositsof Gover nment Commer cial Undertakings

The transactions under this head are similar to those done by the Civil
Departments under the head “Revenue Deposits’.

Deposits in connection with Elections

Deposits of candidates standing for elections to the State Legislature and
Parliament and deposits on challenged votesreceived in connection therewith
come under this head.

General Principlesand Rules

281. (a) Thetreasury should not credit any amount under adeposit head without the

formal sanction of the competent authority. As a general rule, no amount
should be credited under a deposit head if it can be properly credited to
some other known head in the Government account. The Treasury or Sub-
Treasury Officer should see that this rule is strictly followed and make
representations to the court or other authority ordering the acceptance of a
deposit, if he considers that the amount should be credited under some
other head of account.

In particular, the following items should not be treated as deposits but
should be credited, on receipt, to the departmental head of account most
nearly concerned, in accordance with the authorised procedure:—

1. Revenue paid to the Government on account of ademand not yet due.
2. Landrevenue and cesses collected in one taluk on account of another.
3. Receiptsfor which full particulars are not available.

Note:— These should be credited as miscellaneous recei pts and adjusted
to the proper head subsequently, if necessary.

4. Any pay, pension or allowance or part thereof on the ground of the
absence of the payee or for any other reason except to the extent
indicated initems (13) and (28) of Article 269.
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5.

10.

11

12.
13.
14.

Finesrealised in casesin which an appeal is pending except to the
extentindicatedinArticle 271.

Refunds whether of stamp or other receipts.

Note:— Such amounts can be drawn only on the appearance and on the

receipt of the person entitled to them after the production of due
authority; on no account may they be charged on the receipt of an
official and lodged in deposit pending demand.

Sale proceeds of unclaimed property, except to the extent indicated
inArticle271.

Initial receipts of less than one rupee and balances of deposits due for
refunds of |essthan onerupee, except when they are credited to adeposit
head under the orders of a Court or received in connection with the
acquisition or sale of land.

Sale proceeds of Government property, rights, etc., such as land,
buildings, building site, lease of fishery and fines levied for
unauthorised cultivation or appropriation of land in the Revenue
Department.

Sale proceeds of minor forest produce, fuel, sandalwood, etc., in
the Forest Department.

Treetax, registration feeson Arrack Shopsand kisth amount of Excise
shopsin Excise Department.

Fines out of which rewards are payable.
Rewards of informers.

Advances made by land-holdersto pay the surveyors engaged in
the partition of their estates.
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(b) No transactions other than cash transactions may be accounted for in the

(©

(d)

282.

1

deposit section of the Government Account. Security depositsreceived from
contractors, etc., in forms other than cash, and jewels or other property
received for safe custody and return in kind should be brought on to the
special registers prescribed for the purpose. They should not be credited as
revenue or brought on to the deposit register, even though their value is
stated in money (SeeArticle 287).

No money tendered as Personal Deposits by private individuals or by
Government servants acting otherwisethan in their official capacity and no
funds of quasi-public institutions, even though they are aided by the
Government, may be accepted for deposit in a treasury except under an
order of the Government.

The procedure to be followed by Government servants in paying moneys
received as deposits into the treasury or the bank and subsequently
withdrawing them, when necessary, for repayment to the depositors or other
persons entitled to them is prescribed in the Kerala Treasury Code.

L apseof Depositstothe Gover nment

In certain circumstances deposits lapse to the Government and are credited
to the Government under the appropriate revenue head of account. The
following rules specify these circumstances :-

Revenue Deposits.— Deposits not exceeding five rupees unclaimed during
thewhole of afinancial year, balances not exceeding five rupeesin each case
of deposits partly repaid during the year, then closing, and al deposits
unclaimed for more than three compl ete financial years should be credited to
the Government at the close of March in each year. For the purpose of this
rule, the age of adeposit or the balance of adeposit not yet repaid should be
reckoned from the date of the original deposit and not from the date of the
last repayment.

403



CHAPTERX] THE KERALA FINANCIAL CODE VOL | [ART. 282

Exception 1.— The security deposits of the mining leases and prospecting
licenseholdersof the Geological Department will not |apse during the currency
of the lease deed.

Exception 2 :— In the case of security depositsfor granting permitsto tourist
motor vehicles, theamount deposited will bealowed to remain under “ Revenue
Deposits’ even after three years. After the applications for permit are
considered by the State Transport authority, the entire amounts deposited by
the unsuccessful applicants will be refunded to them and if any refund from
the security deposit becomes necessary inthe case of apermit holder, arefund
bill will beissued.

2. Civil Court’'s Deposits:—Thelapsing of these depositsto the Government
isgoverned by the rulesissued by the High Court in this behalf.

3. Criminal Court’s Deposits:—These deposits lapse to the Government in
the same manner as “ Revenue Deposits’—item (1) above.

4.  Forest Deposits:— These deposits lapse to Government in the same
manner as “ Revenue Deposits’ - item (1) above.

5. Personal Deposits— (&) Official Recelver’s Deposits— Thelapsing of the
depositisgoverned by Rule XX X1 of theKerdalnsolvency Rules, 1959 made
under section 83 of the Insolvency Act, 1955 (KeralaAct |1 of 1956).

Exception.—In the case of certain deposits such as caution money taken
from students, apprentices, etc., thetime-limit for lapsewill be asindicated
in the respective rules requiring those deposits.

(b) Cash deposits of patientsin Government Hospitals.— (cash receipts
other than cash deposits towards hospital stoppages.)

(c) Deposit Accounts not acknowledged by the Administrators and not
operated by them for more than three financial years.
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(d) Other Personal Deposits:— The balances in the Personal Deposit
Accounts other than the accounts of those mentioned in items (a) and
(b) above do not lapse to Government. However Personal Deposits
Accounts administered by the Government Officials, which are created
by debiting the Consolidated Fund except such accounts which are
created by any law or Rule having the force of law* and the money
order Personal Deposit Accounts opened for payment of money order
pension should be closed at the end of each financial year by minus
debit of their balancesto the relevant service headsin the consolidated
fund, and personal deposit accounts being opened next year, again, if
necessary in the usual manner.

These deposits|apseto Government if they remain unclaimed for more
than three complete financial years.

6.  Public Works Deposits.— These depositslapse to the Government in the
same manner as“ Revenue Deposits’ - item (1) above, except that the age
of a Public Works Deposits or the balance of a Public Works Deposit not
yet repaid should be reckoned from the date when the deposit or the
balance, as the case may be, first becomes repayable.

7. Deposits of Government Commercial Undertakings.— These depositslapse
to Government in the same manner as Public Works Deposits.

282A. A deposit credited to the Government under Article 282 should only be
repaid with the previous sanction of the Accountant General . Hewill authorise
payment on being satisfied:-

(1) thattheitemwasredly received ;

(2) that it was credited to the Government as lapsed;

*|nsertion C.S.N0.4/87 [GO.(P) No. 426/87/Fin., Dated 08/05/1987]
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(3) thatitisclaimed by apersonwho might havedrawn it beforeit lapsed;
and

(4)  that the competent departmental authority has signed the refund
application and furnished the necessary certificatesasto theclaimant’'s
identity and title to the amount (See also Article 37).

**Note:—A deposit, the detailed account of which iskept at the Treasury may
be refunded without the sanction of the Accountant General. The
Treasury Officer shall, before authorising refund in such cases, ascertain
that the item was really received and is traceable in his records, was
carried to the credit of Government aslapsed and was ot paid previously
and that the claimant’sidentity and title to the money are certified by
the Officer signing the application for refund.

** Addition C.S.No. 4/85[GO.(P) No. 450/85/Fin., Dated 06/08/1985]
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283.

284.

CHAPTER XI
LOSSESOFPUBLIC MONEY ORPROPERTY
Securitiesand general principlesfor fixing and enforcing responsibility
General

The Government will hold a Government servant personally responsible for
any loss sustained by the Government through fraud or negligence on his
part, and also for any loss sustained through fraud or negligence on the part
of any other Government servant to the extent to which it may be shown that
he contributed to the loss by his own action or negligence (See also Article
8).

The cardina principle governing the assessment of responsibility for such
lossesisthat every Government servant should exercise the same diligence
and carein respect of all expenditure from public funds under his control as
aperson of ordinary prudence would exercise in respect of the expenditure
of hisown money (Seealso Article 40).

An officer’s honest errors of judgement involving financial loss may be
deserving of condonation if he can show that he has done his best upto the
limits of hisability and experience. Where, however, an officer is dishonest,
careless or negligent, in the duties entrusted to him, and causes loss to
Government, the case is clearly one for punishment and enforcement of
persondl liability.

Rulestobeobserved in cashing billsor in remitting money from one
officetoanother

A Government servant who has to arrange for public moneysto be carried
from one place to another by a messenger should take all reasonable
precautions to prevent any loss in transit due to misappropriation of the
moneys by the messenger or any other cause. He should pay due regard to
all relevant factors including the status of the messenger employed and the
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distance over which the moneys have to be carried. As far as possible, he
should use for this purpose only permanent Government servants whom he
knows to be reliable. When the amount to be carried is considerable, he
should not entrust it to a single low-paid subordinate.

The following rules should be observed in cashing bills or in remitting
money from one office to another.

@

)
3

(4)

Generally only persons(peons, clerks, etc.) of proven reliability should be
engaged in the transmission of Government moneys.

Peons may be permitted to carry amounts upto T 50,000.

Above 50,000 upto  1,00,000 oneclass |11 employee and a peon
may be engaged.

If theamount isabove 11,00,000 one supervisory officer and apeon
may be engaged.

Note 1:— Officers may use their discretion as to the persons to be employed

for the purpose. New recruits should not however be employed.

Note 2:— Specia arrangements should be made whenever necessary for the

transmission of large amounts of cash involving  2,00,000 or more.
Officers should use their discretion in the matter, taking into
consideration the kind of vehicle engaged and the distance to be
covered. If departmental vehiclesare available they should be used for
the purpose. If police escort is considered necessary, it may be obtained
on requisition to the police authorities concerned.

Note 3:— *If more than one person is engaged for encashment of bills with

reference to the above rules, the bill should be endorsed in favour of
the person belonging to the higher/highest grades among the persons

Tsubstitution C.SN0.1/96 [GO.(P) No. 526/96/Fin.,Dated 06/08/1996] w.e.f. 06/08/1996.
*|nsertion C.S.N0.5/76 [G.O.(P) No. 158/76/Fin., Dated 07/06/1980]
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285.

286.

so engaged. The drawing officer may engage persons specified against
ahigher monetary limit for encashment of billsfallingwithinalower
monetary limit. They may engage persons falling within a lower
monetary limit against ahigher monetary limit, only when the sanctioned
strength of the members of the staff of the office does not permit himto
satisfy the above rules. In such cases, the necessity of such an
endorsement should also be certified in the bill by the drawing officer.
The services of the Executive Officers may also be utilised in office
wherethere are no categories of employees mentioned in the previous
sub-paragraph.

Note 4:— @The above provision do not apply to remitting of cash and
other valuablesto and from the Treasurieswhich are alwaysto bewith
police escort and for which the provisions of the rulesin Part VI of
KeralaTreasury CodeVol. | shall apply. However, the above provisions
should be observed by the Treasury Officersfor the drawal of imprests
from the Bank and the remittance of imprest balance into the Bank, if
no police escort is provided for such withdrawals and remittances.

Oneimportant method by which the Government endeavour to minimise the
risk of losses and ensure that it shall be possible to recover the amount of
any lossthat may be sustainedis(1) by taking of adequate Fidelity Insurance
coversin respect of posts to which the custody or handling of Government
cashor storesisassigned and (2)by taking adequate security from contractors
who supply stores or executive works for the Government.

SECURITY DEPOSITS
Fiddlity Insurance- Government Servants
The amount of security required for each security post to be covered by

Fidelity Insurance should be fixed with due regard to the circumstances and
local conditionsin accordance with the rules contained in the departmental

@ Substitution C.SN0.3/83[GO.(P) No. 19/83/Fin., Dated 9/11/1993]w.e. 15/07/1982.
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code or manual concerned and the rel evant special orders of Government, if
any. Where no definite orders or rules already exist Government servantsin
charge of officeswill be responsible for reporting to their superior officers,
and the latter to Government, as to the necessity or otherwise for security
being taken in any particular case and the Government will determine the
amount of the security to be obtained with due regard to the circumstances
of each case.

The amount should be fixed at a sum equal to the maximum amount which

the holder of the post ordinarily hasin his hands at any onetime. The Head
of the Office should see that the amount of cash or valuables left in the
hands of the Government Servant holding such post is not more than the
amount fixed for that particular post to be covered by Fidelity Insurance.

All Heads of Departments will forward to the State Insurance Officer, the
details of the posts for which Fidelity Insurance covers are necessary, the
amounts of the policies etc. On receipt of such details the State Insurance
Officer will issue policiesin each case. The premium on such policieswill be
paid by the respective departments from their contingencies. The Head of
the Department will seethat the insurance policies are kept alive.

* Collective Fidelity Guarantee Insurance Policies will beissued covering all
the employees in security postsin a department, if there are more than one
such post in a department. In such cases the names of the employees, the
names of the posts, the sum guaranteed for each post and the number of
such postsin the department will be shown in the policy. Such policieswill
befor aperiod of 12 months and renewed from timeto time.

A register for watch the timely remittance of premium towards the Fidelity
policiestaken collectively will bemaintained in Form 43 (K.F.C Vol.ll) by each
department.

* Addition C.S.N0.6/67 [G.O.(P) No. 96/77/Fin., Dated 16/03/1977]
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287.

288.

Security Deposits—Contractors

Whenever aprivate person or firm contracts with the Government to supply
stores or execute awork, he or it should, unless exempted by a competent
authority, be required to give security for the due fulfilment of the contract
and suitable provisions regarding the security should beincorporated in the
agreement executed with referencetoArticle 140 (ii) and 181 areferenceto
the agreement should be recorded in the Register of Security Deposits. This
Register should be in Form 43 except when some other form is specially
prescribed in the rules or orders applicable to any department.

Inall contracts entered into on the part of Government under which sums of

money are payable by contractors, adequate security should be taken for
sums being paid as they fall due. Where the circumstances are such that
security cannot conveniently be furnished the contractors should be required
to pay the sumsdue on the contract quarterly in advance; and theinstalments
on account of each quarter should be paid at least a month before the
beginning of the quarter for which the advance payment is required. In
default the contract should at once be cancelled and new arrangements
made so that as far as possible Government may be protected from loss.

These orders apply not only to Government leases and contracts, but also
to similar engagements on the part of local bodies, in cases which are not
specifically provided for in the departmental rules. What hasto be specially
guarded against is the overlooking of the demand outstanding on account
of contractstill the end of the year for which they are current, by which time
heavy balances are liable to accrue and it may become impossible to effect
full recovery and secure necessary adjustment.

Form of Security and Conditionson which they areaccepted

The Security taken from acontractor should bein one of thefollowing forms
subject to the conditions noted against each, or partly in one and partly in
another of these formswhen thisis specially permitted by the departmental
authority authorised to accept the security.
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Forms

2. Government Promissory Notes,
Municipal Debentures, Port
Trust Bonds or Bonds and/or
Debenturesissued by theKerala
Financial Corporation and
Jenmikaram Payment (Aboalition)
Bonds

Conditions

The Government will pay nointerest of
any deposit held by themin theform of
cash.

