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all moneys drawn as pay, leave salacy, allowances etc. on an
establishment bill signed by him or on his behalfuntil he has paid them to
the persons who are entitled to receive them and has obtained their dated
acknowledgement duly stamped where necessary.

Note 2.-Cash drawn on pay and T. A. bills of establishment should
not be mixed with regular cash balance ofthe departments, if
any. An ac.count ofundisbursed pay and allowance should be
kept in a register in Fonn F. C. 23. Entries of the total and
particular amounts ofundisbursed pay and allowances may be
made against each bill serially and sWRquent payment thereof
entered in the appropriate columns ofthe register and the cash
book, each such entcy being attested by a Gazetted Officer.
From this register an abstract ofamounts remainingundisbursed
for three months should be prepared to ensure their refund ;
either in cash or by short drawal from the next bill.

(ii) Ifa Government servant who is entitled to receive any moneys
drawn from the treasury on his behalffails to claim payment in person or in
accordance with sub-para (iii) infra before the end of the month in which
they are so drawn, the moneys drawn for him shall ordinarily be refunded
by short drawing in the next bill and drawn afresh when he c_laims them, if
the rules regarding arrear claims permit it. When the drawing officer
considers that the earlier refunding of any such moneys would cause
wtdue inconvenience, he may retain them for a period not exceeding three
months, but he will continue to be held personally responsible for them
and must make satisfactory arrangement for keeping them safely.
Undisbursed pay, allowances and leave salary shall not under any
circumstances be placed in deposit.
(iii) The leave allowances of non-gazetted Government servants is.
paid by the Head of the Office and drawn on ordinacy supplementacy
establishment bills. The Head ofthe Office must satisfy himselfthat the
absentee is alive ; and may remit the leave allowances at the expenses of
the ref:ipient and he will be solely responsible for such payments.

(iv) Claims on account of pay and allowances of non-gazetted
personnel should be deemed to arise at the station where the drawing and
disbursing officer, who draws the claims, is stationed.
Note. I-Acquittance rolls and office copies of bill are not required ·
to be submitted to the Accountant General but being important
records they should be stamped 'paid' and preserved carefully
for periods prescribed. In respect of payments made through
acquittance rolls on the pay day, the disbursement certificate at
the foot thereof should invariably be signed by the disbursing
officer in token of the total amount actually paid. The 'paid'
stamp, duly attested by the drawing officer need be affixed only
against the total disbursed amount of the a~uitt:ance roll . In
respect of undisbursed amount paid subsequently, the items
should be stamped 'paid' individually and attested by the drawing

officer while signing the ~h book.

Note 3.-A bill register in Form F. C. 24 should be maintained by
all heads ofoffices who are authorised to draw moneys from.the
treasury on bills signed by them.The register should be reviewed
monthly by a Gazetted Officer and the result of the review
recorded thereon.

VII. Record of Service.
6-27. The service book is a contemporary record in minute detail
of the official career of a non-gazetted Govemm~t servant and every
entcy ~it shall be attested by the Head ofthe Office each time an entcy
becomes necessary due to orders passed by him or any higher authority.
Non-pensionable service should be distinclty shown as such in column
2.ofthe service book.
Note J.--Officers for whom the maintenance of a character roll has
been prescribed need not have a separate service book, as the
former contains all the infonnation required by the latter.
Note 2.-It is the duty of all Heads of offices to see that the service
books of the establishments employed underthem;e~
and regularly written up, that the entrie~ made on the opening
pages are re-attested at lemt eveey five years and that no member
of the office has access to the books.
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Note 3.-For rules regarding maintenance of service records see
articles 264 to 268 of the Jammu and Kashmir Civil Service
Regulation&

(ii) When an employee is transferred to another office, his service
book should be sent to the Head of the Office to which he is transferred
and not made over to him nor should it be given to him when proceeding
on leave. When a non-gazetted Government servant officiates ina gazetted
appointment, his service book should be kept by the Head of the Office
to which such Government servant permanently belongs, but when he is
confinned in such appointment, the service book should be forwarded to
the Accowitant General for record. The service book should not be made
over to the Government servant concerned ifhe resigns or is discharged
with or without fault. A certified copy ofthe service book may, however,
be supplied to a Government servant who asks for it on quitting Government
service by retirement, discharge or resignation on payment of a copying
fee ofRs.5 of which a proper note should be kept in the original service
book.

6-28. (i) At a fixed time early in the year, the service books should
be taken up for verification by the Head ofthe Office who, after satisfying
himselfthat the services ofthe Government servi:m concerned are correctly
recorded in each service book, should recor(1 in it a certificate in the
following fonn over his signature:"Service verified up to.........................(date) from (the record from
which the verification is made)".

Note J.-The verification of service referred to above should be in
respect of all service qualifying for pension.
Note 2. -See also note 2 below Article 288-A J& K Civil Service
Regulations.
(ii) The Head ofthe Office in recording the annual certificate of
verification should, in the case ofany portion of service that cannot be
verified from the office records distinCtly state that for the excepted periods
(naming them) a statement in writing by the Government servant as well as
record of the evidenee of his contemporaries is attached to the book.

(iii) When, however, a non-gazetted Government servant is
transferred from one office to another the Head )fthe Office llllder whom
he was originally employed, should record in tne service book wider his
signature the result ofthe verification ofservice, with reference to pay bills
and acquittance rolls, in respect of the whole period during which the
Government servant was employed wider him, before forwarding the
service book to the office where the services are transferred.

6-29. Cost of service books and character rolls shall be borne by
the Government and these should be indented from the Government~
Jammw'Srinagar.

The amount of copying fee, in the case of Departments having a
separate receipt Major Hrad may be taken to the Minor Head ''Collection
of payments for services rendered" and if such a Minor Head does not
exist the recoveries may then be taken to the Minor Head "Miscellaneous",
under the Major Head Recoveries relating to Departments not having a
special receipt. Major Head shoul~ however, in all cases be taken to
Minor Head "Collection of payments for services rendered" wider the
Major Head 0070 :-Other Admjnistrative Services.

Note 1.-The service record of temil establishment shall be maintained
and·completed in the district offices.
Note 2.-Touring officers who have no gazetted assistants at
headquarters need not cany service books and character rolls
with them during tours, but may with the previous approval of
their Heads of Departments and subject to such instructions
as may be issued by them, keep them at their headquarters
wider lock and key.
·

6-30. (i) Service books and character rolls should be kept in the

Note 3.-lt is duty of e 'lery officer to see that his service book is
properly kept up and that all corrections in it are properly
attested. If the book is not carefully kept up, difficulties may

custody ofthe Head ofthe Offi~, Le. the Officer on whose signatule the

arise as to the verification of service when the offioor applies

monthly pay bill of the establishment is paid from the treasury.

for pension.
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6-31. Personal certificates of character should not ordinarily be
entered m the service book, but if an officer is reduced to a lower
substantive appointment, the cause ofthe reduction should always be stated
in brief.
VIII. Travelling Allowance

6-32. Subject as provided in rule 6-35 bills for travelling allowance,
other than pennanent or fixed allowances, shall be prepared and presented
in accordance with the following rules : (i) The bill shall be prepared in Fonn F. C. 25 the instructions
?rinted on the form being strictly observed. When a circuitous route is
taken, the reason for doing so must invariably be stated in the bill.
(ii) When actual expenses are claimed under article 337-A
of J& K Civil Services Regulations, vouchers in support ofthe claim shall
be attached to the bill and a certificate that the actual expenses incurred
was not less than the sum claimed recorded on it
(iii) Separate bills shall be submitted for Government servants, of
different grades under the travelling allowance rules, ifthe bills require
different treatment m the office Qfthe Accountant General.

(iv) All travelling allowance bills must bear a certificate ofthe chawing
officer in tJ1e fbllowing fonn : -

''Certified that I have satisfied myselfthat the amounts inCluded
m the bill drawn 1 month/'2 months/3 months previous to this
date, with the exception ofthose detailed below (of which the
total amount has been refunded by deduction from this bill)
have been disbmsed to the GovcmmentseIV311ts therein named
and their receipts taken m the office copy of the bill or in a
separate acquittance roll".
(v) When a Government servant travels by a mode of conveyance
to which he is not entitled under t.'ie rules applicable to him, the claim

should lx: supported by a copy ofthe saitroon ofthe oompetent authority.