The securities should be accepted at 5
per cent below the market price or at the
face value which ever isless, and should
be duly endorsed in favour of the
prescribed authority in accordance with
the rules the Government Securities
Manual. Public Works and Forest
Contractorswho furnish security inthis
form should be required to endorse the
securities in favour of the Executive
Engineer inthe Public Works Department
and the Divisional Forest Officer in the
Forest Department respectively.

Note:— Contractors who furnish security in the form of Government Promissory
Notes may endorse the security in favour of Assistant Engineers also in the

Public Works Department.

3. Stock Certificates of the Central

or State Government.

These should be accepted at 5 per cent
below the market price or at the face
value whichever is less. The person
who furnishes these certificates as
security should transfer them to the

412



HAPTERXI] LOSSESOFPUBLIC MONEYSORPROPERTY [ART. 288

4, National Savings Certificates,
Government of India 12 years
National Plan Savings
Certificates and 10 Year
Treasury Savings Certificates

5. 12YearsNaiona DefenceCertificates
and 10 Year Defence Deposit
Certificates.

6. Treasury Savings Bank Deposits

prescribed authority (in the name of his
office) by registration in the books of the
Public Debt Office and produce
evidence of such registration before the
certificate are accepted as security
deposits. Similarly when the certificate
has to be returned to the person who has
furnished it, the authority concerned
should effect theretransfer by registration
inthe Public Debt Office.

These securities should be accepted at
their surrender value.

These Securities should be accepted at
their surrender value.

Contractorsand foremen of chitties may
open accounts in the Treasury Savings
Bank and pledge their pass booksin the
nameof the departmental authority which
takes the security, under the Treasury
Savings Bank Rules, See Appendix 3to
the Kerala Treasury Code. The deposits
may bein the name of the depositor, who
should, however, sign a letter of
agreement to the Savings Bank binding
himself not to draw the money without
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7. Post Office Savings Bank
Deposits

the sanction of the Government Officer to whom
the security is pledged and authorising the
Savings Bank to pay the money to that Officer if
required.

A passbook for adeposit made under Rule45 (b)
of the Post Office Savings Bank Rules may be
accepted as security provided that the depositor
has signed and delivered to the Postmaster alet-
ter inthe prescribed form, asrequired by Rule 45
(f) of these Rules. Alternatively the contractor
who furnishes security may offer security in the
form of cash with arequest that it be depositedin
the Post Office Savings Bank in the name of the
pledgee (departmental authority which takesthe
security) in accordance with Rule 45 (g) of the
Post Office Savings Bank Rules (SeeArticle 290).

8.  Post Office Cash Certificates The Certificates should be formally transferred

9. Deposit Receiptsof Recognised
Banksand Co-operative Soci-
etiesgpproved by Government
for the purpose

to the pledgee with the sanction of the Head
Post Master in accordance with Rule 5 of the
Post Office Cash Certificate Rules, and should
be accepted at their surrender value at the time
of tender.

(i) The deposit receipt should be made out in
thename of thepledgeeor if itismadeout inthe
name of the pledgersthe Bank should certify on
if that the deposit can be withdrawn only on the
demand or with the sanction of the pledgee ;

(if) The depositor should agree in writing to un-
dertake any risksinvolved in theinvestment ;
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(i) The Bank should agreethat, on receiving a
signed treasury chalan and awithdrawal order
from the pledgee in respect of the deposit or
any part of it, it will at once remit the amount
specified into the nearest treasury along with
the chalan and send the treasury receipt to
the pledgee ;

(iv) the responsibility of the pledgee in
connection with the deposit and the interest
onit ceaseswhen heissuesafinal withdrawal
order to the depositor and sends an intimation
to the Bank that he has done so.

Note 1:—The Deposit Receipts of the following Co-operative Bankswill be accepted
as security and earnest money deposits of Government contractors, without
any limit and without obtaining counter—securities from the Banks.

o N o g ~ w DN B

10.

TheKerala State Co-operative Bank.

The Thiruvananthapuram District Co-operative Bank.
TheKollam District Co-operative Bank.
TheAlappuzhaDistrict Co-operative Bank.

The Kottayam District Co-operative Bank.

The Ernakulam District Co-operative Bank.

The Thrissur District Co-operative Bank.

The Palakkad Co-operative Central Bank, Limited.
The Malabar Co-operative Central Bank, Limited.

The Kannur District Co-operative Central Bank, Limited.
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11.  *ThiruvallaEast Co-operative Bank Limited.
12.  *Cranganore Town Co-operative Bank Limited.
13.  *Ottappalam Co-operative Urban Bank Limited.
14.  *Kottayam Co-operative Bank Limited.

15.  *Tirur Co-operative Urban Bank Limited.

16.  *Cadlicut Co-operative Urban Bank Limited.

Note 2:— Deposit receipts of the following Banks produced by contractors for
Departmental work and made out in the name of the pledgee will be accepted
as valid only if the Bank concerned lodges with Government sufficient
Government Securitiesto cover the amount of the receipts with amargin of
5 per cent on the market value.

(@D The Indian Overseas Bank
2 The South Indian Bank.
3 TheBank of India

In the case of deposit receipts of the Reserve Bank of India, the State Bank
of India, the State Bank of Travancore, the K erala State Co-operative Bank,
the Cochin Central Co-operative Bank, Thrissur, the condition relating to 5
per cent margin isnot applicable.

Note 3:—Alternatively, security deposits given under the Bank Guarantee Scheme
(details of which are givenin Appendix 9) may also be accepted

Note 4:— Individual Deposit Receipts or guarantees of approved scheduled Banks
upto 5,000 (Rupees five thousand only) furnished as Earnest Money
Deposits of contractors will be kept outside the purview of the Bank
Guarantee Scheme and can be accepted by the Departments of the

*| nsertion C.S.N0.1/86 [GO.(P) No. 65/86 /Fin., Dated 15/01/1986]
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Government. The following Scheduled Banks have been approved for the
purpose of accepting their individual Deposit Receipts or Guarantees upto

5,000 (Rupees five thousand only) as Earnest Money Deposits of
contractors without obtaining any counter-security from the Banks subject
toalimit of Rupeesonelakh for each Bank at any time.

NAME OF BANKS
Bank of Madura.
CanaraBank.
Centra Bank of India
Indian Bank.
Indian Overseas Bank.
South Indian Bank.
State Bank of India.

State Bank of Travancore.

© © N oo g &~ w N P

State Bank of Mysore.

S

Nedungadi Bank.

-

Syndicate Bank.

S

Bank of Baroda.

13 Bank of India, Bombay.

14. CanaraBanking Corporation, Udipi.
15, Devkaran Nanjee Banking Company.
16. Punjab National Bank.

17. Union Bank of India, Bombay.
18. United Commercial Bank, Calcutta.
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19. TheVijayaBank Ltd., Mangalore.

20. The Catholic Syrian Bank Ltd., Trichur.

For the purpose of reviewing whether the ceiling limit has been exceeded,
the Banks will send to the Finance Department, at the end of January every
year consolidated lists of pending Fixed Deposit Receipts or Guarantees
upto 5,000 issued by them towards Earnest Money Deposits of
contractorsduring the previous year along with the certificates that the

limit of

1 lakh was not exceeded at any time during the previous year.

The State Bank of Indiaand the State Bank of Travancore are exempted from

the ceiling limit of Onelakh.

Forms

Other forms of Security specifically
approved by the Government for
acceptance in any particular
department, eg., Mortgages on real
property and personal security inthe
Revenue Department.

Investment in the Bhadratha
Social Security Scheme

Conditions
Security in any such form should be
accepted in the particular department

concerned only in accordancewith the
rules and conditionslaid down in the
relevant Departmental Code or
Manual or in special orders of the
Government.

The Security coverage will be
confined only to the actual amount
initially invested by the depositor, as
indicated inthe Bhadratha certificate.

Note 1:—When awork is executed on the piece-work contract system, security may
also betakenin theform of percentage deductions made from the contractor’s

bills(SeeArticle 179).

Note 2:—Before accepting a Government Promissory Note as security, the officer
accepting it should see that the Note is not torn or damaged or crowded with

#Added C.SN0.2/89[GO.(P) No. 374/89 /Fin., Dated 24/08/1989)]

418



CHAPTER XI]LOSSES OF PUBLIC MONEY SOR PROPERTY[ ARTS. 288-289

289.

writing, as otherwiseit requiresto be renewed, that the transfer endorsements
made thereon are in proper order, and that there is no reason to question the
signature of the endorser. Ordinarily if the signature is in English, it should
agree letter for letter with the endorser’s name as spelt in the transferring
endorsement. He should also see that the chain of the endorsements on the
Note is complete, that is, that the persons or officers who endorse the Note
away are the same as those in whose nameit already stood or to whom it has
been endorsed. An endorsement signed “for” any other person is invalid
unlessit is supported by a Power of Attorney.

If thereis any doubt about the regularity of endorsements, the depositor may be
required to have the Note renewed in hisown name.

Endorsements to or by any person “in trust for” any other, or as ‘trustee

of " anything are also invalid. All words relating to the trust must be
expunged under the initials or signature of the person in whose
endorsement they occur. Endorsements written upon a piece of paper
attached to a Note are also invalid.

If al the transfer columns on the reverse of aNote are used up, the Note should
not be accepted asit would not be possibleto re-transfer the samein favour of the
depositorswhen the security isrel eased. Theendorsement should beunconditional.

Security furnished in cash by a contractor may be converted at the cost of the
depositor, into one (or when specially permitted, partly into one and partly into
another) or theinterest bearing formsof security mentioned initems (2) to (9) in
the preceding article, provided—

(i)  that the depositor has expressly requested in writing that this be done;
and

(ii) that the acceptance of the new form or forms of security is permissible
under the rules and under the terms of the agreement of bond.
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Cash actually received or recovered may be converted into an interest bearing
form of security in the manner described above, even when it forms part of a
deposit which isbeing paid in instalments and has not yet been realised in full.
Percentage deductions made from a contractor’s bill held as security for thedue
fulfilment of a contract should not, however, be converted into any other forms
of security unlessadepartmental rule or order makes special provision for such
conversion.

Post Office SavingsBank Deposits

Thefollowing procedure should be observed when cash tendered as security
isto be deposited in the Post Office Savings Bank:—

(i) The Government servant who takes the security (the pledge) should
send a letter to the Postmaster through the person who has to furnish
the security explaining the nature of the security and requiring the
Postmaster to receive the deposit and issue the pass book in his (the
pledgee’s) name “On account of the security of A.B. (the person
pledging)”. The person who is to furnish the security should present
theletter at the Post Office with the requisite amount in cash and savings
Bank index card in the prescribed form signed at the foot by the pledgee.

(if)  The Postmaster will deliver the Savings Bank pass book to the person
pledging the security. Thelatter should transmit it without delay to the
pledgee, and the pledgee should give him areceipt for it in the prescribed
form.

Registration of Security Bonds

The registration of a security bond is compulsory if security isfurnished in
the form of immovable property. When security is furnished in any other
form, registration of the security bond isoptional and it need not be registered
unlessin any particular case the Head of the Department considers that the
Government interest would be prejudiced by not registering it. In all cases
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whereregistration is considered necessary, it should be done at the expense
of the Government.

Custody of Securitiesand Security Bonds

Treasury and post office savings bank pass books, fidelity bonds and
security bonds or agreement should be kept in the safe custody of the
departmental authority which takes the security.

All the treasury and post office saving bank pass books should be sent to
the Treasury and Post Office respectively as soon as possible after the 15th
June of each year, so that the necessary entries on account of interest may
bemadein them.

Government Promissory Notes, Stock Certificates, National Savings Certificates,
National Plans Savings Certificatesand Treasury Savings Certificates, Municipal
Debentures and Port Trust Bonds deposited as security should be lodged for
safe custody with the District Treasuries. The Government officer who receives
theNotes, etc., will, after enteringthemin aregister in Form 45, forward themin
registered cover to the District Treasury Officer. With each despatch of the
Notes, etc., a covering list in duplicate in Form 46 should be sent, one copy of
whichwill be signed and returned to the Government Officer who forwarded the
Notes, etc.

Note:—A receipt should invariably be furnished to the depositor when the
Notes, etc., are received and brought on thisregister. The receipt may
beinthe sameform astheregister but with thefirst four columnsonly.
The receipt should be surrendered by the depositor when the Notes
etc., arereturned to him. The return of the Notes, etc., should at once
be noted in the register which should be kept in the personal custody
of the departmental authority who accepts the security.

A departmental authority which accepts adeposit receipt of abank mentioned
initem (9) of Article 288 assecurity should retainthereceiptsinits safe custody.
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The depositor should receive the interest, when due direct from the bank on a
letter from the pledgee authorising the bank to pay it to him.

Periodical Verification of all Securities

Every departmental authority should verify periodically, and at least once a
year in May al securities which it has taken in various forms in respect of
certain posts and from contractors and report the result to the immediate
superior authority.

Thisruleappliesto all forms of security, including personal security or security
intheform of immovable property. In verifying personal security, adepartmental
authority should satisfy itself as the solvency of the surety, and in verifying
security in the form of immovable property, it should see that the actual market
value of the property isnot less than the amount of security required.

The articles deposited in the Treasuries for safe custody should be verified
at least once ayear by the Officer who deposited them. For this purpose the
articles deposited in Treasuries should be taken back, their contents verified
and re-deposited (if necessary) once in a year. Verification should also be
made whenever there is a change of incumbent or change of designation or
change of jurisdiction of the Officer who deposited the articles for safe
custody.

Annual Valuation of Government Promissory Notes, etc.

When a contractor has furnished any security in the form of Government
Promissory Notes or Government Stock Certificates or Municipal Debentures
of Port Trust Bonds, the departmental authority which received the securities
and sent them for safe custody should ascertainin May of each year whether
their value, who valued at the market price of May 1st of that year or the face
valuewhichever islessin each case, isstill sufficient to cover the amount of
security required. If thetotal value of the securities deposited by a contractor,
as ascertained at this annual valuation, falls short of the amount of security
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required plus5 per cent by 100 or more, the departmental authority should
at once call on the depositor to furnish additional security to the extent of
shortage. No securities should be returned to any depositor on account of
an increase in their value as ascertained at this annual valuation unless (i)
the securities have appreciated so considerably that securities of the face
value of 100 or more could be withdrawn and the remaining securities
(valued as prescribed above) would still be sufficient to cover the amount of
security required plus5 per cent to provide against fluctuations, and (ii) the
depositor submitsawritten request for thereturn of the securitiesthat could
be so withdrawn.

295.(a) Repayment of Security Deposits.— Without the special orders of the
competent authority, no security deposit should be repaid or re-transferred
to the depositor or otherwise disposed of, except in accordance with the
terms of his security bond or agreement. A departmental authority on
returning any security to a depositor should invariably obtain his
acknowledgement duly signed and witnessed. When an interest bearing
security isreturned or retransferred, the acknowledgement should set-forth
the full particulars of the security.

The percentage deduction from bills which are held as additional security,
will bereleased by the officer competent to passthefinal bill at hisdiscretion,
after the successful completion of the work, retaining only such amounts as
he may consider necessary to cover theliabilities, if any, of the contractor.

(b) Repayment of cash deposited in the Post Office Savings Bank.— When an
amount lodged in the Post Office Savings Bank as a security deposit under
Article 288 is no longer required, the departmental authority to which itis
pledged (pledgee) should obtain from the person who pledged the security
thereceipt originally granted to him for the pass book or afresh receipt duly
signed and witnessed. Such receipts should be duly numbered and filed,
and the numbers should be entered in the Register of Security Deposits.
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After obtaining a proper receipt, the pledgee should deliver the Post Office
Savings Bank pass book to the person who pledged the security and furnish
him with an application in the form prescribed by the Postal Department for
the withdrawal of the balance at the credit of the account together with the
interest due on it. The pledgee should sign the application and enter the
name of person who pledged the security as that of the messenger or agent
entitled to receive payment. The person who pledged the security will then
be able to withdraw the amount due to him from the Post Office Savings
Bank.

(c) Adjustment of a claimagainst a Security Deposit lodged in the Post Office
Savings Bank.—When the pledgee hasaclaim on behalf of the Government
against a security deposit account pledged to him in the Post Office Savings
Bank [in accordance with Rule 45(f) or (g) of the Post Office Savings Bank
Rules] at a Post Office which has direct transactions with the treasury and
the amount of the claim isto be credited to the Government, he should send
the pass book to the Post Office with the usual application for withdrawal
duly signed by him and with the words “To be adjusted by transfer in the
Government accounts to the credit of the.................. Department (State)”
writteninred ink acrossit. The Post Office will make the necessary entriesin
the pass book and send the pledgee a treasury voucher for the amount
withdrawn. When the pledgee has more than one security deposit account
pledged to him at the Post Office Savings Bank and appliesfor thewithdrawal
of moneys from more than one such account on the same day, the Post
Officewill issue only asingletreasury voucher covering all thewithdrawals.
If the pledgee does not receive the treasury voucher by the next day after
that on which he sends the application, he should call for it from the Post
Office. Onreceipt of the treasury voucher, the departmental authority which
applied for thewithdrawal should verify theentries, countersignit and forward
it to the Treasury or Sub-treasury Officer as soon as possible in accordance
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with the procedure prescribed in this connection in the Kerala Treasury
Code (SeeRule 110 of the Kerala Treasury Code).

If the Post Office at which the security deposit account in the Post Office
Savings Bank has been opened has no direct transactionswith the Treasury,
the pledgee should apply to the Post Office for the withdrawal of the amount
required in the ordinary manner and on receipt of the amount should remit it
into the treasury like any other departmental receipt.

When, after atransfer or payment, a pass book showsany baancein favour of
the depositor the Postmaster will return it to the pledgee. When the account is
closed by atransfer or payment, the Postmaster will not return the pass book to
thepledgee, but will deal withitinaccordancewith the Post Office SavingsBank
Rules.

Note 1:— Government officers should see, before releasing or returning
securities, that all claims of Government against the depositor are
completely satisfied. It is not advisable to keep securitiesfor alonger
period than is absolutely necessary; all claims should as a rule be
settled within oneyear from the expiry of the period of deposit. Release
notices should be issued as soon as the liabilities of depositors are
settled even if the security accounts are at that time under attachment
by civil courts.

Note 2:—Wherethe security consists of thetitle deeds of immovable property
and the bond has been registered, areconveyance of the property may
be executed at the end of one year and registered in due course.

Security Deposit of a Private Employer of a Government
Servant on Foreign Service

When a Government servant is to be transferred to foreign service under a
private employer, the Government may require the employer to deposit
before the transfer is sanctioned, security equivalent to three months’ pay
of the Government servant in foreign service. The security should consist
of either.
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0] cash paid into the nearest Government Treasury asa' Revenue Deposit”
(SeeArticle269) or

(if)  securities of the Central Government or the State Governmentsin the
form of promissory Notesor Stock Certificates endorsed or transferred
infavour of the Government, or

(i) A Treasury Savings Bank Deposit, the pass book for which is deposited
with and pledged to the head of the office of the Government servant
concerned.

A Treasury Savings Bank pass book so pledged should be kept, in the safe
custody of the authority to which it is pledged; securities of the Central or
the State Governmentsin theformsof Promissory Notesand Stock Certificates
should be lodged for safe custody with the District Treasury. The security
deposit should be returned to the private employer after the Government
servant’s period of foreign service expires and the claims of the Government
and the Government servant against the private employer have been settled.

Note:—Theterm “ Private employer” used in thisArticle will not include withinits
scope the Central Government, other State Government, Municipalities,
Universities and other Local Bodies, in the State.

LOSSES
Report of L osses

297. Whenany fact indicating that defal cation or |oss of public moneys, *[erroneous
or irregular issue of cheques] stamps, opium, stores or other property has
occurred or that a serious account, irregularity has been committed come to
the notice of any Government servant, he should inform the head of the
office immediately. If it appears to the head of the office prima facie that
there has been any such occurrence which concerns his office or inwhich a

* Added C.S.N0.4/80 [GO.(P) No. 366/80/Fin., Dated 12/06/1980]

426



CHAPTERXI] LOSSESOF PUBLIC MONEYSORPROPERTY [ART. 297

Government servant subordinate to him is involved, he should send a
preliminary report immediately to the Accountant General and through the
proper channel, to the Head of the Department. The Head of the Office
should simultaneously take necessary action to ensure the safety of the
relevant documents. On receipt of theinformation the Head of the Department
should report the matter to the Government without delay. These reports
should be sent even when the person responsible for a loss has made it
good. Reports regarding a loss by way or damage to immovable property
belonging to the Government should be sent in accordance with the special
provisionsof Article 302.

The preliminary report to the Accountant General may be either a copy of
thereport to the Head of the Department or relevant extractsfromit showing,
sofar asinformationisavailable at thetime, the exact nature of the defal cation
or loss and the circumstances which made it possible.

After sending the preliminary reports, the Head of the Office should investigate
thematter fully without delay and take all necessary further action—SeeArticle
303 and 305. Assoon astheinvestigationiscomplete, he should send acomplete
and detailed fina report to the Accountant General and through the proper
channel, to the Head of the Department, describing the nature and extent of the
loss or account irregularity and the circumstances (including any breach or
neglect of an existing rule) which made it possible, and stating whether any
amount lost has been recovered and, if not whether it ispossibleto recover itin
any way. The report should also state what disciplinary action has been taken,
or is recommended, against the Government servants responsible and what
stepshave beentaken, or arerecommended with aview to prevent therecurrence
of any such loss or account irregularity. The Head of the Department should
submit afinal report to the Government giving full information on all these
points and, when necessary, making his recommendations.
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When a petty loss not exceeding 300 does not appear to involve an
embezzlement, a serious account irregularity or any other important feature
requiring detailed investigation and consideration, or concern the Reserve
Bank, the preliminary and final reports prescribed in thisArticle need only be
sent to the authority competent to write off theloss or deal with it otherwise.

Note :—Any lossin respect of storesoccurring otherwisethan inthe ordinary
course or an accounts of fair wear and tear should be treated as aloss
to the Government within the meaning of thisArticle— SeealsoArticle
155and 301.

L osseswith which the Reser ve Bank, etc., ar e concer ned

If the Accountant General becomes aware, in any manner of any lossto the
Government which the Reserve Bank of India may possibly be held to be
liable to make good the Government whether it relates to operations
conducted by the Reserve Bank or its agents on Government account or to
any other matter, hewill immediately call for such further information ashe
may requireregarding it. On receipt of thisfurther information, which must
be obtained without delay, he will, at once make a full report to the
Government. If thereisany doubt or dispute asto thefacts of theliability, the
Government will arrange with the authorities concerned for a Government
Servant and an officer of the Reserve Bank (and an officer of the State Bank
of Indiaif the lossrelates to an operation effected through its agency) to be
appointed as soon as possible to carry out a joint investigation of the facts,
while they are fresh, and make a full report together with, if possible a
recommendation for an amicable settlement. If they are unable to make any
such joint recommendation, their report should at least clear the ground as
far as possible, so that a stated case may be referred, if necessary, to an
arbitrator or alegal authority. Thisinvestigation will be under taken at once
and independently of any departmental or police enquiry.

L osses of Cash dueto acceptance of Counterfeit Coins

Losses of cash due to acceptance of counterfeit coins in State treasuries
should not be debited to Government in any case without their specific
approval.
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Write off L osses

300. Twriteoff isthereli nguishment of claims after exhausting all possible means
of recovery. Irrecoverable losses of stores and removal of the value of
obsolete stores and stock from the accounts are also finally disposed of
through write off (SeeArticles 81 and 82 of the KeralaAccount Code Val.l).
The power to write off irrecoverable value of stores delegated to certain
Heads of Departments is subject to the condition that the loss does not
disclose adefect of system, the amendment of which requires the orders of
Government. The order of the competent authority should also be obtained
for writing off from any relevant value of commercial accounts that are
maintained, any irrecoverable amount relating to a loss connected with a
building, land or equipment or to unprofitable outlay on a work. The
Government have empowered the authorities mentioned in the Book of
Financial Powers to sanction such writes off subject to the limits and
conditions mentioned therein.

T Every Head of Department should submit annually on or beforethe first of
Juneto theAccountant General, a statement showing all theamountswritten
off which were sanctioned by himself or any other competent authority
under his control during the preceding financial year. The statement should
show the total amount written off under each class and should include a
brief explanation of the circumstancesleading, to the write off].

Note:— In general losses sustained by the Central Government in State
treasuriesthrough the negligence or culpability of the staff paid for by
a Government in any State and vice versa should be borne as they
occur i.e. by the Central Government if theloss occurs, in connection
with Central transactions and, by the State Government, if it ison
account of State Transactions.

In cases where recoveries are made in cash, e.g., by deductions from pay or
otherwise, from the persons responsible for a loss, the entire amount

TSubstitution C.SN0.1/81 [GO.(P) No. 184/81 /Fin., Dated 27/03/1981]
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recovered should be credited to the Government which under the above
arrangement would bear thelossfor this purpose. Recoveries madeindirectly,
e.g., by stoppage of increment or promotion as a measure of punishment,
should not be treated as recoveries made in cash. Where the staff is paid for
by one Government and the lossis borne by another Government a copy of
the orders regarding the action taken against the persons responsible for the
loss should be communicated by the former to the latter.

L ossof Sores

All losses in respect of stores should be duly recorded in the stock accounts
and the formal sanction of the competent authority should be obtained for
writing them off or dealing with them otherwise, even when no formal
correction or adjustment in the accounts is necessary. Losses due to
depreciation should be analysed and recorded under the following heads,
according as they are due to:—

(1) normal fluctuation of market prices;

(2) fair wear and tear ;

(3) lack of foresight in regulating purchases, or
(4)  neglect after purchase.

L osses not due to depreciation should be grouped and recorded under the
following heads.—

(1) lossesdueto theft ;
(2) lossesdueto neglect, and
(3) lossesdueto calamities such asfire or flood.

The provisions of Article 297 apply to all losses mentioned in this Article
exceptitems (1) and (2) under lossesdueto depreciation. Therulesregarding
the disposal of obsolete, surplus and unserviceable stores are contained in
Articles153t0 157.
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Note:— When a contractor or a departmental employee fails to return any
Government tools, their value, including the appropriate centage
charges, should be recovered from him.

Damageto | mmovable Gover nment Property

When aloss occurs by way of damage to any immovabl e property belonging
to the Government (including buildings, communications and irrigation
works) due to any calamity such asfire or flood or to any cause other than
fair wear and tear, the Government servant in immediate charge of the property
should report the matter at once to hisimmediate superior and apreliminary
report should be sent through the proper channel without delay to the Head
of the Department, who will report the loss to the Government. When the
cause of theloss has been fully investigated and it has been decided whether
or not the property should be restored, the Head of the Office concerned
should send afinal detailed report to the Head of the Department and at the
same time an abstract of it in Form 47 to Accountant General. The Head of
the Department should send afinal detailed report to the Government when
he proposes that the Government should write off the loss, recommends
that the Government should take disciplinary action or applies for fundsto
be specially provided to meet the cost of restoration of the property.

When a petty loss not exceeding 300 does not appear to involve any
important feature requiring detailed investigation and consideration, the
preliminary and final reports prescribed in thisArticle need only be sent to
the authority competent to write off the loss or deal with it otherwise.

In cases of loss by way of damage to any immovable property belonging to
the Government, the value of the damaged portion need not be written off
the accounts, if the restoration of the damaged portion iscommenced within
the period of two years from the date of damage.

All river conservancy works are treated as repair works and consequently
losses by way of damage to such workswill not reduce the capital value of
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any Government property and so need not be formally written off the
accounts. The preliminary and final reports prescribed in thisArticle should,
however, be sent in respect of any such loss when it exceeds 1000. Any
such loss not exceeding 1000 need only be reported to the authority
competent to sanction the restoration of the damaged work.

General Principlesand Procedurefor Fixingand Enforcing
Responsibility for L osses

Thefollowing general principles should befollowed in enforcing the personal
responsibility of the Government servant or servants concerned for a loss
sustained by the Government through fraud or negligence on his part or on
the part of any other Government servant to the extent be contributed to the
loss by his own action or negligence and of any person for aloss sustained
by the Government on account of acriminal offence committed by him:—

(1) Whenever thereisreason to suspect that the Government have sustained
aloss on account of fraud or any other criminal offence on the part of
any person or negligence (whichincludesafinancial irregularity) onthe
part of any Government servant, the Head of the office or other
appropriate administrative authority should investigate the matter full
without avoidable delay. In order to avoid the relevant documentsbeing
tampered with by thetime an enquiry isinstituted, the Head of the Office,
should take immediate stepsto ensure the safety, of those documents.
When necessary, the administrative authority may ask the Accountant
General to furnish all vouchers and other documents in his possession
that may berelevant to theinvestigation. If theinvestigation isso complex
asto require the assistance of an expert audit officer, the administrative
authority should report the factsto the Government and request them to
obtain the services of an audit officer to assist in the investigation. If
the Government depute an audit officer for the purpose, the administrative
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authority and the audit officer will be personally responsible, within
their respective spheres, for completing theinvestigation expeditiously.

@

Whenever it appearslikely that recoursemay behadtojudicia proceedings

in connection with aloss sustained by the Government, the administrative
authority should take competent legal adviceat once. |If thereisareasonable
suspicionthat aloss sustained by the Government isdueto thecommission
of acrimina offence, the procedure prescribed in Articles 304 and 305 should
befollowed.

(3) (3) Whenever an administrativeauthority holdsthat aGovernment servant is

(b)

responsible for a loss sustained by the Government, it should aways
consider both whether the whole or any part of the loss should be
recovered from himin money and whether any other formof disciplinary
action should be taken. In deciding the amount to be recovered, it
should consider not only the circumstances of the loss but also the
Government servant’'sfinancia position, since the penaty should not
be such astoimpair hisfuture efficiency.