6-33. The bill completed uncier the last preceding rule may be
cashed at the treasury on the receipt ofthe Head of the Office ; but no bill
requiring previous countersignature of a controlling authority shall be
presented at the treasury before such countersignature has been obtained.
1[A

record of all bills sent for encashment at a treasury or for
prcaudit shall be kept in a register (Fonn F. C. 46) and a proper acquittance
of the claimant taken on this register when the bill is cashed from the
treasury and disbursed to the claimant.]
6-34. The travelling allowance bills of non-gazetted Government
servants proceeding on tour shall be presented at convenient intervals
during the period of their tour or immediately on return to the headquarters and as far as practicable before 31st March, ifthe tour has been
completed before that date.
6-35. In the Public Works Department, save where any speCial
rule or ~ure has been authorised by departmental regulations T. A.
bills can be presented for payment only after the claims have been passed
by the controlling officers concerned. 2[The subordinates should prepare
their T. A. Journals in P. W. Form 52-A and after these are duly
countersigned by the controlling authority, an abstract showing the totals
Wlder each head ofthe claim for each person should be prepared in P. W.
Fonn 22-B by the Divisional Officer (Administration Branch) and passed
on to the Accounts Section for check and payment under orders ofthe
Divisional Officer.. The original Journal should be attached with the
abstract bills, for being sent to the AccoWltant General with the
voucher supporting the monthly accoWlt. This shall come into force with
effect from 1-4-1975]
6-36. For preaudit ofT. A. bills of non-gazetted Government
servants, see rule 5-8 ofthis Code.
I. Inserted vide F. D. NotifiClltion SR0-524 dated : 27-12-1965
2. Recut

vide

F. D. Notification SR0-99 dated : 27-2-1975.
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(Referred to in rule 6-3)

6. (a) In column I the general orders should be entered once
only ; any other order should be entered against every entry which it
supports.

Comptroller and Auditor General's Directions for the
preparation and submission of the Annua!
Establishment Returns

1. The detailed statementofa permanent non-gamted establishment
commonly known as the Annual Establishment Return,~ be~
in Form F. c. 14 (A+B). It will show accurately the estabhshment as 1t
exists on 1st March.

(b) The date to be entered in column 2 is the date from which the
Government servant has held the post continuously in an officiating, quasi

pennanent or substantive capacity, as the case may~(c) Personal pay should be shown on a separate line immediately
below the entry of pay in column 8. The orders ofthe competent authority
sanctioning it being quoted in column 1.

2. Tue particulars in respect of all members ofthe establishment
holding permanent posts whether on duty or absent in foreign se~ce,
leave or deputation, or in tempormy posts else-where or Wlder suspension,
or in transit to another office, should be entered in the appropriate colwnns,
with the exception ofthe following classes ofGovernment servants : -

Ifthe pay entered in column 8 includes an increment allowed with
effect from 1st March, the entry should be checked with the increment
certificate which would accompany the March bill.

(a) Government servants for whom records ofservice are maintained
in the Audit Office ;

7. When the pay ofan establishment or ofan individual Government
servant is met partly by Government and partly by local or other funds,
the whole pay should be shown in the return and the portion payable from
each source specified in foot note.

(b) Government servants for whom service books are not required

to be maintained.
3. The return should show accurately the sanctioned scale of

pennanent establishment and so will include every post, wheth~~ed or
not. If a post be vacant, the word 'vacant' should be set against m the
CQlumn 'Name ofincumbent'. Posts sanctioned but not filled should be
detailed at the foot of the return.
4. There should be a separate return for ea<;:h perm~ent
establishment and not more than one establishment should be exhibited
on a single page.

s

Tue names should be entered in order of sections of the
establishment. There should be a separate total for ~ach section and a
grand total for the whole establishmen~.

8. The name of a Government servant officiating in a post and the
amount ofadditional pay, for officiating drawn by him need not be shown
unless the additional pay for officiating counts for pension.
In the case of an establishment on a time scale of pay the names of
all Government servants not belonging permanently to the cadre but
officiating in pennanentpostsor holding temporary posts should be included
With an indication ofthe nature ofthe vacancies they fill.

If the officiating incumbent holds a permanent post on another
establishment, the fact should be stated and the entry should be supported
by a certificate from the head ofthat other establishment

9. Ifa Government servant on the establishment has attained the
age of compulsoiy retirement and is on I.eave Preparatoiy to Retirement
in terms ofRule 35 of J&K Civil Service Leave Rules 1979 as amended
from time to time, his name need not be included in the annual
establishment list
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10. A statement in Form F. C. 14-B should be appended to ~e
return showing with relevant particulars the names which did not appear m
the return of the previous year and those which appeared in the return of
the previous year but are now omitted, as well as the names ofGovernment
servants who were on leave or under suspension during the previous year.

CHAPTER VII-CONTINGENCIES
I. Introductory

7-1 Tue term 'Contingent Charges' or Contingencies, as used in
Chapter means and includes all incidental and other expenses which
are incurred for the management ofan office as an office or for the technical
working of a department, other than those which under prescribed rules
ofclassification ofexpenditure fhll under some other head ofexpenditure,
e.g., 'works', 'stock', 'tools and plant', etc.
tJ

If a Government servant was transferred more than once in the
preceding year, the name ofeach office and post in which he was empl~yed
during the year should be mentioned with dates in column 2 ofthe statement.

11. As the retwn will be the chiefauthority by which pension claims
will be tested later, both the statements (Forms F. C. 14-A+B) should
after completion be checked carefully with the service books, and a
certificate ofthis check should be endorsed on each.
12. In the case of establishments borne on a provincial or
amalgamated cadre separate returns should be furnished to the
controlling officer, who should consolidate them into one re~. The
certificate of comparison with service books on the consolidated
return should be as follows :'Certified by Heads of Offices to have been verified with
service books'.
13. The return should be transmitted to the Head ofthe Department
concerned as early as possible after 1st March and in any case, not later
than 15th April.
Note.-111 the case of etablishments on time-scale of P~Y ~he
Head ofthe Department concerned may require the subllllss1on
ofthe return in duplicate.

14. These directions apply equally in respect of local funds
establishments, the claims to pension for which are submitted to the
Accountant General for verification of service and report.

7-2. The rules ofprocedure prescribed in this Chapter shall apply
primarily to 'contingencies' but miscellaneous expenditure which is not
classed as contingenci~ is also subject to these rules, except in so far as
it may be governed by any special rules of procedure prescribed in other
chapters ofthis Code or by any departmental regulatio:is.
•
Note.-Contingent charges are to be recorded and treated in the
accounts as charges ofthe month in which they are actually drawn
from treasury.

JI. Classification of Charges
7-3. Contingent charges incUITed on the Public service are divided
into the following classes, the cllmification adopted in each department or
office being determined by orders ofcompetent authority:(i) Contract Contingencies-those for which a lump sum is placed
annually at the disposal of a disbursing officer for expenditure without
further sanction of any kind. They generally consist ofcharges, the annual
incidence of which can be gauged with reasonable accuracy, e. g., Hot
and Cold weather charges, rent ofbuildings etc.
(ii) Scale Regulated.Contingencies-to comprise such Contingent
Charges, as may be regulated by scale laid down by competent authority,
e. g. rewards for destruction of wild animals, uniforms to inferior
Government servants etc.
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(iii) Special Contingencies-to include such Contingent Charges,

whether recurring or non-recurring as ~annot be incurred without the
previous sanction ofcompetent authority.
(iv) Countersigned Contingencies-to include such Contingent
Charges as may require approval of Controlling Authority before they
can be admitted as legitimate expenditure against the Government, such
approval usually taking the fonn ofcountersignature after payment through
a Red D. C. Bill submitted to the Accountant General.
In some cases, the control over these contingencies is exercised
before payment. In sue~ monthly Red D. C. Bills are not required
to besubmittedtotbeAci nmtantOeneral, but the WhiteD. C. Bill exhibits
full details ofthe~
(v) Fully Vouched Contingencies-to comprise Contingent Charges
which require neither special sanction nor countersignature, but may be
incurred by the Head ofthe Office on his own authority subject to the
necessity ofacco\Dlting for them. These may be passed on fully vouched
bills withoutcountmignature.