Whenever alossis held to be due to fraud on the part of a Government

servant or servants, every endeavour should be madeto recover the
whole amount lost from the guilty persons. If the failure of a superior
officer to exercise proper supervision and control hasfacilitated thefraud,
he should be called strictly to account and suitably dealt with after
carefully assessing his personal responsibility in the matter, eg., by
recovering from him in money a suitable proportion of the loss, or by
stopping his increments or reducing the pay.

(c) Whenever any Government property or equipment islost, damaged or

destroyed on account of the carelessness of a Government servant to
whomitisentrusted (e.g., apolice-man’srifle, afactory mator, lorry or an
Engineer’s instruments), the appropriate administrative authority
should always consider whether the amount of the loss sustained by

433



CHAPTERXI] THE KERALA FINANCIAL CODE VOL | [ART. 303A

the Government should not be recovered in full up to the limit of the
Government servant’s capacity to pay.

Note:— Interest at ! 18 per cent per annum or at such rate as fixed by

4 @

(b)

Government from timeto time should be charged after theliabilities
are determined and from the time a written demand is made, on the
amount of liability fixed against delinquent officers involved in
defal cation cases, theinterest so charged being not lower than ! 15 per
cent per annum in any event.

In caseswhere acompetent authority holdsthat aGovernment servant is
responsible for aloss sustained by the Government and orders that any
amount should be recovered from him and he is about to retire from
service, the amount should be recovered as far as possible by deduction
fromthelast pay and allowances or leave salary dueto him. If theamount
due to Government exceeds the amount payable to the Government
servant, the excess shall be recovered from his clam for death-cum-
retirement-gratuity after giving the officer a reasonable opportunity to
explain. If theamount proposed to berecovered exceedsthe death-cum-
retirement-gratuity, the excess over death-cum-retirement-gratuity can
be recovered from the arrears of pension, if any, due to the officer if
written consent is obtained from him as pension (as distinct from death-
cum-retirement-gratuity) enjoys the protection of the ‘Pension Act’. A
written consent isvalid only to the extent it coversthe amount of pension
earned by him till the date of such written consent.

If, however, theliabilitiescould not befinaised but could be estimated at
the time of retirement, either the estimated amount of the outstanding
dues plus 25 per cent thereof should be withheld from death-cum-
retirement-gratuity or a surety bond or cash deposit not exceeding the
estimated amount of the outstanding dues plus 25 per cent thereof should
be accepted before releasing pension and death-cum-retirement gratuity

I Addition C.S.N0.03/2013[GO.(P) No. 565/2013/Fin., Dated 18/11/2013]




CHAPTERXI] LOSSESOF PUBLIC MONEYSORPROPERTY [ART.303A

(©

(d)

If disciplinary proceedings are being continued against an officer under
the Service Rules on the date of retirement, only a provisional pension
should be sanctioned to him withholding however, the entire death-cum-
retirement-gratuity dueto him.

In caseswheretheliabilities could not be estimated the pension and
death-cum-retirement-gratuity will be released provisionally after
withholding from the death-cum-retirement gratuity the amount noted
below:

(1) Officersinchargeof cashor stores  Thefull amount of death-cum-retirement

gratuity.

(2) Gazetted Officersother thanthose 10 per cent of the death-cum-retirement
in (1) above gratuity or 2,000 whichever is higher.

(3) Non-Gazetted Officersother than 10 per cent of the death-cum- retirement

D

(e)

gratuity or 600 whichever is higher.

In al cases where the liahilities could not be assessed and fixed before
retirement of the Government servants, efforts should be made to assess
and adjust the recoverable dueswithin aperiod of oneyear from the date
of retirement of the Government servant concerned. If in any case, the
liability could not be assessed and adjusted within one year, the amount
withheld from the death-cum-retirement gratuity or the surety bond or
cash deposit accepted under paragraph (c) or (d) abovewill bereleased.
Disciplinary action shall be taken against the officersresponsible for the
failure to assess and adjust the liabilities within the prescribed period.

If in any case the amount withheld from the death-cum-retirement
gratuity or the cash deposit, or the surety bond taken from the
officer is not adequate to cover the liabilities finally fixed, action
should be taken against him under the Service Rules to make up
the loss by withholding, withdrawing or effecting recoveriesfrom
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the pensions sanctioned. If action under the Service Rules is not
possible dueto the expiry of the time limit prescribed for such action
or dueto any other reason, theretired officer will be proceeded against
through a Civil Court for recovering the pecuniary loss caused to
Government.

When aretired Government servant whose pension has already been
sanctioned is held to have caused aloss to the Government by fraud
or negligence while in service and it appears likely that the amount
could be recovered by bringing a suit against him, the matter should
bereported to the Government for orders. If inany particular case, itis
not found feasible to take action against aretired Government servant
in regard to a loss sustained by the Government on account of any
fraud or negligence found to have been committed by him while in
service, this should not be made an excuse for absolving any other
Government servants who are also responsible for the loss and are
till inservice. Similarly, thefact that itisnot possibleto fix responsibility
on the officials who initiated or acquiesced in the initiation of any
irregularity resulting in loss to Government will not exonerate those
who subsequently acquiesced in the continuation of the irregularity.
It isthe duty of all Government officials to look after the financial
interests of Government and Government will hold their officers
responsiblefor suchirregularities, not only those who originated them
but also those who subsequently permitted their continuance.

303B. Thefollowing genera principlesshould befollowed infixing monetary liabilities

so far

as the Government servants are concerned :

(i) 1t should be carefully noted that personal monetary liability would arise
only when pecuniary lossis sustained by Government. Irregularitiesin
the maintenance of accounts or in the sanction of expenditure would not
involve monetary liability as long as no loss to Government is caused.
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Distinction should be drawn between objections involving loss to
Government and other objections in an audit report. The latter will not
constitute monetary liability and will call for other formsof disciplinary action
wherever justified.

(i) Forthe purpose of fixing liability, |osses may be grouped under thefollowing
categories.—

@

(b)
(©)

Personal dues e.g., excess pay and allowance drawn, arrears of house
rent payable, balance of advances repayable such as Motor Car
Advance, House Building Advance, Mosquito Net Advance, etc.

Physical loss of cash or stores.

Loss or extra expenditure arising out of administrative lapses e.g.,
payment of demurrage charges, payment of surcharge (Final) on
electricity bills and Radio Licence fees, expenditure incurred in
excess of one's powers not ratified by the competent authority,
purchases effected in violation of Stores Purchase Rules resulting
in extra expenditure, printing charges to private firmsin excess of
approved rates, sanctioning postsin schools in excess of the limits
prescribed, irregular grant of fee concessions, stipends, etc., loss
of revenue due to wrong assessment of claims becoming time-barred,
etc.

Recovery in cash is called for in respect of categories (a) and (b). In
regard to category (c), cash recovery should ordinarily arise only if
mala fides are proved. The term “malafides” may be defined in this
context as a state of mind where the Officer may be deemed to have
acted with the intention to be benefited directly or indirectly by such
action. In other cases falling under category (c), it should be seen
whether the types of irregularities previously pointed out have been
repeated. If the irregularities have been repeated or are of a serious
nature or magnitude, the question of taking other forms of disciplinary
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action if the officer concerned is still in service or of reducing pension
under the Service Rulesif already retired, should be considered.

(iii) In cases of loss/infructuous expenditure, where more than one person is

involvede.g., inthe caseof lossof stores, apart from thedirect responsibility
of the store-keeper the question of responsibility of the supervising officer/
officers having control over stores will also arise. In such cases the degree/
extent of personal responsibility of eachindividual should first befixed strictly
with reference to his duties and responsibilities and the extent to which he
neglected them. The fact that a Government servant has been misled or
deceived by asubordinatewill, in no way mitigate his personal responsibility
since every government servant should be familiar with the financial rules
laid down by the Government and exercise aspecially strict and close control
over hissubordinatesin regard to the use of Public Fundsand the maintenance
of proper accounts. Having fixed the personal responsibility of each
individual in the above manner, cash recovery/other forms of disciplinary
action should be ordered with reference to such responsibility. In ordering
cash recovery, the Government servant’s financial position should also be
taken into consideration. In cases where it is not possible to recover the
share so fixed from one or more individuals due to their death or for other
reasons the question may be taken up for obtaining sanction from the
competent authority for the loss to be written off. It should however, be
ensured that the necessity for awrite off should not arise for want of timely
and adequate action to fix personal responsibility and the amount to be
recovered from each individual.

Departmental enquiriesregarding frauds, etc., in which Gover nment
Servantsarelnvolved

The genera ruleisthat departmental proceedings should beinstituted at the
earliest possible moment against all the Government servants involved in
any loss sustained by the Government on account of fraud, embezzlement or
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any similar offence, and conducted with strict adherence to the rules upto
the point at which prosecution of any one of them begins. At that stage it
should be specifically considered whether it is practicable to carry on the
departmental proceedings against any of the others any further without
waiting for the result of the prosecution; if itis, they should be carried asfar
as possible but not, as a rule, to the stage of finding and sentence in the
criminal proceedings. If the accused is convicted, the departmental
proceedings against him should be resumed and formally completed. If the
accused is not convicted, the departmental proceedings against him should
be dropped unless the authority competent to take disciplinary action is of
the opinion that the facts of the case disclose adequate ground for taking
departmental action against him. In either case, the proceedings against the
remaining delinquents should be resumed and compl eted as soon as possible
after the termination of the proceedingsin court.

The departmental proceedings contemplated in the preceding paragraph
arethoseregulated by the Kerala Civil Services (Classification, Control and
Appeal) Rules, 1960. When action istaken under the Kerala Public Servants
(Inquiries) Act, 1963 (Act 31 of 1963), this ordinarily takes the place of a
criminal prosecution as regards the person or persons accused, but the
procedure as regards other persons involved against whom the Act is not
employed should be in accordance with the instructions given in the
preceding paragraph.

Notwithstanding anything contained in Article 301 to 303 and in theforegoing

paragraphs, recovery proceedings as contemplated in the Kerala Public
AccountantsAct, 1963 (Act 37 of 1963) should invariably be taken against
the persons involved in any loss sustained by Government on account of
fraud, embezzlement or any similar offence and conducted with strict
adherenceto rulestill thelossinvolved is realised completely.
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Prosecution for Embezzlementsof Public Moneysor Property

305.(a) Whenever the Head of an Office finds that there is a reasonable suspicion
that acriminal offence has been committed in respect of any public moneys
or properties belonging to Government or institutions under the control of
the Government (including moneys or properties of co-operative societies),
he should as a general rule report the matter at once to the Police and
simultaneoudly informthe District Collector and Additional District Magistrate
and the Head of his department that he has laid an information before the
Police.

However, in cases, of defal cation/embezzlement of public money or properties
inwhich Government servantsor public servantsareinvolved and wherethe
amount or the value of the properties involved is 5,000 (Rupees five
thousand only) or more belonging to State Government (including moneys
or properties of co-operative societies) they should be reported immediately
totheLocal X-Branch Vigilance Divisioninstead of to the ordinary Police.

The Police/Local X-Branch Vigilance Division should then keep the
Government servant who laid the information and the District Collector and
Additional District Magistrate informed of the action take in the matter.

For the purpose of thisruletheterm * Public Servant’ will have the meaning
assigned to it under the explanation to Section 161 of the Indian Penal Code
asamended by the KeralaCriminal Law Amendment Act, 1962 (27 of 1962).

(b) Whenthe caseisheard by the court, the Head of the Office concerned should see
that al thewitnesses serving in hisdepartment and all documentary evidencein
the control of hisdepartment are punctually produced. He should also appoint a
Government servant of the department to attend the proceedings in court and
assist the prosecuting staff.

(c) If prosecution for an offense of thiskind resultsin the discharge or acquittal
of any person, or in the imposition of any sentence which appears to be
inadequate, the Head of the Office concerned should at once send a full
statement of the facts of the case to the District Collector and Additional
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(d)

©

District Magistrate; if the District Collector and Additional District Magistrate
consider that further proceedings should be taken in revision or appeal, he
should proceed as he would in any other case and should keep the Head of
the Office concerned informed regarding the further proceedings. A specia
order of the Government is necessary for filing an appeal against an acquittal.

The Head of the Office concerned should submit, in addition to the reports
prescribedin Articles 297, 303A and 303B prompt reportsto the Government
through the proper channel at each stage regarding:—

(i) thecommencement of theinvestigation by the Police/Local X-Branch
Vigilance Division;

(ii) thedecision to prosecute in any particular case;

(iii) theresult of any prosecution;

(iv) thedecision to proceed further in revision or appeal in any case; and

(v) theresult of any proceedingsin revision or appeal.

Notwithstanding anything contai ned in the preceding portion of thisArticle, the
Head of the Office concerned may, when he considersit to be desirablerefer any
matter through the proper channel for the orders of the Government before
taking action.
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CHAPTER XIlI
LOCAL FUNDS

Introductory

The transactions of local funds (as defined in Article 3) are not included as
such in the Government account, except in so far as their cash balances are
deposited with the Government under the rules and accounted for under the
deposit head “Deposits of Local Funds’ within the Public Account. The
Government’s function in regard to such deposits is that of a banker (See
Chapter X of this Code and Part V111 of the Kerala Treasury Code).

Some of the important classes of local funds are :-

@
2

©)
4)

©)
(6)
)

District Funds.

Municipal Funds (ie., the moneys of Municipal Councils
governed by the Municipal Acts).

Kerala State Road Transport Corporation Working Fund.

Village Panchayat Fund i.e., the moneys of panchayats governed by the
Kerala PanchayatsAct, 1960 (Act 32 of 1960).

Kerala State Electricity Board Working Fund.
Market Committee Fund.

Library Fund.

308.

Local bodies (asdefinedin Article 3) perform functionsclosely alied to those
of the Government and receive aid from the Government in theform of grants
and loans for certain purposes. This Chapter refers to the rules relating to
some of the financial transactions between the Government and the local
bodies.
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311.
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(@

(b)

Grantsto L ocal and Other Bodies

The payment of grantstolocal and other bodies, e.g., grantsfor the maintenance
of roads, is governed by the general or specia orders of the Government in
regard to such grants.

The Government may by general or special orders specify the variousitems
of grants that are payable to local and other bodies on account of certain
finesrealised by Courtsand credited to the Government. The grant on account
of these fines should be drawn, and paid in the manner indicated in the
KeralaTreasury Code (See Rule 196, Chapter 111, Part V).

L oansto L ocal Bodies

Rulesrelating to the execution of work on behalf of local bodies by the Public
Works Department are contained in Articles 31 to 33 of the KeralaAccount
Code, Volume 11 and Chapter 16 of the Kerala Public WorksAccount Code.
The detailed procedure to be followed in connection with borrowing by
local bodiesfrom the Government islaid downintheKeralaLoca Authorities
LoansRules, 1965 (SeealsoArticle 235.)

Char gesrecover ablefrom L ocal Bodies

When the Government agree to render a service to, or incur a charge on
account of alocal body, the estimated amount of the charge or cost of the
service should ordinarily be recovered in advance in accordance with the
principle laid down in Article 34. In exceptional cases, however, the
Government may authorisethe special arrangements detailed inArticle 34.

Any amount due to the Government by alocal body and remaining unpaid,
including any amount overdue for payment in respect of aloan, should be
recovered at the earliest opportunity in the manner indicated in Article 35.

Time-limitsfor claimsby L ocal Bodies

A local body should prefer its claimsfor any amount which the Government
have sanctioned for payment to it not later than the latest date specified by
the Government for the payment or, if the Government have not specified
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any such datein respect of aparticular payment or class of payments, within
six months, from the date on which the local body receivesthe orders of the
Government authorising the payment [See also Article 55 (c)].

In the case of water supply and drainage schemes or other works for which
the Government have promised a grant on the post-payment system, the
local body concerned should prefer its claimsfor the grant within six months
of the execution of the work (or instalment of the work, where the work is
executed and paid for in separate instalments) unless the local body has
been definitely informed that the Government will consider the claim only
after provision has been included for the purpose in the budget, in which
case the claim for the grant should be preferred within six months of the
execution of thework or within one month of the date of receipt of information
that provision is available in the budget, whichever islater.

Arrear Claimsof L ocal Bodies

A claim preferred by alocal body after the latest date specified for it should
not be paid without specific sanction of Government in each case. In the
case of statutory grants, the Government will summarily reject every arrear
claimwhich is made after the expiry of three years subsequent to theyear in
which the claim fell due, and in the case of non-statutory grants and other
amounts due by the Government, they will summarily reject all arrear claims
(SeedsoArticle60).

Note:—In the case of items of revenue collected by the Revenue Department
on behalf of local bodies, the payment will be sanctioned by such
authoritiesas may be specified by the Government from timeto time.
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CHAPTER XIII
MISCELLANEOUS SUBJECTS

Introductory

This chapter contains the financial rules relating to certain miscellaneous
subjects, which do not either fall within the scope of or have not been fully
dealt within the other chapters of the Code.

Allocation of Expenditurebetween Capital and Revenue

Expenditure on the public servicefalsinto two broad divisions of expenditure
on revenue account and expenditure on capital account. The latter is called
briefly capital expenditure or capital outlay.

Expenditure of acapital of anatureisbroadly defined asexpenditureincurred
withthe object of either increasing concrete assets of amaterial and permanent
character, or of extinguishing or reducing recurring liabilities, such asthose
for future pensions by payment of commuted value. Expenditure on a
temporary asset cannot ordinarily be considered as expenditure of a capital
nature.

Expenditure of acapital nature as defined above, incurred upon ascheme or
project may not, however, be classed as capital expenditurein the Government
accounts unless the classification has been expressly authorised by general
or special orders of Government. Ordinarily such classification will not be
permitted unless—

(i) Itisessential for the exhibition of financial results of any special service
or undertaking on the basis of generally accepted commercial principles,
or in some other conventional manner, either that the cost of the service or
undertaking may be ascertained or that the full implications of any policy
may be clearly demonstrated, or
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(i) Theexpenditureinvolvedisso largethat it cannot reasonably be met from
ordinary revenue.

Note:—Theterm ‘ordinary revenues' isapplied to revenue derived from taxes,
duties, fees, fines and similar items of current Government income
including extraordinary receipts, if any, as distinct from receipts that
are of acapital or debt, deposits and banking character.

318.  Whenit has been decided by Government that the expenditure on a scheme
for the creation of a new or additional asset should be classed as capital
expenditure, and that separate capital and revenue accounts should be kept
of such ascheme, the allocation of expenditureto capital and revenue should
be determined in accordance with such detailed rules as may be prescribed
by Government according to the circumstances of the department or
undertaking in which the expenditure is incurred (Vide also Appendix | to
KeralaAccount Code, Vol. 111). Thefollowing arethe main principlesapplicable
to the treatment of the expenditure in the estimates and accounts:

(i) Capita bearsall chargesfor thefirst construction and equipment of aproject
as well as charges for intermediate maintenance of the work while not yet
opened for service and bears also charges for such further additions and
improvementsasmay be sanctioned under rules made by competent authority.

(if) Subject to clause (iii), revenue should bear all subsequent charges for
maintenance and all working expenses. These embrace all expenditure
on the working and up-keep of the project and also on such renewals
and replacements and such additions, improvements or extensions as
under rules made by Government, are debitabl e to the revenue account.

(i) Inthecase of worksof renewal and replacements, which part-take both of
capital and revenue nature, the allocation of expenditure should beregulated
by the broad principle that revenue should pay or provide a fund for the
adequate replacement of all wastage or depreciation of property originally
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provided out of capital grants and that only the cost of genuine
improvementswhether determined by prescribed rules of formulae or under
specia orders of Government, may be debited to capital. Where under,
special orders of Government a Depreciation or Renewals Reserve Fundis
established for renewing assets of any commercial department or
undertaking, the distribution of expenditure on renewalsand replacements
between capital and the fund should be so regulated as to guard against
over capitalisation on the one hand excessive withdrawal s from the fund
on the other.

Expenditure on account of reparation of damage caused by extraordinary,
calamities, such asflood, fire, earthquake, cyclone, etc., should be charged
to capital, or to revenue or divided between them in such way as may be
determined by Government according to the circumstances of each case.

(iv) Capital receiptsin so far asthey relate to expenditure previously debited
to capital, accruing during the process of construction of a project should
be utilised in reduction of capital expenditure. Thereafter their treatment in
the accounts will depend on circumstances, but except under special rule
or order of Government, they should never be credited to the ordinary
revenue account of the department or undertaking.

319.  Expendituredebitableto capital will be booked under the appropriate capital
head of accounts prescribed within or outside the revenue account, according
as the funds required to meet such expenditure are provided from ordinary
revenues or from other sources including borrowed money.

Except under special orders of Government, no expenditure previously met
from ordinary revenue may be transferred to a capital head outside the
revenue account.
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321.

322.

Interest on Capital

Except in special cases regulated by special orders of Government, interest
at the rates specified below should be charged in the accounts of all
commercial departments or undertakings for which separate capital and
revenue accounts are maintained within the Government accounts. The
charge should be calculated on the direct capital outlay to the end of the
previous year plus half the outlay of the year itself, irrespective of whether
such outlay has been met from ordinary revenues or from other sources.

(i)  For capital outlay met out of specific loans raised by Government, at
such rate of interest as may be prescribed by Government, having
regard to the rate of interest actually paid on such loans and the
incidental chargesincurred in raising and managing them.

Note:— By specific loans are meant loansthat are raised in the open market
for one specific purpose which is clearly specified in the prospectus
and in regard to which definite intimation is given at the time of the
raising of the loans that for the purpose of accounts they are to be
regarded as specific loans.

(ii)  For capital outlay provided otherwise at the averagerate of interest to
be determined each year.

When under any special order of Government chargesfor interest during the
process of construction of a project are temporarily met from capital, the
writing back of capitalised interest should form thefirst charge on any capital
recei pts or surplusrevenue derived from the project when opened for working.

Work donefor another Gover nment or State

The Head of adepartment isresponsible for seeing that no work (unlessitis
negligible in amount ) is done by his department for another Government
without obtaining adefinite ruling from the Government asto whether charge
should be made for it or not.
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Rulesregar ding char geson account of themaintenanceand up-keep of

Government motor car sand motor boats

323.(a) Charges for the maintenance and up-keep of a car or boat supplied to a
Government servant other than the Ministers and the Speaker of the
Legislative Assembly at the public expense will be borne by the Government
servant and by the Government respectively, in the manner indicated bel ow,
the general principle being that the Government servant using the car or
boat shall bear those of its running expenseswhich arelargely dependent as
regardsamount on careful ness of management and which affect the continued
efficiency of the conveyance.—

(i)

The Government servant using the car or boat shall pay the cost of
petrol, tyre renewals, minor repairs and renewals, lubricants and
illuminants, aswell as all occasional storage chargesand all petty
chargesincurred otherwise than at the periodical overhauling and
annual varnishing.

Note:—Minor repairs and renewal s are those which cost lessthan 50 or

(if)

are not connected with the prescribed periodical overhauling.
Provided that, if anew component costing morethan 15isusedin
connection with aminor repair or renewal the Government servant
shall be entitled to charge to Government its actual cost but not
any workshop charges on account of the examination of the
defective car or boat and the setting up of the new part.

All other charges shall be paid by Government including wages of
chauffeur and cleaner, the cost of uniform of the chauffeur, and all
chargesincurred in connection with the annual varnishing and the
periodical overhauling.

(b) Charges relating to the maintenance and repairs of motor cars and boats
supplied for the use of the Ministers and the Speaker of the Legisative
Assembly are regulated by the provisions contained in the K erala Payment
of Salariesand AllowancesAct, 1951 (Act 15 of 1951) and Amendment Act,
1968 (Act 2 of 1968) and the rules made thereunder.
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Register of Motor Carsand Motor Boats

324.(a) Aregister (LogBook)inForm 48, 48A and 48B will bemaintained by al offices
and departments maintaining Government owned motor cars, buses, lorries,
jeeps, station wagons, vans and motor boats.

Where suitableregister in other form isalready maintained in accordance with
Government Orders, the Head of the Department may authorise its
continuanceif he considersit more suitable and convenient than the form of
the register prescribed above.

Note:— The Controlling Officers will during their inspections, satisfy
themselves that 1og books are maintained by officers having the
custody and charge of vehicles and that the petrol, etc., purchased
have been accounted for in terms of the kilometres run.

(b) A certificatein thefollowing form should be recorded by the drawing officer
inaContingent Bill containing aclaim for petrol and/or oil:-

“1 have examined thelog booksfor theperiod ending ..........cocovrnrnnnnnnnenenn,
and | certify that the motor vehicles have been used on authorised journeys
and that they have run the prescribed number of kilometres per litre.
Recoveries have been effected wherever they are duein accordance with the
rulesand creditedinchalanNo .........cccooeveeveeeene, dated ......ccovveireiiieenne §

The Treasury Officersare authorised to reject the billswhich do not contain
the above certificate.

I nsuranceof Government Property

325.  Government properties may be insured against risksin transit such as loss,
damage, etc., (Seea soArticle 146).

Note:— The Government do not however insure Government motor carsand
motor boats except sea-going fishing boats for which therisk of damage
is high. But when they supply a Government motor car or motor boat
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for the use of an officer, in so far asthe officer using the car or boat is
responsible for damage, etc., it is the officer’'s business to protect
himself against the risks involved in the use of the car or boat by
insurance at his own cost.

TheTransfer of Government L and from one Department to another

326.(a) The transfer of Government lands with improvements thereon, from one
department to another shall be ordered by the District Collectors and the
Board of Revenue as shown below:-

(i) Digtrict Collectors Upto alimit of 2 acresin each case, provided the
market value of improvements, if any, thereon
does not exceed 2,500.

(i) Board of Revenue Above 2 acresupto alimit of 5 acresin each case,
provided the market value of improvements, if
any, thereon does not exceed 5,000.

Note 1:—The above powers shall not be exercised by the District Collectors
and the Board of Revenuein the case of transfers of Government lands
within the Corporations or the Municipalities of the State or withinthe
Reserve Forests.

Note 2:— When the land in the possession of one department is to be
transferred to any other Department, such transfer should be made by
the Collector or the Board of Revenue, as the case may be, in
consultation with the departments concerned.

(iii)  All cases not covered by the above rules should be submitted to
Government for orders.

(b) (1) Whenany Government land with improvementsthereon or any building
is transferred from one Service Department to another under the State
Government, thetransfer shall be made free of charge.
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(2) When any Government land with improvements or buildings in the

©)

4)

®)

(6)

(7)

possession of one Service Department istransferred to another Service
Department or a branch of any Service Department for a specific
purpose of starting any industry or commercial undertaking of a
remunerative nature, it shall be competent for the Government, to
order the collection of market value of the lands and improvements
transferred to such Service Department or a branch of the Service
Department, according to the merits of each case.

When any land with improvementsthereon or any building istransferred
from or to aCommercial Department, the full market value thereof or the
book value whichever is higher should be charged.

The value of lands, improvements and buildings transferred to a
Commercial Department under rule (3) or to a Service Department or
branch of a Service Department under rule (2) shall be fixed by the
District Collector adopting the principles of valuation accepted under
Land Acquisition Act and Rules.

The classification of the sale proceeds of Government lands and buildings
shall beregulated in accordancewith the provisionscontained in the Schedule
| totherule 39 of the KeralaAccount Code, Volumel.

Adjustment of accounts due by one Department to another under these
rules shall ordinarily be made by book transfer, except when such
adjustments do not suit the method of accounts or of business adopted
by the receiving Department. An invoice duly accepted by a competent
authority of the Department receiving the lands, etc., and furnishing full
classification of the debit head shall be forwarded to the Accountant
General for effecting the necessary adjustmentsin this behalf.

Paymentsin cash shall berequired in all caseswhere aDepartment of the
Government transfers State lands to quasi-Government institutionslike
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327.

the Kerala State Electricity Board, the KeralaFinancial Corporation, etc.
If any separate funds have been constituted for such Boards inside or
outside the public account, the value of the lands transferred shall be
debitable to such funds, unless the Government by general or specia
order give directions to the contrary.

(8)  When the purposes for which the land was transferred to the Service or
Commercial Departments asthe case may be, under rules(2) and (3) has
ceased, or inthe event of such land or portion thereof not being required
any further by such Department or Institution, such land or portion
thereof shall revert to Government and the amount of compensation, if
any, payable to such department shall be fixed by the Collector of the
District in which the land is situated, provided that in no case such
compensation shall befixed in excessof the valuerealised under rules(2)
and (3) asthe case may be.

Proformaaccountsrelating to Government Commer cial Undertakings

When the operation of adepartment include undertakings of acommercial or
quasi-commercial character, and the nature and scope of the activities of the
undertakings are such as cannot suitably be brought within the normal
system of Government account, the head of the undertaking should be
reguired to maintain such subsidiary and pro forma accountsin commercial
form as may be agreed between Government and the Accountant General.
The methods and principlesin accordance with which such accounts are to
be kept, including inter alia the basis to be adopted for valuation of assets
and for allocation of expenditure between capital and revenue accounts and
the extent to which the provision should be made in those accounts for bad
debts, depreciation and other forms of indirect charges, e.g., cost of
management and supervision, audit charges, interest on capital expenditure,
etc., will be regulated by orders and instructions issued by Government in
each case. Where the commercial accounts are maintained for the purpose
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328.

329.

330.

of assessment of the cost of an article or service, the head of the undertaking
should see that adequate regulations are framed with the approval of
Government in order to ensure that the cost deducted from the accounts is
the accurate and true cost. He should also arrange to obtain the orders of
Government regarding the nature and form of subsidiary accounts and
statements, if any, which should be appended to the appropriation accounts
of each year, and submit such accounts and statements to the Accountant
General on such date as may be required by him.

Other ProformaAccounts

Pro forma accounts of regular Government workshops and factories will be
kept in accordance with the detailed rules and procedure prescribed in the
departmental regulations. The Accountant General may be required by
Government to prepare pro forma accounts of irrigation navigation,
embankment and drainage works and of Government residential buildingsin
accordance with the instructions contained in Chapter 21 of the Central
Account Code, Volumel V.