Note.-The five Classes of Contingencies set forth above are not
necessarily mutually exclusive. There may becmesin which special
contingencies may be regulated by scales, or in which a bill for
scale regulated contingencies may require countersignature. When
a conting~t bill falls within two or more classes the procedure
prescribed in Section VI ofthis Chapter for each ofthese classes
should, as far as possible, be applied to.
III. General Rules

7-4. Subject to the sanction of the competent authority to the
incmring ofexpenditure and to the provisions ofthe rules in this chapter a
drawing officer may draw money from the treasury for contingent
expenses, within the amount allotted to him in the budget estimate or

othetwise, ufiless there is something novel, doubtful or irregular in the
character ofthe expenditure.

Note /.--Jn cases where ant scale in regard to contingent charges
(e. g. rewards for destruction of wild animals) have been
prescribed by Government,those scales should be strictly
adhered to.
Note 2.-In the case of non-recurring charges, the competent
sanctioning authority may, where this course is more convenient,
accord sanction by countersigning the bill on which the money
is drawn prior to its drawal, instead ofby a separate sanction.
7-5. Save as hereinafter provided in this' rule, no pay of any kind
and no addition to pay may be drawn on bills as contingent expenditure.

Note.- Fixed allowances for contingent expenses which arc draw;n
regularly, irrespective of the actual expenditure in any month
should be drawn as contingent charges on White D. C. Bills.
Exceptions.-Except what has been or may be specified by a
aeneral or special order ofthe Government, the following charges will
ordinarily be treated as contingent expenditure and debited to contingencies
or maintenance or work grants"as may be appropriate :(a} Hot weather establishment

(b) Mazdoors engaged on manual labour and paid on daily or

monthly wages.
(c) Sweepers (whether whole-time servants or not).
(d) Extra potdars engaged to accompany remittances etc.
(e) Different classes of employees given below by whatever

designation they may be called (whole-time servants or not)
declared ineligible for pension M well as those who may in future

be declared to be non-pensionable.

l.lO
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Skilled Employees

officer to the effect that the Maz.doors were actually engaged
and paid. The Audit will call for some of the paid Muster
Rolls in each quarter and check them to see that they were
properly maintained.

Motor Drivers. Cycle Mechanics, Lampmen, Gasmen, Ayas,
Mistries (other than those of P. W. D.), Dhobies, Table Servants, Barbers,
Tailors, Boatmen, Mates, Malies, Syces and Regulation Beldars at the
head works of canals, branches and escapes in the Irrigation Branch,
Oilmen, Motor Attendants, Mochis, Fann Labourers, Assi!>1ants for Wood
Works, Spinning and Weaving Hands, Khansamans, Wiremen, Line
Carpenters, Ground.men.

Note J.-In the C$COfall otheremployees specified~ the certificate
in the following form should be furnished by the disbursing
officer:-

Unskilled Employees

Khalasis, Mashkis, Tent-Pitchers, Messengers, Weighmen,
Motabirs, Mirabs, Oak Runners, Chowkidars, Farashes, Wardmen,
Water-Carriers, Bhishtis, Sweepers, Cleaners, Patrols, Fann Chowkidars,
Firanders, Mace Bearers, Kamas, Mazdoors (Workshop or otherwise),
Gate-Keepers, Khidmatgars, Sentries, Cattle attendants and Bearers.
t

Note /.-{i) The rates of pay allowed should not exceed, such pay
or scale of pay as may be fixed by Government for any
particular class or classes of such inferior servants ; and

I. 'Certified that...........•..............•...skilled employees at the rate
of. ........................................ .811.d••••••••••••••••••••••••••••1111Skillec::I
employees at the rate o£....... ,............................whose pay is
being drawn in this bill have been sanctioned by.................... .
witlt effect from.....................t<>.................................tAJr with.
effect from. .......................................for an indefinite period,
in exercise ofth.e powers un.der.......................................811Cl
that they were actually entertained during the period for which
their pay has been drawn in this bill.'
II. 'Certified that no charges on account of pay of employees
which have been left undrawn for more than one year are
included in bill.'

(ii) That when pay or scale of pay has been fixed, except

with the special sanction ofthe GOvemment, Inferior servants
should not be granted higher rates ofpay than those allowed
to identical classes ofinferior servants employed in the same
position under the same Government.

Note 4.- Contingent bills preferring claims for rents, electricity and other
connected charges incurred on account ofthe hire ofprivate
buildings by the Government for accommodation of State
Government Offices should be accompanied by the following
certificates signed by the Disbursing Officer:-

(iii) A certificate to the effect that the pay granted to different
kinds of employees drawn in this bill is not higher than
those fixed for similar servants employed under the State
Government.

'Certified that the amount drawn on account of rents, rates
and taxes in Contingent bill No ..................dated the............... .
was actually paid to the parties concerned and that-

Note 2.-Contingentcbargesincmred. on accuuntofwagesofMaz.doors
engaged on manual labour and paid at daily or monthly wages
should be supported by a certificate · • 1 by the disbursing

(i) no portion of the building for which the expenditure was
incurred was utilised for residential or other purposes during
the period the charges were paid ; and
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(ii) the expenditure in respect of the po~on of the ?uilding ~

for residential or other purposes dunng the penod for which
the charges were paid, has been recovered from the
undennentioned Government servants from whom it was due:
Provided that in the case of Drawing and Oisb~ing
Officers who do not find it possible to furnish the first portion
of the certificate prescribed above due to the fact that the
imprest amounts held by each ofthem are much less than the
monthly rate of contingent expenditure on rents, ra~es and.
taxes, etc., required to be paid by each of them to different
parties, the following certificates should be fwnished in lieu of
the first portion ofthe certificate prescribed above :'Certified that :(a) the amounts drawn an account ofrents, rates and taxes, etc. in
the previous Contingent bill No ..............dated the..................
have been paid to the parties concerned and that ;
(b) the amounts drawn in this bill will be paid to the parties on
realisation'.

Note 5. - The following certificate signed by the Drawing Officer, shall
be attached with the Contingent bills which include charges
on account of light refreshment at formal meetings and
conferences:'Certified that the expenditure on entertainment charges
included in this bill was incurred in accordance with terms and
conditions laid down by the Government from time to time,
and that the prescribed monetary limits have not been exceeded
7-6. Actual payees receipts duly stamped, where necessary,
showing full particularS ofthe charge should invariably be obtain~ whe~
making payments of claims against Government. In.order to avoid ~err
being used again, all such receipts (whether required to be submitted
to the Audit Office or not) should be stamped 'Cancelled' by the
drawing officers at the time ofinitialling the entries relating to them in the
Contingent Registers.
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Note 1. - A payee w?o has s~g11ed a postal money order receipt, need
not be required to give a separate receipt, but as it is essential
to know on what account the payment was made, the sender
of the money order should secure this information by noting in
the postal money order receipts, the necessary particulars of
the payment after the printed words 'Received payment of the
sum specified above on account o£.......................................... '.
~e payee's signature on this endorsement will then be all that
will be necessary and the postal money order receipt may be
treated as a sufficient voucher forthe e~ture.
Note 2. - Similarly value payable parcel covers showing the amount paid
to the post office may be treated as payee's 'Receipt' provided
th~~ certified to be the Paying Officer and are furnished in
addition to the regular invoice or bill ofthe firm showing details
ofthe items paid for.
Note 3.- Vou~h~ for feeding expenses ofprisoners in transit need not
be insisted upon. The Magistrate may accept the
acknowledgement ofthe Officer-in-Charge ofescort as a voucher
and he may verify the expenditure by questioning the prisoner
concerned.
See also Note 1 to rule 2-31.