Service Funds

Rulesregulating the General Provident Fund account of Government servantsare
contained in the General Provident Fund (Kerala) Rules, the State Provident
Fund (Travancore) Rules, the General Provident Fund (Cochin) Rules and the
Generd Provident Fund (Madras) Rules. Rulesrelating to the State Life Insurance
Fund (Officia Branch) areavailable as separate Government Publication.

Treasury SavingsBank

The abject of the Government in establishment of Treasury Savings Bank
Scheme is to provide a ready means for the deposits of savings and so to
encourage thrift. Savings Bank is not to be used for the purpose of keeping
a current account and the Director of Treasuries (Secretary to the Savings
Bank ) isempowered to close accounts, or in the case of accounts opened on
behalf of minors to stop the receipt of further deposits, should he have
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331

332.

reason to believe that the accounts are being used for a purpose for which
Savings Bank is not intended.

The procedure relating to transactions in the Savings Bank in Government
treasuries is detailed in Appendix 3 of the Kerala Treasury Code.

Endowmentsfor Scholar ships, Prizes, etc.

If any person informs aGovernment servant that he proposesto place funds
at the Government’s disposal for use as an endowment for the grant of a
scholarship or prize, etc., the Government servant should report the matter
to the Government through the proper channel for orders. The Government
will then take action, if necessary under the Charitable Endowments Act,
1890 (IndiaAct VI of 1890). The Examiner of Local Fund Accounts hasbeen
appointed as the Treasurer of Charitable Endowments for the State.

Application for and Grant of L eave

Rules relating to the submission of applications for and grant of leave,
supplementing those contained in the Service Rules are as below:—

(a) Gazetted Officers—Applications should be forwarded to Government
by Heads of Departmentsthrough the Audit Office which will submit it
to Government with the necessary certificate regarding thetitle to the
leave appliedfor.

Whenever the Heads of Departments themselves are competent to
sanction the leave, a certificate should be obtained from the Audit
Office as regards the admissibility of the leave and then the leave
sanctioned.

In the case of officers having statutory functions such grant of leave
should invariably be communicated in the form of a notification and
published in the Gazette. Copies of sanctions should be sent to the
Audit Officealso for information.
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(b)

Non-Gazetted Officers.— Applications should be submitted to the
authority competent to sanction the leave.

Note:— These rules apply to leave other than casual leave.

(c) Every application for leave (other than leave for which production

(d)

of Medical Certificate is prescribed) of a Gazetted Officer which
requires the sanction of Government, should reach Government not
less than a month before the date from which the leave is required.
Similarly, every application for an extension of |leave to a Gazetted
Officer should reach Government not less than two weeks before
the date of the expiry of the leave already granted. Ordinarily, no
Gazetted Officer, who has applied for leave or for an extension of
leave, and to whom such leave or extension of |eave has been granted
by Government, will be permitted to cancel any portion of such leave or
extension of leave. Strong grounds must be urged for failureto comply
with the aboverulesin caseswhere this becomes absol utely necessary.

The Head of aDepartment should not refuseto forward to the Government
theleave gpplication of aGazetted Officer, inacaseinwhichthe Government
alone can grant the leave applied for. No Head of a Department has the
right to curtail the discretion of the Government in regard to the grant (or
refusal) of leaveto an officer to whom the Government alone can grant or
refuse such leave. All applicationsfor leave by a Gazetted Officer should,
therefore, be submitted to the Government, in cases in which the leave
applied for isakind whichthe Government alone can grant. Thisdoesnot,
of course, take away from the Head of a Department the discretion of
recommending to the Government to refuse the leave applied for in any
case.

Custody of Valuable Documents

333.(1) The several documents to be dealt with may be broadly classed under the
following heads.—

(a) Securitiesdeposited with aGovernment Officer ex-officio.
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(b) Thosewhich relateto some permanent arrangement affecting Government

(©)

(d)

) )

(i)

(iii)

(iv)

v)

interests, towhich Government isaparty, such asdeedsof building purchased
by Government and bonds executed by persons making permanent
endowments.

Those which rel ate to agreements executed by contractors, agreements
for agricultural and other loans.

Documents presented by partiesfor particular purposes, viz., registration,
orinthecourseof judicid or other proceedings, before Government officers
and al other classes of valuable documents not specificaly referred to
above.

Asregards (a) Securitiesin Trust, the statutory rules on the subject
should be strictly followed.

Documentsin the possession of the head of an office coming under (b)
should be sent to the Chief Secretary to Government for safe custody as
soon as practicable after the order for record is passed on them by the
proper authority, an office copy thereof being retained if necessary for
reference.

Documents comprised under (c) will ordinarily haveto beretained by
the respective Heads of Departmentsor District Collectorsor District
Treasury Officers or other Officers representing Government in the
transactionstill they are finally disposed of.

The procedure regarding papersfalling under (d) isto be governed by
statutory rules or departmental orders. Where no such rules or orders
exist the Heads of Departments should prescribe the best arrangement
possible for the safe custody of all such valuable documents with the
approval of Government wherever necessary.

Inall offices, aregister of valuable documentsin theform given below
should be maintained and the receipts and disposals noted therein
with the initials of a responsible officer. The documents should be
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preserved in safes or other receptacles intended to keep valuables
coming into the possession of the officers concerned.
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Register of valuablereceived in theofficeof..............c.......

(vi) Thearticlesdeposited for safe custody in Treasuries should be verified by
the Officer who deposited them at least oncein ayear. For this purpose, the
articlesdeposited in Treasuries should be taken back, the contents verified
and re-deposited (if necessary) oncein ayear. Verification should aso be
made whenever thereis a change of incumbent or change of designation
or change of jurisdiction of the officer who deposited the articlesfor safe
custody.
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(vii) Officers who conduct inspection of Offices, should scrutinise the
register of valuable documents and satisfy themselves that the
entriestherein are correct and up-to-date and that the rules regarding
the safe custody of such documents are observed.

Service Books

334.  Arecord of services of every Government servant should be maintained in
accordance with the Service Rules applicable to each case. The Accountant
General will maintain the record for gazetted Government servants in the
“History of Services’ which he complies. The head of each office should
maintain the record for each non-Gazetted Government servant working under
him in a service book (or service roll). When an employeeistransferred to
another office, his service book should be sent to the head of the office to
which heistransferred and not made over to him, nor should it be given to
him when proceeding on leave. When non-Gazetted Officersare officiating
in gazetted appointments, their service book should be kept by the head of
the office to which each such officer permanently belongs, but when they
are confirmed in such appointmentstheir service book should be forwarded
to the Accountant General’s Office for record.

Register of Booksand Periodicals

335. (a) All booksand periodicalsreceivedin an officewill beenteredinaregisterin
Form 19.

(b) Every officer upon receiving charge of an officetowhichalibrary or collection
of books, etc., for officia useis attached must satisfy himsdlf asto the State of
thelibrary and thebooks, etc. Unless otherwisereported, it will be assumed that
he received the library or the books, etc., in good order and he will be held
thenceforth persondly responsible for any defect.

(c) All books appearing in the register of books or catalogue of the library on
the last date of March of every year should be counted and examined by the
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336.

337.

338.

heads of offices or institutions concerned or by one of their Gazetted
Assistants. A certificate to this effect should be furnished by the head of
each office, onthe 15th of April every year al ong with the acknowledgement
for the amount of permanent advancein Form 8 (A) (SeealsoArticle 97).

Erasures

A Government servant should on no account erase or overwrite an entry in
any cash book, account register or schedule. If hefindsit necessary to make
acorrection he should cancel theincorrect entry neatly inred ink and insert
the correct entry. Whenever a Government servant makes any correction or
interpolation in any such document, he should request the head of office to
authenticate it by writing hisdated initials against it [See also Rule 210 (¢),
PartV of theKeralaTreasury Code].

Supply of Forms

Standard forms prescribed for use by Government officesincluding theforms
prescribed in this Code, the Kerala Treasury Code and the Kerala Account
Code will be available for issue from the Printing Department. The forms
should be obtained by indents on the Superintendent, Government Presses,
Trivandrum in accordance with the rules for the supply of forms.

Destruction of Official Recor dsconnected with Accounts

A competent authority may destroy official recordsfrom timeto time subject
to the careful observance of the relevant rules contained in the departmental
code or manual and of any other relevant orders of the Government. The
following rules apply generally to the destruction of records (including
correspondence) connected with accounts.

(a) Thefollowing should on no account be destroyed:—

(i)  Records connected with expenditure which iswithin the period of
limitation fixed by law;
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(i)  Records connected with expenditure on projects, schemes or works
which have not been completed, even though the expenditure is not
withintheperiod of limitation fixed by law;

(iii)  Recordsconnected with claimsto service and personal matters
affecting Government servants who are still in service;

(iv)  Ordersand sanctions of a permanent character until revised ;

(v)  CashBook and Classified Ledger, Stock Register of Furniture (Stores),
etc., and Treasury Remittance Books;;

(vi) Thelist showing details of records ordered to be destroyed; and
(vii) Lapsedlistsof Judicial Deposits.

b) The following records should be preserved for not less than the periods
specified against each item :-

1. Pay bills and when maintained separately
acquittance rolls for pay and allowances
(other than travelling allowance) of
Government servants for whom no Service
Booksor Service Rollsare maintained

35 completeyears

2. Pay bills and when maintained separately
acquittance rolls for pay and allowances
(other than travelling allowance) of
Government servants for whom Service
Books or Rolls are maintained

35 completeyears

Note:— These should be preserved for such time as may be considered
necessary beyond this period if the acquittance rolls of the period are

not forthcoming.
3. Pay bills and when maintained separately

acquittancerolls of last grade Government
servants

45 completeyears
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4.  Register of contingent expenditure

5. Contingent bills
6. Detailed budget estimates of an office

7. Travelling allowance bills and acquittance
rollsrelating thereto

8. Pension cases (including the service books
and leave accounts attached to them) in
which invalid or compensation pension
have been sanctioned

9. Other pension cases (including the service
booksand |eave accounts attached to them)

5 do.
5 do.
5 do.

3 completeyears

25 years or 3 years after
the death of the
pensioner

5yearsafter theretirement
of the Government
servants concerned.

Note 1:— Service books and other papers relating to a claim for gratuity
should be retained until the claimant attains 55 years of age, or dies,
whichever isearlier and also until final orders have been passed on the

cdam.

Note 2:— In regard to service books of officials who have ceased to be
Government servants, See instructions under Rule 142 of Part 111 of

KSR

Note 3:— In the case of pension/gratuity, the service books/service rolls
should befinally retained in the office in which the officer was serving

at thetime of retirement.
10. Statements of monthly progressive
expenditure and correspondencerelating
to any discrepancy in figures

2 complete years *or until the
process of reconciliation of
departmental figures with the
accounts figures is finally
completed whichever islater.

* Addition C.SN0.8/80[GO.(P) No. 521/80 /Fin., Dated 21/08/1980]
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11. Mortality returns of pensioner 5 completeyears.
12. Counterfoils of receipt books and 6 do
used Cheque books
13. 1'Treasury chalans (treasury receipts 6 do.
for remittancesto the treasury
14. Service stamps accounts 3 do.
15.  Register of persond and other advances 10 do.
16. Sub-vouchers not sent to the audit 5 completeyears.

office

Note:— The sub-vouchers relating to Secret Service Expenditure may be
destroyed after the prescribed period of preservation only if the
administrative audit has been completed and the audit certificateissued
by the nominated controlling officer.

17. Register of Recoveries 40 completeyears.

18. T[Court Deposit Registers 20 years from the year following that in
which theitems have been lapsed or in the
case of works and personal deposits from
the year following that in which the
accounts have been closed)].

19. Counterfoilsof Court Warrants
for deposit repayments

20. Security Registers 40 do.

5 complete years

T substitution C.SN0.9/77 [GO.(P) No. 408/77/Fin., Dated 24/10/1977]
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(c) Whenthe Government have prescribed aminimum period after which records
of aparticular kind may be destroyed, Heads of Departments and other offic-
ers authorised in this behalf may order in writing the destruction of such
records in their own and subordinate offices on the expiry of that period.
Before the head of an office allows any pay hills or acquittance rolls to be
destroyed he should take care to satisfy himself that the procedurein regard
to the maintenance and verification of service books prescribed in the Ser-
vice Rules has been strictly followed in regard to those pay bills or acquit-
tancerolls.

(d) TheHead of a Department is competent to sanction the destruction of such
other records in his own office and the offices subordinate to him as he
considers to be useless, but he should forward a list of such records as
properly appertain to the accounts audited by the Indian Audit Department
to the Accountant General and await his concurrence in their destruction
before ordering them to be destroyed.

(e) Headsof Departments should prepare a comprehensive list of such of the
records as are due for destruction in their own offices, and also get similar
lists from those of their subordinates at the appropriate time. The records
may then be ordered to be destroyed in the presence of aresponsible officer
and the record-keeper. The records may be destroyed by burning. If it is
decided to sell useless records as waste paper, care should be taken to see
that every page is torn into small pieces before it is disposed of by sale.
Gazettes, books and periodicalswhich arenolonger required should, however,
be sold intact, as waste paper.

(f) Every head of an office should see that lists showing full details of al records
destroyed from timeto time are properly prepared and retained permanently.
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Reports of Deaths of Pensioners

Every executive authority of aMunicipa Council or City Corporation and
Village Officer should report immediately to the disbursing officer concerned
thedeath of any person who wasresiding within hisjurisdiction and drawing
aGovernment pension, whether civil military, political or of any other kind.
Pension Disbursing Officers should supply these authorities with lists of
the pensioners residing within their respective jurisdiction. Whenever any
pension remains undrawn for three months, the disbursing officer should
immediately ask the Municipality/City Corporation or Village Officer
concerned inform him at once whether the pensioner is still alive or not.

On receipt of intimation of the death of a Civil pensioner the disbursing
officer should report the particularsimmediately to the Accountant General.
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CHAPTER XIV

DELEGATION OF UNION FUNCTIONS TO THE STATE
GOVERNMENT BY CONSENT OF THE STATE

340. TheGovernment are primary concerned with State transactionsto which the
rulesin the foregoing chapters apply. The Government al so exercise certain
functions in relation to Union subjects under powers delegated to them.
These functions fall under the following categories.—

(i) Statutory and other executive functions entrusted by the Central
Government to the Government and their Officerswith the Government’s
consent [Article 258 (1) of the Constitution of India].

(i)  Functionsimposed by Acts of the Parliament upon the Government and
their officers[Article 258 (2) of the Constitution of India).

The transactions relating to these functions are regulated by the rules and
ordersissued from timeto time by the Central Government and embodiedin
the “General Financial Rules of the Central Government” or other Central
Government Codes and Manuals.

The Budget Manual contains a summary of the general instructionsissued

for the guidance of estimating officers and othersin regard to the estimates
of revenue and expenditure relating to the Union subjects and the control of
such expenditure.
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SI.No. Existing Heads of Account

1

65A —Administration of Justice,
(C) Fees, Fines and forfeitures
Other Receipts

268— Miscellaneous General
Services
—Other Expenditure—
Allowances to the members of
the Ruling Family, Travancore—
Pensions

229,—L and Revenue—
Other Expenditure—
Other Miscellaneous charges.