.
1-1. 1?;the case ofdiet and road money of witnesses a Certificate
m the followmg fonn should be given on the contingent bills :'Certified that diet and road money ofwitnesses have been paid
at the rates fixed under the rules and orders ofthe High Court'.
N · Special Rules relating to particular kinds of Contingencies ·
· and other Expenditure.
(i) Contract Contingencies

7-8. In respect ofcontract contingencies, sub-vouchers for more
be retained in the office of the disbursing officers,

~Rs. ·50 should

while o~ers should be destroyed or so defaced that they cannot be
usedagam.
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7-9. As under the contract system disbursing officers are entirely
responsible for the regularity ofthe expenditure charged against contract
grants, it is unnecessary to show the details ofexpenditure under the head
'Miscellaneous' in contract contingent bills. At the same time it should be
understood that the Accountant General is not debarred from calling for
details, if for any reason he considers this course advisable in particular
cases.

Note 2.-The following instructions should be carefully.-ohwrved in
preparing Red D. C. Bills:-

(ii) Countersigned Contingencies

7-10 (a) From the monthly totals of the contingent register
Form F. C. 27 (see rule 7-15) the monthly Red Detailed Contingent Bill
(hereinafter named as Red D. C. Bill) will, in the case ofcontingent charges
countersigned after payment, be prepared in Form F. C. 26 headed 'not
payable at the treaswy', and showing the monthly total of each colwnn,
with description of each charge requiring explanation. The numbers
assigned to the sub-vouchers will be entered in detail against each item.
At the foot of the bill will be a memorandum of the number and date of
every contingent bill cashed at the treaswy and the sub-vouchers included
in each. The amount shown in the bill must be agreed with the total ofthe
White D. C. Bills cashed at the treaswy during the month. The difference,
if any, be~ een the total of a Red D. C. Bill and the register must be
adequately explained. The Red D. C. Bill will be signed by the Head of
the Office and submitted to the controlling officer with all sub-vouchers
above Rs. 10, his signature to the certificate endorsed on the bill talcing
the place ofthe smaller ones. See also rule 7-22.
(b) Ifin any l!lonth, the monthly proportion of the appropriation
has been exceeded, a report ofthe special circumstances which rendered
the excess necessary should be sent to the countersigning officer with the
detailed bill.

Note 1.- There are occasions when it is not possible to meet the charges
from the permanent advance, or even where this is possible,
there is delay in obtaining the payee's receipt, e.g. when the
payee happens to reside at a distance and the amount has to
be remitted to him. In such cases the particulars of subvouchers to follow should invariably be stated in the appropriate
space, immediately below the disbursement certificate on the
contingent bill form.

.

(a) One Red D.C. Bill should be prepared for the amounts drawn

on all White D. C. Bills in any one month, and should be headed as
appertaining to the month in which payment was actually made from the
treaswy. Several Red D. C. Bills may, however, be sent to adjust a single
White D. C. Bill when in any special circumstances the whole of the
amount ofthe White D. C. Bill cannot be accounted for in cne Red D. C.
Bill. The multiplicati.on of bills should, however, be avoided.
(b) Charges on account ofone major head only should be included

in one Red D. C. Bill.
(c) All sub-vouchers for items exceeding Rs. 10 each should be
noted with their amounts in column I ofthe Red D. C. Bill provided for
the purposes.
(d) Details ofmiscellaneous charges or other items should be fully
given in the Red D. C. Bill.
(e) The Red D. C. Bill should be submitted by the end of the
month following that in which White D. C. Bill is drawn. A certificate to
the effect that the monthly Red D. C. Bill for the White D. C. Bill or bills
drawn in the month previous to the preceding one has been submitted
forthecomtersignatureoftheControllingOfficeron. ........................should
be recorded on the White D. C. Bill presented for payment at the treasury.
On no account wili the Treaswy Officer cash a White D. C. Bill without
such certificate.
7-11. Onreceiptofthemonthly Req D. C. Bill in the office of the
countersigning officer, its figures will be transcribed in a register of the
same form as the disburser's register, with similar description ofitems
requiring explanation and the bill will then be reviewed by the countersigning
officer with sub-vouchers. Any disallowances, with the number of the
sub-voucher concerned and explanation ofthe objection, will be noted on
the bill mnin the 'Remades' column ofthe contingent register, ml theannns
shown in the register in the columm affected will be corrected in red ink ;
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the countersigning officer will then enter in the registerthe date of admisfilon
under his initials.sign the bill, and despatch it to the Audit Office direct
with the vouchers for items in excess' of Rs 1100, his signature to the
certificate endorsed on the bill taking the plaCe ofthe smaller ones.

Note 1.-The Controlling Officer should pass on to the Accountant
General duly countersigned Red D. C. Bills received from the
subordinate officers within one month oftheir receipts.
Note 2.-The term 'items' refers to the items of expenditure and not
items ofcharges, e.g. a charge for Rs. 120 for section writers
would not require to be supported by a sub-voucher if the
amount is made up ofsums paid to several individuals, none of
which exceeds Rs. 1100.
Note 3.-In the absence of the countersigning officer the examination
and countersignature of the bill may be performed by some
responsible gazetted Government servants authorised by the
countersigning officer.

7-12. In the register maintained in the office ofthe countersigning
officer the columns to the right will be written up as follows:-

That concerning the Red D. C. Bill;will show the date of its receipt.
The column for date of admission will show the date of despatch ofthe
countersigned bill. In the register maintained by the disbursing Qflicer the
entcy in this column will record the date ofrecovery ofany disallowance
or that of the countersigning officer's letter further passing a disallowed
item not yet actually recovered, any disallowance will be recorded by
each in the column ofremarks on the same line with the figure affected.
7-13. After despatch of the RedD. C. Bill totheAUditOffice, the
countersigning officer shall communicate any disallowance to the drawing
officer and its amount shall without fail be refimded by short drawing in the
next contingent bill presented at the treasury for the same department or
office. The gross amount of each sub-voucher shall be entered in such bills
and below the total shall be entered 'Deductdisallow00 fiom bill of....•....•...
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Rs...............................,and the receipt given being for the net amount
only. If, after correspondence the countersigning officer withdraws his
objection, the amount may be redrawn in the next bill presented at the
treasury by entering after total of the sub-vouchers', "Add amount of
disallowance from bill of.......................dated...................and allowed as
per................". The receipt would be for the gross amount, and the items
would be re-included in the next monthly Red D. C. Bill.
Note 1. -It will be observed that the totals in the disburser's registers
are those of amounts drawn, not of those admitted by the
countersigning officer but when an amount disallowed by him
on one detailed head is adjusted by a short charge on another
encashed bill, the actual amount for each head may be worked
out by entering the amount retrenched in black ink with a minus
sign in the column of the retrenched head on the line oftotals for
the bill in which the adjustment is made ; the forward totals will,
thus, be correct.
Note 2.-When a countersigning officer receives a Red D. C. Bill with
vouchers for sums between Rs. 10 and Rs. 1 100 missing he
should forward the bill to the Accountant General countersigned
for the amount which is supported by vouchers and take steps
to obtain the missing vouchers. On their receipt he should inform
the Accountant Gent:ral that they have been obtained and that
the bill is passed by him forthis finther amowit Theoountersigning
officer should devise means for watching the receipt of belated
vouchers aiid take whatsoever steps he can to prevent'their
being unduly delayed. The Accowitant General will keep'B watch
over bills countersigned only in part and bring the matter to the
notice ofthe cowitersigning officer concerned from time to time.
(iii) Charges Regulated by Scale

and Special Contingencies.

7-13-A. Charges regulated by scales and Special Contingencies
which require the previous sanction ofthe superior authority before they
can be incurred shall be drawn on White D. C. Bill Form F. C. 29 with full
description ofcharges and accompanied by vouchers above Rs. 1100eln
the case ofSpeci31 Contingencies the orders ofsanctioning authority must
t. Recast vidc F. D. Notification SR0-169 dated : 24-2-1982.