766—L oans to Govt. Servant
etc. —Other Advances—
Advance for the Purchase of
furnitureto Junior |.A.S.
Officers.

766— Loansto Govt. Servants
etc. —Other Advances

Revised Heads of Account

0070—Other Administrative  Ser-
vices-01 Administration of Justice—
101 Services and Service fees—
102 Finesand forfeitures—800
Other Receipts.

2075—M iscellaneous General Ser-
vices—800 Other Expenditure
-89 Allowances to the
Members of the Ruling Family,
Travancore-Pensions.

2029—L and Revenue
—800 Other Expenditure
—90 Other Miscellaneous charges.

7610—L oansto Govt. Servantsetc.
—=800 Other Advances—

93 (01) Advance for the purchase
of furniture etc. to Junior IAS
Officers.

7610—L oansto Govt. Servants, etc.
—800 Other Advances—
94 Warm Clothing Advances

469



THE KERALA FINANCIAL CODE VOL |

6. 766 — L oanto Govt. Servants,
etc.,
(d) Festival Advances

7. 677— Loan for Education, Art
and Culture

7610—L oan to Govt. Servants, etc.
—800 Other Advances

—99 Festival Advances/Onam
Advances.

6202—L oan for Education, Sports,
Artand Culture—

01 General Education

—201 Elementary Education

—202 Secondary Education

—203 University

and HigherEducation

—205 Language Devel opment
—600 Genera

—800 Other Loans

— Generd

—02 Technical Education

—104 Polytechnic

—105 Engineering/Technical Colleges
and Institute

—800 Other Loans for Technical
Education

03 Sports and Youth Services
—=800 Other Loans for Sportsand
Youth Services

04 Artand Culture

—800 Other Loansfor Art

and Culture.
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8. 766— Loansto Govt. Servants,
etc—
Other Advances—
Advance for the purchase of
Mosquito Nets for the
Gazetted and Non-Gazetted
Officers.

9. 306—Muinor Irrigation

10.706— Loans for Minor
Irrigation, Soil Conservation
and Area Development, by
operating the Sub head

Deduct— A mount
transferred to other heads of
account.

11.850 Civil Advances—
Other departmental advances

7610—L oansto Govt. Servantsetc.
—=800 Other Advances

—98 Advances for Purchase
of Mosquito Nets for the

State Service Officers.

2702—Minor Irrigation—

01 Surface Water
—102LiftIrrigation

—001 Direction and Administration
—800 Other Expenditure

02 Ground Water

—005 Investigation

—103 Tube Wells

80 Genera

—799 Suspense

—052 Mechinery and Equipments
—005 Investigation

6402—L oans for Soil and Water
Conservation 102 Soil Conservation

8550— Civil Advances
—101 Forest Advances
—102 Revenue Advances

471



12.Cost of

THE KERALA FINANCIAL CODE VOL |

boundary Marks
recoverable from Land Holders,
below 850 Civil Advances,
Revenue Advances —
Advances for Survey Operations

13. 850— Civil Advances—

Revenue Advances —

Advances for Survey Operations
— Cost of boundary Marks
recoverablefrom Land holders.

14. 029— Land Revenue—

Other receipts—
Receiptsin connection with
Survey and settlement operations.

15. 229— L and Revenue Survey and

settlement operations

—103 Other Departmental
Advances
—104 Other Advances

8550—Civil Advances
—102 Revenue Advances
—99 Advancesfor Survey
Operations

8550—Civil Advances

102 Revenue Advances

—99 Advancesfor Survey
Operations

—(05) Cost of boundary Marks
recoverablefrom Land holders.

0029—L and Revenue
—600 Other Receipts
—99 Receiptsin connection with
Survey and settlement operations.

2029—L and Revenue

—101 Land Revenue Collection
charges

—102 Survey and settlement
operations

—103 Land Records

—800 Other Expenditure

—795 Irrecoverable Loan

written off
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INDEX

N.B.—Thisindex dealsonly with therulesin the several chapters of thisvolume and
does not cover the appendices or the forms. It has been compiled solely for
the purpose of assisting references and no expression used in it should be
considered asin any way interpreting the rules.

Articles
A
Absentee statement . 48
Accidents—
Report of damage toimmovabl e property . 02
Accounts—
Allocation of expenditure between
capital and revenue . 315319
Destruction of official records . 33
Erasuresin, forbidden . 336
Of Stores . 149-150
Other Pro formaaccounts . 328
Pro formaaccountsrel ating to Government
Commercial undertakings . 27
Seriousirregularity or embezzlement, etc.,
to be reported to the Government and the
Accountant General . 297
Relating to fines . 24
Stock . 149-162
Adjustment—
Between Governments and Departments . 113

474



INDEX

Of Government duesfrom grant-in-aid

tolocal bodies . 33(h)& 311

Of claim against security deposit lodged

in Post Office Savings Bank . 295(c)
Advances—

For demarcation purposes . 260

For destruction of agricultural pests and diseases 7

For erecting temporary shedsin plague-

affected areas . 28
For removal of encroachments . 261A
Forest . 263
For journeys on tour . 8
For purchase of furnitureto Junior I.A.S. Officers .. 246
For purchase of mosquito nets . 4
For purchase of cycles . 245
For purchase of motor car . 242
For purchase of motor conveyance .. 240-243
For purchase of motor cycles/scooters . 243
For replacing missing boundary marks . 261
For minor irrigation works . 26
Government servants on foreign service . 242(e)
Irrecoverable . 205
Marriage Advance . 245A
On transfer . 22

Of T.A. tofamiliesof Officerswho die
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whilein services . 252A
Permanent .. 94-98& 264
Powersto write off irrecoverable . 265
Revenue . 259
Review of loans . 264A(ii)
Temporary for specific purposes . S°]

To cultivators . 2%

To Government servants . 23

To suppliers of stores . 148

To the family of adeceased Government officer

immediaterelief . 3
Civil advances . 249
Other advances . 247
Other festival advances Xl
Repayable 248
Thiru Onam advances 20
Specia advances—Genera 25
Application for and grant of leave 3R

Allowances . 75

Appropriations—

Control of expenditure against . 41 & 115

Lapses at the close of the financia year . 40(c)6&7

Should precede the incurring of expenditure . 40

Arrear claims . 5258

Arthapalisa . 205C
Attachments—
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INDEX

Exemption of pay, etc., of Government Servants

by civil court . 89 (4)

Responsibility of Treasury and drawing officers

for recovery of . 89(4) (d)
Audit—

Of receipts . 39

Of stores and stock accounts . 162

Supply of information . 59

Audit objections—
Procedure regarding—and recoveries . 60-66

Authorities competent to sanction contingent

expenditure . 92-93
B

Banks approved for receiving security

and earnest money deposits . 288

Beriz deduction . 205(c)
Bills—

Abstract for contingencies . 103-111

Detailed for contingencies . 107-111

For non-countersigned contingencies . 3

For work done or supplies made by other

departments—Adjustment of - 113
Payable by book transfer . 106-113
Billsfor pay, etc.—

Not duefor payment beforefirst working
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day of next month—exceptions . )

When to be signed—See also pay, etc. . 76
Bond—

Fidelity—Offered as security deposit . 286-283
Budget—

Preparation, examination, etc. . [
Buildings—

Construction and maintenance of

responsibility for Rents of —Seerents . 165171
C

Capital and Revenue Expenditure—

Rules . 315319

Cash payments . 119
Certificates—

Annual closing balance . 266

Utilisation . 264A(iii)

Charges on account of the maintenance and

upkeep of motor cars and motor boats . 323
Check—

Of charges . 61

Of departmental revenue . 910

Of fines . PA]

Of miscellaneous demands . A
Clams—

Arrears . 52-58
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INDEX

Due date . 53(b)
In respect of imported stores lost or damaged . 145
Of Government servantsfor pay etc.—

Rules of procedure relating thereto 67
Of local bodies—Timelimitsfor 312
Personal—of Government servants, general rules 67

Compensation—
For land—Procedure for payment of . 200-201
For loss of property . 231
Consolidated Fund . 3
Contingency Fund . 3
Contingencies—

Abstract Bills—list of—to be sent to controlling

authorities by the Accountant General . m
All unusual itemsrequire sanction of Government .. R
Billsfor—Endorsement to third party . 112
Billsfor—How to be prepared . 97,103
Bills for—not to be used as negotiable
instrument generally . 112(g)
Billsformsfor (Recoupment of Permanent Advance) .. 97
Charges on account of—may be incurred by heads of

Offices subjects to certain conditions R
Charges to be incurred on tour 100
Classification of . 103
Cleaning, etc., charges 118
Control of expenditure against appropriation u
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Countersignature of . 103-109
Countersigned before or after payment . 103
Defined . 4]
Detailed bill . 107
Disallowances—BY countersigning officer

—How dealt with when reallowed . 110
Entriesin countersigning officer’sregister . 108-109

For which special restrictions, rules, limits, scales,

etc. have been laid down by Government
(Notebelow 92)

How paid for work done by a Government Factory

or other department 113
Incurred for other officers 114
Interdepartmental transfers 113
List of—Requiring countersignature 103
Non-countersigned—Form of billsand

record of expenditure 103
Not payable from grant of another year . 40

Not to be drawn as an advance N
Permanent advance for . 94-96,264
Powers of sanction to . B
Record of . 103-105
Recurring . %
Reports of excesses, over grants for countersigned .. 15

Responsibility of controlling or countersigning
authority for . 115




INDEX

Responsibility of drawing officer for . A
Sanction of Government not required
certain recurring item . R
Should be treated in accounts as charges
of the month in which they are actually
disbursed from treasury . 103

Temporary advances for specific purposes e°]
Contingent Register—

Upkeep of . 104-105
Contracts—

Authorities empowered to enter into . 51(ix)

Examination by the Accountant General . 143

Form of . 51

Rulesrelating to . 51

Should be entered into only after open

invitation of tenders . 51

From Municipalitiesetc., . A

Negotiated . 142

Rates and running control of expenditure . 141

Duties of controlling authority for control of

contingent expenditure . 115

Duties of Officersinregard to—

against appropriation . 41

Countersignature .. 107,210,211

Custody of valuable documents . 33
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Cyclostyled signature .. NotetoArt. 45
D
Data Statement—
Preparation of—for Government buildings

used as residences 13

Demand, collection, balance statement etc. . 22
Death—

Of pensioners . 39

Pay, allowances, etc., admissiblefor day of—

No matter the hour . 83(@
Deceased Officer—

Payment of pay, etc., claimed on behalf of . 83(b)

Discrepancies—Stores . 161
Defal cations—

Departmental enquiriesin cases of

procedure to be followed 0!

Prosecutions for—procedure to be followed 5

Report of—to the Accountant General

and Government . 297

Definitions
Delegation of powers— . 3
To subordinate authorities—

Contingent charges . R

Establishment . 69

Loans—interest bearing loans except those

made to Government Servants . 23




INDEX

Miscellaneous expenditure . 19
State expenditure—

Generd . 3

Refunds of revenue . 3H-36

Union functions and the control of such expenditure .. 30

Works expenditure . 174

Writes off losses . 300

Seefor other items of expenditure under the
concerned headings

Departmental receipts—
See receipts—

Departmental revenue—

Rectification of wrong credits of 9
Responsibility for collection . 56
Responsibility for remittance 7
Deposits—

Authority required for credit as 281
Classification of 268
In connection with elections 280
Introductory 267
Fines due to Government should not be kept as 281
For work donefor public bodies or individual 275
Funds of quasi-public bodies not be treated as . 281(c)
General principlesand rules 281
Government | oan—subscription 277
Jewels, etc., to be returned should not be kept as . 281(b)
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Lapses of
Not in cash

Receiptsfor which full particularsare not available

for correct classification should not to

be credited to

Refunds of—

In land acquisition cases—

Credit of miscellaneous receiptsand
adjustment to the proper head later
Repayment of

Repayment of lapsed

Sales proceeds of unclaimed property
Security—Rulesrelating to—See al so
security deposits

Trust interest funds

Unclaimed provident fund deposits
Undisbursed pay not to be kept as

Deposits (Civil and Criminal Courts)—

Item of—
Civil court

Criminal court

Lapse of—

Civil court
Criminal court
Deposits (Forest)

Deposits (Government |oans)

THE KERALA FINANCIAL CODE VOL |

2%
281(b)

281(3) (3)

.. 281(a) (3)Note

281(d)
.37

281 (a)(7)

286-296
274
276

281 (a)(4)

271

2822)
282(3)
278
217




INDEX

Deposits (Government undertakings) . 2M
Deposits (Personal)

Items of . 272

Lapse of official receivers . 282(5)
Deposits (Public Works)—

Items of . 273

Lapse of 2
Deposits (Revenue)—

Items of . 260

Lapse of . 282(1)
Disallowances—

Recovery of by audit . 60-66

Recovery of—By countersigning authority

(Contingencies) . 110
Discretionary grants—

By Governor . 2071

By Revenue Officers . 207(2)

Drawing Officers—
Responsibility of—for—contingencies—
See Contingencies—Responsibility

of—for overcharges . 60
Responsibility of Government Servantsfor

recovering amounts attached by civil

courts from pay and allowances . 89(4)(d)
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E

Efficient bar . 77
Electric current and water charges—

Payment of . 119
Endowments—

For scholarships, prizes, etc. . 31

Eligibility . 242-243

Endorsement of contingent bill . 112
Erasures—

In accounts, registers, books and schedules

prohibited . 336

Essentiality certificate . 53(b)
Establishment—

Alteration of—proposals for detailed rules . 70-71

Sanction to . 67-69

Sections of—Distribution of non-gazetted

establishments into sections . 74

Special rulesregarding temporary establishment . 73

Variation in sanctioned pay of a post . 7
Estimates—

See Budget

Examination charges . 22

Execution of agreement . 181-183
Expenditure—

Allocation between capital and revenue
and financing of . 315319




INDEX

Generd principles . 40-44
Not to be sanctioned unless funds are provided . 40(c)44
Oninaugural ceremonies . 221
Powers of sanction to . 42,44
Recoverable—on account of local bodies, etc. . 31

Seefor other items of expenditure under the
concerned heading—See also payments .. NotetoArt. 45
F
Facsimile Signature—
Feesfor—
Cultural and microscopic examinations,

dispensing stock vaccines, auto-vaccine, etc.,

in the Public Health Laboratory . 2
Received by Government OfficersasNotariespublic .. 2
Medical inspection of vesselsin Harbour . 24
Payments of overtime . 223

Financial powers—

Of sanction to expenditure .. 42,43,68
Financial propriety—

Standards of . 40(b)