1. Recast vidc F. D. Notification SR0-169 dated : 24-2-1982
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be quoted ; and when expenditure for which lump sum is granted under a
special sanction, is continued over more than one month the second and
subsequent months bill shall bear a note of how much has been spent upto-date under the sanction.
(iv) Fully Vouched Contingencies
7-14 ·In the case of fully vouched contingencies, sub-vouchers for
items not exceeding Rs. 1100 should be retained in the office ofthe drawing
officer and those above that limit attached to the contingent bills in support
ofthe charges they represent.

Note.-See also note 1 below rule 7-10 (b), note 2 below rule 7-11 and
rule 7-20.
(v) Record of Contingent Expenditure

(i) Contingent Register

7-15. A register of Contingent Expenditure shall be kept in each
office, and the initials ofthe Head ofthe Office or ofa gaz.etted Government
servant to whom this duty has been delegated by him (see rule 7-32 infra)
shall be entered against the date ofpayment ofeach item.
This register will be in Form F. C. 27. The actual details such as the
number of columns to be opened, the sub-heads and detailed heads and
such further detailed classification as may be required for purpose of
control, will be settled by the Accountant General and the controlling
authority to suit the conditions ofeach department and office. As a general
rule the most common sub-heads and detailed heads may have separate
columns with appropriation noted at the top. The less important and
trivial items may be lumped together in one column, when each of the
separate item need not be accow1ted for or watched separately. Any
charge falling under any ofthe separate columns, but requiring explanation
may be described in the column headed 'Description' though the amount
of it is entered only in its special column ; and the same 'Description'
column will serve also for note ofthe month or period to which any recurring
charges (e.g. rent or wages of Pankha pullers etc.) entered in the other
column belong.

Note 1. -If more convenient, a separate register may be maintained for
each class ofcontingent charges (see rule 7-3) ·
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Note 2.-If during the absence of the Head of the Office of the
Government servant to whom this duty has been delegated,
the entries have been initialled by a: non-gazetted Government
servant, the register must be reviewed and the entries reinitialled
by the Head ofthe Office or such gazetted Government servant
on return to headquarters.
Note 3.-When any sub-vouchers which should accompany a contingent
bill are to follow a note to this effect should invariably be made
in the 'Remarks' column of the contingent register in order
that the necessity for furnishing these vouchers as early as
possible may not be overlooked.
Note 4.-The contingent register maintained under this rule gives full
information in respect of contingent charges. It is, therefore,
not necessary to prepare and preserve office copies of
contingent bills.
7-16. As each payment is made, entries must be made in the
contingent register of the date ofpayment, nanie ofpayees, and the number
of sub-vouchers in the three columns to the left, and the amount in the
proper column ;and, in the case·ofany charge requiring explanation the
initials ofthe Government servant incurring it shall be taken against the
description.

Note .-Regarding the entries to be made in the final columns, see
rule 7-12.
7-17. To enable the disbursing officer to .watch the progress ofthe
expenditure under each detailed head as compared with the budget
appropriation for it~ progressive total.of all the columns must be made
monthly, immediately after the monthly total so as to include all payments
wider each head, as alsocharges adjusted by book transfer (seerule7-30)
from the commencement of the year up to the end of the last expired
month.

The charges relating to two or more major heads are not to be
I. Recast vide F. D. Notification SR0-169 dated: 24-2-1982.

shown in one register nor included in one bill. But expenses which are
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shared in some fixed proportion between two branches ofthe same office
may, unless they are reviewed by different authorities,appear in one bill.
In such a case, the joint grant may be entered in one register only for the
purposes of control, the account of an adjustment being left to the
Accountant General.

7-19. (i) Subject to any orders or instructions issued by the
Government in this behalf, a contingent bill for payment to suppliers, etc.
which cannot be met from the permanent advance, may be endorsed for
payment to the party concerned. This procedure shall not apply to cases,
where the disbursing officer is authorised to incur expenditure by drawing
cheques on the treaswy.

(ii) Bills for Contingent Charges

7-18. (i) When it is considered necessary to draw money from the
treaswy for contingent expenditure of which vouchers cannot be readily

obtained before payment, money for the contingent expenditure may be
drawn on a White D. C. Bill (Form F. C. 28) showing in as clear a detail
as possible the expenditure to be incurred.

(ii) Whenever under the provisions ofthis rule a contingent bill is
endorsed to a private party, the drawing officer shall issue an advice to the
treasury officer concerned, giving full particulars ofthe bill. The item must
at once be entered in the contingent register and a note made to the effect
under the initials ofthe drawing officer that the amount has been drawn.
(iii) An endorsement of a contingent bill by a drawing officer in

(ii) When, however, it becomes necessary to draw money for
contingent expenditure to recoup the permanent advance or when a transfer
of charge takes place during the course ofthe month or in any case at the
end of the month a red ink line shall be ruled across the page· of the
contingent register (Form F. C. 27) the several columns added up and
several totals posted in separate bill for each class ofcontingent expenditure.
lbe Head ofthe Office or the Officer to whom this duty has been delegated,
shall carefully scrutinise the entries in the register or registers with subvouchers, initial them ifthis has not already been done and sign the bill
which will then be dated and numbered and presented for payment at the
treaswy.
(iii) The heads of contingent expenditure may be entered in

manuscript in the bill and the totals posted against them, provided that in
cases ofexpenditure requiring explanation, full details ofthe charges must
be entered in the bill, except when they are given in the sub-vouchers sent
to the Accountant General.

Note.-When the permanent advance is running short a demand may be
presenred in excess of the balance ; this item too should be
entered in the register and included in the bill, the number given
being that which the sub-voucher or sub-vouchers will bear when

payment has been made.

favour of a messenger is not an endorsement for the purpose ofthis rule.

Note.-Endorsements will in all cases remain current for three months
only, counting from the date ofissue. In the case ofbills issued in
the last quarter of the year, however, an endorsement should be
entered to the effect that the payment orders will lap.se unless the
bills are cashed by th~ end of March.
1

(iv) Notwithstanding anything contained in this rule, the system of
endorsing contingent bills to privale parties shall be dispensed with. Bills
up to Rs. 1000/- shall be drawn and disbursed in cash by the DePa!tmentaI
Officers. Bills above Rs. 1000/- be paid by the drawing and disbursing
officer through Bank Drafts at the expense ofthe payee. The Bank Drafts
shall be obtained from the Jammu and Kashmir Bank only, being bankers
to the Government and dealing with cash ofall the Treasuries.
7-20. When, in paying rewards to informers, or in any other case,
it is not desirable to disclose the names of payees, a certificate in the
hand-writing ofthe disbursing officer to the effect that the payment has
been duly made, shall be submitted to the Accountant General in support
ofthe payment in lieu ofthe payee's receipt ordinarily required.
I. Inserted vide F. D. Notification SRO-SS6 dated : 17-12-1987.
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7-21. All charges actually incurred must be paid and drawn at
once and under no circumstances may they be allowed to stand over to
be paid from the grant of another year. Money must never be drawn
unless it is wanted for immediate disbursement. ~drawal ofthe whole
or part ofthe budgeted grant in a lump sum or otherwise in anticipation of
demands for expenditure likely to be spread over some months or not to
be incurred till after some weeks have passed, or to prevent lapse of
budget grants is strictly prohibited and must be avoided as the most :frequent
source of fraud and losses and protracted correspondence about
adjustments.

7-24. The amount and date of each White D. C. Bill drawn must
be recorded clearly on pages set apart for the purpose in the contingent
register to guide the disbursing officer in finally and fully adjusting each
one in proper time. Amounts unspent and refunded in cash must be entered
on the expenditure side, quoting number and date ofthe treasury receipt,
to balance the account for each White D. C. Bill.

7-22. Any unexpendedbllarr.eof11XJ11eydrawnma WhiteD. C. Bill
must be refunded into the treasury on a simple Arzirsal (Fonn F. C. 2)
quoting the date and amow1t of the White D. C. Bill on which it was
drawn. Money should be refunded in this way as soon as it is found that
the expenditure must be postponed or is unnecessary, e.g., an officer is
allottedRs.250/-for repair to building. He draws Rs. lOOonwhiteD. C. Bill
and buys material for Rs. SO and spends Rs.25 on labour when Silow
falls and stops the work. The unspent balance of Rs. 25 should at once be
refunded in cash unless it can be spent simultaneously on some other
sanctioned object. The balance of Rs.175/- can be drawn later when the
season allows the work to be recommenced.
In such a case it would be irregular :-

(a) To drawthewboleamountofRs.250atonce because it could
not all be spent within a short time.
(b) To retain the unspent balance of Rs. 25 in hand till the work is

recommenced.
7-23. The practice of giving lump advances to contractors and
others is very undesirable and should be stopped ; prompt payment for
the completed work or for as much as has been completed is ordir..arily
quite sufficient to secure satisfactoi, work for State requirements.

(vi) Preservation, Cancellation and Destruction of SubVouchers
7-25. The following rules for the prevention ofthe fraudulent use of
sut>-vouchers should be observed by all Drawing and Disbursing officers
m the matter ofcancellation and destruction of sut>-vouchers :(i) Unless in any case it is distinctly provided otherwise by any

rule or order, no sub-vouchers may be destroyed until after a lapse of3
years. This will generally apply to sut>-vouchers between Rs. 10 and Rs.
1
100 which are to be preserved till these are audited by the outside Audit
Department ofthe Accountant General's Office and inspected by Accounts
Organisation ofthe Finance Department.
2(ii) Every sut>-voucher whether it is retained in the office by the
drawing officer or is sent to the audit office or to the Controlling Officer
shall be cancelled by means of a rubber stamp or by an endorsement in
red ink across the voucher, the cancellation being initialled and dated by
the officer authorised to draw the contingent bills of the office. The
cancellation should be made at the time when the contingent bill in which
the sut>-vouchers are included is actually signed.
3[{iii)

Deleted].

(iv) In all cases in which sub-vouchers are not required to be
submitted to the Accountant General or the controlling officer, the drawing
officer should after ~nal check certify on the bill that sut>-vol.!chers
other than those attached to the bill have been so defaced mutilated or
destroyed that they C2.nnot be used again. Destruction ofvouchers in any
case is subject to the provisions of sut>-rule (i) above. 3(Deleted].
I. Rcctit vidc F. D. Notification SR0-169 dated : 24-2-1982.
2. Recast vidc F. D. Notification SRO 399

dated : 9-9-1981.

3. Deleted vidc F. D. Notification SRO 399

dated : 9-9-1981.
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Note :-1[Deleted].
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to travel to a distant place his fare must sometimes necessarily
be advanced :from this amount.

(vii) Permanent Advance

7-26. Pennanent advance may be granted to officers who may have
to make payments before they can place themselves in funds by drawing
. on the treasury.They are subject to the following rules :2 (i)

The amount of the advance will be fixed by the Finance
Department.

(ii) (a) As these advances involve the pennanent retention of

mpney outside the treasury they must not be larger than what
is absolutely essential.

(f) The holder ofa pennanent advance is responsible for the safe
~ustody of the money placed in his hands ; and he must at all
t1mes be ready to account for the total amount ofthe money.
'(g) In the~ oftransfer ofcharge and yearly on 15th April, each

officer, m whose favour the pennanent advance is sanctioned
shall send an acknowledgement ofthe amount due :from and
acco~table ~or by ~Ifas on 31st March preceding, to the
authonty which sanctioned the pennanent
and to the
Accountant General. The sanctioning authority will maintain
suitable record to watch receipt ofsuch acknowledgements.

advanee

(h) In respect of a newly created office in which case monthly
(b) The advance should be based on the average monthly contingent

expenditure ofthe office for the preceding twelve months.
(c) Nonnally it should be assumed that the advance would be
recouped at least twice a month, so that amount sanctioned
should not exceed half the amount of the average monthly
contingent expenditure.
(d) These advances should not be multiplied unnecessarily. An
officer's advance should meet the needs of every branch of
his office. Ifhe has subordinates who require petty sums, he
should spare a small portion ofhis own advance for their use
rather than apply for separate advances for them, taking
acknowledgements :from them in the same way, as he himself
furnishes acknowledgements to the Accountant General and
retaining them in his office.
(e) The advance is intended to provide, on the responsibility ofthe
officer entrusted with it, for emergent petty advances of all
kinds though it is seldom that they will be needed for other,
than contingent charges; thus, ifan inferior servant is required
1. Deleted vide F. D. Notification SR0-399 dated : 9-9-1981.

average expenditure cannot possibly be known, pennanent
am:ance may~ ~oned on adhoc basis for one year subject
to its regular1satton after that period. At the time of
regularisation the average expenditure of the office for the
period ofpreceding year will be checked and the adhoc amount
increased or reduced, as may be required under the prescribed
nonns. The amount ofadhoc advance in such cases will be as
under:{i) Officers up to Tehsil Level

Rs.

50.00

(ii) Officers at District Level

Rs.

150.00

(iii) Officers at Divisional Level

Rs.

200.00

(iv) Officers at State Level

Rs. 300.00

Adhoc advance will be sanctioned by the Finance Department and
will be valid only for one year :from the date ofestablishment ofthe newly
created office.
(i) Applications for the revision of a permanent advance must be

su~tted to the Finance Department by the subordinate offices, through

their Head of Department and by the latter through the Administrative
Department. These should be accompanied by a statement showing tnonth

2. Recast vide F.D. Notification SR0-686 dated : tS-t0-1976 with Corrigendum No. AIKO

(63)-13Sl dated : 24-9-1979.

l. Recast vide F.D. Not!l'ication SR0-344 dated : 27-7-1984

'
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by month for the preceding twelve months and amowit ofthe contingent
expenditure incurred with classified details of items ofexpenditure.

bill, he must post the amowit ofthe work bill in his contingent register, and
include it in the forward total, in order that he may agree the forward total
with that shown in the statement of account of his contingent bills. In the
u·~ister of the countersigning officer, where such a register is kept, the
amount of such a bill must in like manner be separately entered. Such
invoi~ shall never be retained by the countersigning officer.

7-27. When contingent expenditure is met from the permanent
advance, and a White D. C. Bill is to be drawn to recoup the advance,
the Contingent Register must be totalled and the amowit drawn on the bill
entered in red ink, so that (added to the balance in hand) the total
amowit ofthe permanent advance may be made up by the recouping bill.

(x) Responsibility of the Drawing Officer

7-28. Practices which lead the advances ofmoney from permanent
advance for which final vouchers cannot at once be obtained, and which,
therefore, cannot be promptly recouped on a fully vouched bills, are
irregular and must be avoided.
(viii) Inspecting Officer's Bills

7-29. An inspecting officer who is not authorised to take advances
on account of office contingent charges should provide himself with a
portion of his permanent advance, and recoup himself from time to time
by presenting at the different treasuries White D. C. Bills, in the ordinary
form. In the case .ofcountersigned contingent charges, one Red D. C. Bill
may adjust money drawn at more than one treasury, details of places of
payment ofthe several encashed bills, as well as their dates and amowits
being noted at foot of the bill. But the amounts drawn must be taken as
final payments and not as advances.
(ix) Inter Departmental Transfers

7-30. In the case of work done by a Government factory [(such as
Jail or Workshop as also in other.cases in which inter-departmental
adjustments are permissible (see Appendix 3)] theofficerincharge shall, if
the adjustment is to be made by book trausfer, prepare a11 invoice of the
quantity and price of the work done and forward it in triplicate to the
officer served who, on approving the invoice, will countersign all and return
one copy to the supplying officer, another copy he will file in his own
office, and the third he will attach to his contingent bill for the current
month, noting the amount in the statement of accowit at foot in order to
work out the available balance of his grant, but not including it as a
disbursement among the charges of his bill. Before despatching his monthly

7-31. The responsibility of drawing officers is determined by the
provisions ofnile 2-48. The drawing officer is fintherresponsible for seeing
that the rules regarding the preparation of bills are carefully observed and
that in the case of contract contingencies, the expenditure does not cause
any excess over the amowit fixed therefor. He is also to see that all steps
have been taken with a view to obtaining an additional appropriation ifthe
original appropriation has either been exceeded or is likely to be exceeded.
7-32. Where there is more than one gazetted Government servant
attached to an office, the Head ofthe Office may delegate to a gazetted
Government servant subordinate to him the immediate responsibility for
the supervision of the contingent bills and registers and checking and
c.celling the vouchers. The delegation ofpowers will not, however, relieve
the Head ofthe Office ofthe responsibility of seeing that the grants placed
8t his disposal are disbursed in a proper manner and under due authority.
The control of expenditure rests chiefly on him and it is important
that he should make use ofthe authority delegated with due caution.