Important financial principles .. 40(c),44
Fines—

Grantsinlieu of fines—Payment to local bodies, etc. .. 309

Imposed on subordinate should be
short-drawn from pay bills . 89(b)
Not to be paid in deposit . 281(a)
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Realised in another district—Intimation

by recovering officer . 23(b)
Submission of demand, collection and
balance statement . 23(@)
Foreign Service . 2%
Forms—
Supply of . 337
Fund deductions—
Responsibility of drawersof bills . 89
G
Gazetted Government servants—
Drawal of pay—Report of transfer of charge . 8L
Specimen signature required by the
Accountant General . &
Government—
Financial powers of . 42,68
Work done for another—making a charge for . 32
Grants—
Discretionary 207
To local and other bodies . 3
Inaid—Seegrants-in-aid
Grants-in-aid
Adjustment of—towards dues to Government . 311(b)
Educational (other than local bodies) . 213215
To institutions, public bodies, etc. . 208211
To local bodies . 212




INDEX

H
Heads of Departments . (iii) 258

Hire of office accommodation . pil

High Commissioner for Indiain U.K. .. NotetoArt. 30
Honoraria—

Ayurvedic Physicians . 228

Nursing sisters 227
Hospital stoppage—

Recovery of . 89(5)

Hypothecation . 242
Income-tax—

Rules relating to recovery of . 89(2)
Increment certificates—

Rulesrelating to . 7879

Inevitable payments—
Rulesfor . 40(c)

I nspecting Officers—

Should not take advances for office contingencies .. %

Inspection Reports . 63(c)
Insurance—

Government property . 144

Of Government property, general rules . 325

Of motor cars, etc., purchased with an advance . 242-243

Railways and lorry transport or Inland water transport.. 146

Inter-Departmental transfers—
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Rules relating to—Of supplies and services, and
adjustment of values in accounts . 113
Interest—
Calculation of—On loansto Municipalities,

cultivators, etc. . 234(2)
Defaults in payments of—On loans . 234(4)
General instructions on all loansto local funds,
private parties, etc. 24
On capital 320
J
Jenmibhogam . 205
Jewellery, etc.—
Not to be treated as deposits . 281(a)4
L
Land—
Acquisition of . 200-202
Law suits—
Advances for . 101
Lease . 2693
Limitation of time . 37,56(b)
Loans and advances—
General principles . 240
Irrecoverable . 205
Main classes of . YA
Periodical review of . 264-A(ii)
Powersto write off irrecoverable . 265
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Procedure for sanction . 241

To Government servants classification and

general principles . 238239
Tolocal funds, private parties, etc. . 233237
Advances to cultivators . 2%
Conditions of repayment, etc. . 234(3)
Defaultsin payments . 234(4)
Detailed accounts maintained by A.G. . 264-A(iii) (b)
Detailed accounts maintained by Departmental
Officer . 264-A (iii) (c)
Interest calculation . 234(2)
Local authoritiesloan rules 235
Miscellaneous loans and advances 237
General instructions to be strictly adhered to 24
See also advances, advances repayable and
permanent advances
Utilisation certificates . 264-A(iii) (8
Local Bodies—
Arrear claims—Payment 313
Claimsby—Timelimitsfor 312
Dues 74
Chargesrecoverablefrom K1kl
Grants-in-aid and contributions to 39
Loans to 310

Recovery of duesto Government from adjustments
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from grants-in-aid . 33, 311(b)
Local Fund—

Main classes of . 307
L osses—

Compensation for loss of property

8B

Due to accidents—Report of

General principlesand procedure for fixing and
enforcing responsibilities for losses .. 283,303 H
Of cash due to acceptance of counterfeit coin

Of stores

Public money—Damageto immovable properties
Precautions to prevent—During transist of money

Report of —With which the Reserve Bank is concerned..

8 BRRE B

Writes off of

See also defalcations and security deposits
M

March expenditure—

Undue rush to be avoided . 40(c) (7)
Measurement Books—

Rulesrelating to maintenance of . 189-19
Miscellaneous loans and advances—

See advances and loans and advances
Miscellaneous dues—

To Government—Recovery of . A

Miscellaneous expenditure—
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Compensation for loss of property
Miscellaneous subjects—Introductory
Departmental payments

Discretionery grants

BERER

Educational grant-in-aid (other than Local Bodies)
Family and Political Pensions, Jenmibhogam,

&

Karathilchilavu,Arthapalisaand Thiruppuvaram
Grants—

Co-operative

Industrial

Librariesand K erala Grandhasala Sangham

Medical Institutions

BB EE

Grant-in-aid and contributions—
To Devaswom fund
To associations, etc., for charitable purposes
To Local Bodies

Of Public Bodies, Institutions, etc.—
Genera principles . 208-209
To Private Engineering Colleges and Polytechnics

R BB

Orphanages and Boarding Houses
Grantsin lieu of magisterial fines
Land acquisition

Overtimefees

S BBERSB

Payment of annuity to the Chengamanad Devaswom ..

Payment to Her Highness the Senior Maharani

&

of Travancore
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Refunds of Revenue—See refunds

Responsibility of adepartmental officer on whose

signature on countersignature a grant-in-aid bill

was drawn . 210211

Sanction of Government required unless

covered by specific delegation 19
Scholarships and stipends 216
Moneys—
Indisputably payable should never be left unpaid .. 40(c)
Paid should not be kept out of account . 40(c)
Lossin transit—Precautions to Prevent . 24
Mortgage Bond—
For advance for purchase of amotor car . 242
For advance for purchase of a motor cycle/scooter .. 243
Motor bus warrants—
Issue and payments . 87
Muster rolls
Form and preparation of . 186-187
N
Negotiated Contracts . 142
Non-Gazetted Officer . 74-76
Notaries Public . 2
Nursing Sisters . 27
@)
Objections—
See Audit objections
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Overcharges and audit objections—

Responsibility for . 60-66
Overwriting—
In accounts, registers, etc. prohibited . 336
P
Pay, etc.—
Bill for establishment should be accompanied
by increment certificatesif incrementisalsodrawn .. ;]
Can be drawn for day of aman’s death . 83
Cases of exemption of—From attachment for debt .. 89(4)
Claims of Government servantsfor—How regulated .. 67

Crossing efficiency bar should be declared in writing

by competent authority before

drawing pay at stage above bar . 7
Date on which due for payment )
Deductionsfrom pay bills . s 2]
Fund deductions . 891
Deductions on account of attachments by Courts .. 89(4)
Deductions of amount due to Co-operative Societies .. 893
Deductions on account of hospital stoppages . 89(5)
Deductions on account of fines . 89(6)
Deductions of income tax . 89(2
Form and preparation of billsfor . 67
May not be placed in deposit . 281(a)
Procedure for payment of—Due to Government

Servants whose whereabouts are unknown . A
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Timefor signing and presenting of billsfor . 76

To persons out of India . 0
Payments—

Delay in—To be severally dealt with . 40(c)

For stores—In India . 148(a)

For stores—Qutside India . 148(b)

In the absence of provision . 40

In the absence of sanction . 40

Inevitable . 40(c)

Of arrear clams .. 52-57,313

Toloca bodies—Timelimitsfor claim . 312

See also expenditure and other headings for special

classes of expenditure, viz. deposits,contingencies, etc.

Perishablearticles . 271
Permanent Advance—

Not to be multiplied unnecessarily . 95(e)

Recoupment of . 97-98

Rulesrelating to . A6

To be recouped at end of month or when

transfer of office takes place . a7
Personal Deposit—

See deposits

Piecework . 178

Plague charges . 225226
Post—

Powers of the Government to create and abolish . 63
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Postage stamps—
Indent for service 116
Post Office Savings Bank . 20
Powers of sanction—
See Financial powers and delegation of powers

Stationery . )
Publications purchase . 26-27
Promissory Notes—Government . 24
Property—Government . 302
Proposals for ateration of establishment . 70-71
Public auction . 156A

Public works disburses—

Works executed by Government servants of other

departments acting as . 165
Prosecution . 305
Provident funds . 89
Public Account . 3

Q
Questioned Document—Examiner . 270
R
Railway warrants—
Issue and payment of . &
Rates and Taxes—
Payment—Rules . 17
Receipts—
Introductory . 4
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Audit of . )

Departmental check of . 9

Fines . 2

Responsibility for ng and collecting

of under Motor VehiclesAct . 3

Records—

Destruction of 33
Recoveries—

Arrear dueto Government from local bodies B

Miscellaneous dues and special recoveries A

Of overdrawals—How affected 61

Rate of—From Government servants 62

See also retrenchments

Special—To be watched by Accountant General A
Recurring contingencies—

Sanction required for . %4
Refunds—

Of deposits—See deposits

Of receipts not to be treated as deposits . 281

Sanction to powers of subordinate authorities . 3536

Time-limitsfor claiming refund of revenue . 37
Register—

Audit objection . 63(b)

Books and periodicals . 3B

Contingent . 104-106

Immovable property . 170
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Motor cars and Motor boats 34

Release of deposits . 295

Religious edifices 1%
Remissions—

Of revenue—Submission of statements to the

Accountant General . 38(b)

Vacancy in the case of Government buildings . 117(4)

Remittance . 56
Rents—

Data statement for fixation of—To be submitted to
Government or other competent authority . 13(1)

Demand statement of rents—Duties of —

The Departmental Officer . 13
The Executive Engineer (PW.D.) . 14
The Treasury Officer . 1519
Of hostels . 2

Of PW.D. buildings—Duties of Treasury Officers
regarding recovery . 15
Of PW.D. buildings—Duties of Drawing Officers

regarding recovery . 13
Of PW.D. buildings—Rulesrel ating to demand
and collection . 1519

Recovery of—From persons not in Government
service and from pensioners . 2
Recovery of—Residential buildingsin charge of

departments other than PW.D. . i
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Repairs . 164
Renovation Reports—

Annua—Of loans and advances . 264A (i)

Completion . 14

Inspection . 63(C)

Of death of pensioners . 339

Of transfer to charge of Gazetted Government

Servants . 81

See also under losses
Representations
Representations and protests against—
Procedure . 6
See also recoveries

Residential buildings—

Data statement of rents of . 13
Rents of—Procedure for assessment and recovery of .. 1320
Retrenchments—
(Ordered by Accountant General)
Revenue—

Departmental responsibility for collection Deposits—

See deposits . 5
Miscellaneous items of Refunds of—Seerefunds . A
Realised in one district on account of another—

Credit of . 8(7)(iii)
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Revenue advances . 259-261A
S
Sales
Credit . 0
Sanction—
Administrative sanction . 124

Affecting emoluments of Gazetted Government

Servants to be communicated to the A.G, . 48
Communi cation of . 4548
Date of effect of . 49
For works . 174
Lapse of . 0
Of competent authority should be obtained before
incurring expenditure 40
Purchase sanction . 125
To grant of land and alienation of land revenue,
excluding cash—

Assignment to be communicated to A.G. . a7
Toinvestigate claims to arrears of pay etc. . 53]
See also powers of sanction, delegation of powers etc.
Scholarships and stipends—
Endowmentsfor . 31
Rulesrelating to payment of . 216
Security Deposits—
Adjustments of claims against . 295(c)
Conversion into other forms . 20
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Custody of

Fidelity bonds

Formsof

From contractors

From Government Servants

Government will fix the amount of

BEBEERRE

Periodical verification of
Private employee of aGovernment Servant
on Foreign Service

Registration of security bonds

BBy

Repayment of b)
Valuation of Government Promissory Notes,
etc. offered as . A
Savings Bank—

Post office

g 8

Treasury
Service Books—

Maintenance of—Rules

8

Service funds
Service postage stamps—
Procedure to be adopted by Government Officials
for obtaining . 116
Specimen Signature . &
Stamps—
Service Postage—See service Postage Stamps
Standards of financial propriety . 40(b)
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Stipends—
See scholarships and stipends

Stock account—

Of raw materials and expendabl e stores . 150(a)

Of office furniture and stores . 150(b)

Of books, forms and stationery . 150(c)
Stores—

Acquisition of—For Public Service—Rules

Ascertainment of surplus . 129
Audit of . 162
Authorities competent to purchase . m

Claimsin respect of imported contracts—See contracts

Custody and accounts of . 149150
Discrepanciesfound in verification of—How adjusted.. 161
Forecast of requirement . 122
Form of—Accounts, general principles . 149
Form of tender . 130
Form of—Agreement for the supply of . 140
Introductory . 120
Inspection of stores . 153
Insurance of Government—General rules . 144,325
Inventory of raw materials and expendable . 150(a)
Payment for . 148
Preparation of indents . 123
Priced inventory—Maintenance of . 151
Purchase of furniture . 128
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Security to be taken from contractors . 140
Should be examined before payment . 148
Tender—See tenders

Unserviceable and surplus . 154-157
Verification of . 147,158 & 159

Sub vouchers—
Certificates of cancellation and defacement . 107
Of relating to contingencies submission to

Accountant General relating to

contingencies . 108-109

Survey—

Advances (Revenue advances) . 261

T

Taxes—

Payment—Rules . 117
Tenders—

Acceptance of tenders . 135

Cases in which the system of inviting should

be followed . 130
Classification of—

Open . 126(j)
Limited . 126(ji)
Single . 126(ii)
Communication acceptance . 139
Earnest money deposit . 12
Entertainment of tenders . 134




INDEX

Form of 130
For execution of works 178
Form of—Relating to supply of stores 131
Receipt and opening 133
Rules regarding invitation of—For supply of stores 131
System of—For purchasing of stores 127
Transfers—
Government land from one department to another 326
I nter-departmental—Of supplies, stores, etc. 113
Transfer of charge—
Report of to theA.G. and Government 81
Travelling Allowance—
Advance of expenses for tours 8
Bills—Countersignature of &
Certificates of drawing and countersigning officers &
Form and preparation of bills—General rules &
Officers empowered to draw money on advance
travelling allowance bills 8
Payment of—Bills before countersignature procedure.. &
Treasury Officers—
Responsibility of—For over charge . 61
Responsibility of —For recovery of rent . 20
U
Unclaimed Provident Fund deposits . 276
Unserviceable and surplus stores . 14-157
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\%
Valuation of storesin stock account . 151-152
Verification of storesin stock account . 153
w
Warning slip . 63(C)
Warrants—
Motor . 87
Railway . &
Works—
Agreements for—Execution of . 181-183
Allotted to Forest Department . 166
Allotted to PW.D. . 165-197
Allotted to other departments . 167-169
Check measurement of works . 191
Classification of 164
Completion reports N
Consultation with Public Works Officers 198
Contractors—Aid to 192
Contractors—Liability of 193
Definition of 163
Deposits for done for Public bodies or individuals 275
Donefor another Government or State 32
Electrica . 17
Estimates for—Preparation of . 173
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Estimates and sanction for—To be treated

as confidential . 175
Estimatesfor—Utilisation of savingin . 176
Imprest for minor irrigation . 26
Labour engaged departmentally through a

Contractor—Payment of . 188
Materials for—Purchase or supply of . 179

M easurement book—
Method of execution of . 178
Minor irrigation—Responsibility for . 26
Muster rolls . 186-187
Protection of religious edifices . 1%
Provision of fundsfor . 180
Public works dishursers—execution of works by . 165
Sanction for . 174
Selection of site . 172
Starting of—In emergency . 185
Starting of —Without sanctioned estimate
or adequate funds - 1
Supplementary estimates . 177
Surplus materials—Disposal of . 1%
Tenders—Invitation and acceptance . 1™

Write off—
Of irrecoverable loans and advances 25
Of losses 30
Of value of deficienciesin stores . 161
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NOTES
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