Note.-The disbursing officers are responsible for checking expenditure
in cases where an annual limit is imposed on their spending powers.
In such cases the disbursing officer should furnish a certificate
either on the bill itself or separately, whenever such a charge is
sanctioned or incmred, that the total charges so far incurred during

the year do not exceed the prescribed limit.
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(xi) Responsibility of Controlling Officers
7-33. (a) The countersigning officer shall be responsible for seeing
that the items ofexpenditure included in a contingent bill are of obvious
necessity, and are at fair and reasonable rates ; that previous sanction for
any item requiring it, is attached, that the requisite vouchers are all received
and are in orJer ; and that the calculations are correct ; and specially that
the grants have not been exceeded, or are not likely to be exceeded and
that the Audit Office has been informed either by a note on the bill or
otherwise ofthe reason for any excess over the monthly proportion ofthe
appropriation. If expenditure be progressing too rapidly, he should
communicate wiih the disbursing officer, and insist on its being checked.
(b) It should however, be remembered that the appropriation under
any unit ofappropriation may be intended to cover expenditure on a number
of distinct and individually important objects or classes of expenditure
e.g. 'purchase and repairs of bicycles' and 'Stationery local purchases',
'Hot and cold weather charges', 'Office expenses', etc. A controlling
officer cannot control the expenditure under such a unit effectively nor will
he be in a position to forecast the future needs with accuracy unless the
more important details or items grouped under the unit are individually
controlled and this is particularly true in the case of charges like
contingencies which are fluctuating and not fixed. Further, as contingent
expenditure may ordinarily be incmred within an allotment without higher
sanction, viz, countersignature, and as it is only in certain specified cases
that a higher sanction, viz, countersignature, scales of expenditure etc,
have been prescribed, there are no means of seeing, in the majority of
cases, that the expenditure is necessary, is economical and so on. It,
therefore, follows that one effective way by which waste can be kept
down isto regulate the importantllxlividual details UI¥ler a unit by distnbuting
the appropriation among each of them, the less important items being
lumped together. The spending officers should be required to confine
expenditure to this distribution.

(c) The Contingent Register prescribed in rule 7-15 is designed,
among others, for this purpose and affords the means by which expenditure
on important items ofdetails under any unit can be separately watched. A
controlling officer should arrange to get monthly statements ofprogressive
expenditure compared with allo1rr1ents under the details or items for which
a specific appropriation or allotment has been made by him. Ifthe
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i.·xpenditure is progressing too rapidly, he should instruct the disbursing
onicers to curtail it to the extent necessary.
(d) The duty ofcontrolling expenditure under the details subordinate
to a unit of appropriation rests entirely on departmental officers.

(e) In the case of contingent charges which are subject to
countersignature, the countersigning or the controlling officer, besides
exercising the checks described above is in a position to scrutinise the
charges in further details and should see that the charges in the detailed
hills are necessary ~d economical ; that prior sanction for any item
wherever necessary is attached ; that the requisite vouchers are all received
and are in order and that the calculations are correct.
(f) As regards contingent charges which do not come up for
countersignature, the controlling officer should, besides exercising the
control contemplated in sub-paragraphs (a) to (d) above, scrutinise, during
local inspections the Contingent Registers maintained in the offices under
his control and satisfy himself generally, as regards the necessity for the
correctness of rates, competency of sanction, etc.

(xii) Special Rules relating to certain
Types of Contingencies

7-34. This part contains special orders relating to certain item of
contingent expenditure. The special powers delegated to the various classes
of officers to incur such expenditure are given in the J&K Book of
Financial Powers.
1.

Advertisements

7-35. (a) Except where otherwise provided by any general or
specialorderofGovemmentinthelnfonnationDepartmentinanyparticular
case, the Infonnation Office ofthe Government will be the Central Office
for the is&Je ofall official advertisements and it will seclll'e standing contracts
for advertisements space in the various newspapers approved by
Oovcnunent from time to time.
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(b) The Head of Departments, Secretaries to Government and all
other officers desiring to have official advertisements published, will send
their advertisements to the Director oflnformation or any other officer of
his Department nominated by him in this behalf.

(c) No payment should be made direct to the papers on account of
advertisements published in them except on bills certified by the officer
concerned ofthe Information Department. Such bills should be supported
by th~ newspapers cuttings containing the advertisement.
1

Exception 1.-The Public Service Commission may get
advertisements in newspapers outside the State published and paid for
directly without a reference to the Information Department.
2

Exception 11.-The Director, Institute of Medical Sciences may
release advertisements to the Press directly without routing through the
agency of Director Information Department.

2.

3. Anti-Rabic Treatment
7-37. For rules relating to anti-rabic treatment see Appendix (4)
ofthis Code.
·

4. Bicycles
'7-3 8. Bicycles for use in Government offices will be purchased from
the dealers approved by Government in the Stationery and Supplies
Department which will also lay down the particular make or makes ofthe
bicycles to be purchased during a particular period and the life period
ftreacll such type of bicycle. The payment should be made to the approved
dealer only after · the bicycle examined by the Stationery and Printing
Department wi=proved sample stocked there and after getting the
firm's bill verified by that Department.
The Head ofan Office may have a bicycle supplied to his office,
repaired locallyor at the nearest repairing centre. Ifrepairs required to
the frame ofa bicycle including transit charges would cost so much that in
bis opinion it would be more economical to purchase a new bicycle, he
sllould immediately take steps for its condemnation with the sanction qf
Government in the Stationeiy and Printing Department. The purchase ofa
fresh bicycle should also be made from an approved dealer.

Allowances to Jurors or Assessors

5. Camp Equipment
7-36. This is regulated by rule 14, Chapter XXI of the General
Criminal Rules for the guidance of Courts, according to which a fee up to
Rs.8 per diem each;is allowea to assessors for atteriding Courts in session
cases by debit to 2014-Administration of Justice, Civil and Session»
Courts-Other Charges-Witness Expenses.' Provided that where the
trial is likely to last for more than three months, the Government may
enhance the amount of subsistence allowance to a sum not ecceeding
rupees twelve per diem. A payment made by a Court should be supported
by a certificate attached to the contingent bill, that it is in accordance with
the scales and conditions prescribed in the rules and orders of the High
Court.

Note.-The enhanced rate up to Rs. 12 per diem Will be allowed from
the commencement ofthe trial subject to OJders ofthe Government
in each case.
I. Inserted vide F. D. Notification SRO-Sl9 dared: 27-12·1~6S.
2. Inserted vide F. D. Notification SRD-406 elated : 28-7-1979.

7-39. Departments in which the Executive Officers have to tour in
out of the way places where there are no means of shelter such as rest
house and dale bungalows, should make their own arrangements for supply
oftent equipment. Government in the Department concerned will specify
the officers entitled to camp equipment and the scale for each. No camp
equipment shall be issued for tours in illaqas where rest houses and dak
bungalows or similar other accommodation is available for shelter.

6. Carpets
7-40. Carpets can only be purchased with the sanction of the
Government for use in the offices or residences of Ministers, Deputy
Ministers, Presiding Officers and High Government Officials only but
purchase of costly woollen ~ts should be allowed only in very rare
and exceptional cases.
·

7. Conveyance Hire to Non-Gazetted or Inferior Government
Senants

7.-41. For rules under this head see explanation under article 331

Jammu and Ka.Wnir Civil Service RegUlations.

·
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8. Dak--Carriage of

7-42. (a) ( l) It is irregular to send dak regularly through an agency
other than the post office. There is, however, no objection to (i) sending
of individual urgent communications from one place to another by special·
messenger, and (ii) sending letters by orderlies from one office to another
in the same station.
(2) When office dak is sent to an office in another station of at a
considerable distance in the same station through an orderly or messenger
instead of by post, charges on account of conveyance ifany, may be paid
and charged to the contingent grant ofthe office concerned, provided the
head of office certifies that the expenditure was actually incurred, was
unavoidable and is within the scheduled scale ofcharges for the conveyance
used.
(3) Where office dale is canied by a special messenger, transmission
ofswnmorls and letters addressed to various persons for deliveiy, in bags
containing office files is inadmissible.
(b) In offices where special means of conveyance such as motor

cycles or scooters are provided for carrying ofurgent and important daf,
the use ofthe conveyance will be made on really urgent occasions and in
the most economical manner, proper record being maintained ofthe dak
delivered through the motor cycle orderly and proper account being kept
ofthe maintenance and running charges ofthe conveyance.
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I0. Electric Installations.
7-44. State P. W. residential buildings will be wired at the cost of
P W D. and the fittings treated as part and parcel of furniture. Recoveries
on account ofrental offittings will be made by the P. W. D. along with the
mctioned rent of the building at 15% of the capital cost ofthe fittings in.
thL case ofbuildings let out to priv&e individuals and at S°/o of the aforesaid
1..1 >st for those occupied by Government servants other than those enjoying
the concession ofa rent-free house (see article 55-B Jammu and Kashmir
C'ivil Service Regulations).All charges for the renewals, repairs of fair,
wear and tear and additions will also be borne by P. W. D.
Note 1.-The right of purchase conferred by rule 24 of the Jammu and

Kashmir Electricity Rules S. 1995 does not apply to installations
in State residential buildings.

Nole 2. -Non-residential buildings are wired with the sanction of
Government in the Department concerned.
11.

7-45. The sanction ofcompetent authority for the purchase ofany
article carries with it sanction for incurring the necessary frieght charges
also, provided that the costt>fthe articles including frieght is within the
llDCtioning power ofthe authority that sanctions the purchase.
Charges for demurrage should not ordinarily arise. If in any case
the Head of the Department is satisfied that the amount payable is
unavoidable, he may sanction payment up to Rs.50 in each case.
12.

9. Decoration of Government Buildings

,,
tt

7-43. Expenditure incurred from State revenues on the decoration
ofGovernment buildings, etc., on ceremonial occasions and the like, as
for instance on the visit of a distinguished personage, Independence
Day, Republic Day, may be charged to the contingent grant ofthe office
incurring it

Freight and Demurrage.

Furniture

7-46. (I) Furniture for Government Offices or Institutions will be
purchased only with the sanction of competent authority and subject to
the rules laid down in Chapter VIII (Stores). It will be the duty of the
I lead ofthe Department to see that no extra furniture than is absolutely
necessary in an office or institution under his control is purchased and that

no furniture is utilised by any Government servimt for his private use.
Government may lay down the scales, design and quality of furniture for
the.· various officers or classes ofofficers and subordinate staff, generally
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or in a particular case, in respect of articles like tables, chairs,
screens, dressing almirahs, dwries, clocks and time-pieces, electric heaters
and table-fans etc., and no deviation from such scales will be made except
with the sanction of the Head of the Department who will accord his
sanction on the merits of each case and when the necessity for such extra.
articles is established.
(2) Eveiynew building oonstructedby the Public Works Department
is (if estimated for) provided by that Department with fixture including,
when necessary, record racks, shelves.fans or Pankhas etc., but the
repairs ofthese fixture, except in the general repair ofthe building, are not
chargeable to the Public Works grant. Consequently such special repaiJ:s,
together with the purchase and repair of furniture not comprehended in
the preceding fixtures, should be paid for by the department concerned,
and be charged in the contingent bill. The repair offurniture where supplied
by the Public Works Department fornew office buildings under the orders
ofthe competent authority will be similarly charged.
(3) (a) The Chief Secretary to Government or such other officer
as may be specified in this behalf by the Government will be responsible
to stock, purchase, issue and execute repairs, to the furniture articles of
the various branches of the Civil Secretariat of the Government. This
responsibility will be discharged through the Estates Officer who is directly
incharge of Central Furniture Stores. The stocks of the Secretariat already
transferred to the Estates Officers by the various branches ofthe Secretariat
will be entered and recorded in a register to show the articles so received
and their disposal and other necessary details.
·
(b) The Central Furniture Stores will also arrange furniture for such

offices located in the okl and new Secretariat premises or even outside
those premises as may be specified by Government in this behalf and it
will be laid down in the order whether the purchase and issue of such
articles will be done by the Central Furniture Stores in the same manner as
that for the Civil Secretariat or whether such offices will make payments
for the furniture so supplied to them and any repairs thereto, in which case
the Central Furniture Stores will have the same role as that of a private
supplier.
.

(c) The Estates Officer, as incharge Central Furniture Stores will
maintain a proper and complete record of the articles purchased for the
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:stores or manufactured therein and their issue, disposal etc.
(4) In the case of the Civil Secretariat and offices for which the
purchase and issue of and repairs to furniture is centralised in the Central
Furniture Stores, the Head of the office concerned cannot incur any
expenditure for such purchases or repairs and any such expenditure incurred
wi 11 be treated as unauthorised.
Note.

-The Chief Secretary to Government will be the Head of the
Department for the .Central Furniture Stores.

13. Government Gazette-Subscription to
7-4 7. (i) Subscription to Government Gazette by Offices and
lnstitutions can only be made with the sanction of Government in the
Administrative Department concerned where such sanction has been given
fresh sanction for continuing .contributions from year to year will not be
necessary.
(ii) The following procedure should be followed in.subscribing to
and making payments for the Gazette:( 1) The Government Gazette will be supplied to all Government

Offices and private subscribers alike against payment ;
(2) The annual subscription for one copy ofthe Government Gazette
will be Rs. 63 (including binding but excluding postage charges);
(3) The Gazette will be printed and priced by parts in the manner
detailed in the Annexure A to this Chapter which also gives the price
schedule and the subscribers will have option to subscribe to the Government
Gazette as a whole or by parts ;
(4) Government offices subscribing to the Government Gazette
will pay their annual subscription out oftheir office contingent grants and
maintain a proper record of the receipt and disposal of Gazettes in the
Register of Gazettes-Form F. C. 44.
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(iii) The expenditure on the printing ofthe Government Gazette will

be met from the funds provided for the purpose in the Stationery and
Printing Department and the receipts realised byway ofsubscription should
be credited to the account head 0058 Stationery and Printing, Sale of
Gazette and other Government publications'.

Provided that when such Medical Officer is subsequently required
to gJVt' evidence in a Court ofLaw stationed at the headquarters of the
Medical Officer in connection with any such examination he or she shall
not be entitled to any remuneration in addition to the fee mentioned above.
If he 1s required to proceed more than 13 K.Ms. beyond the limits ofhis
1ution travelling allowance, ifany, admissible under note 3 to article 358
I unmu and Kashmir Civil Service Regulations should be paid.
16. Postage and Telegrams

14. Jeeps and Vehicles
7-48. Rules regulating the use ofjeeps and vehicles by Government
servants in different departments ofthe State are regulated by the orders
ofthe Government passed in this behalf from time to time (see rule 18.;.23
and Appendix 13).
15.

Medical Officer Fees etc.

7-49. Medical Officers may, for post mortem and medicolegal
examinations be allowed fees as below irrespective ofwhether or not they
are required to give evidence in a Court in connection with such
examination. Such fees are admissible only in cases in which the State is
not a party but are referred to for such examination by the Police or a
Court at the request of a party and are payable by such party at the
following rates. When the examination is conducted by the Medical Officer
during the time which would otherwise be employed in the service ofthe
Government, or when any such examination is conducted by him beyond
the hours ofhis duty in a Government hospital, or laboratory, thetotal fee
should first be paid into the Government Treasury, but the authority having
power to sanction the appointment may grant to the Medical Officer
concerned such portion ofthe fee realised as it may deem suitable, provided
that the fee credited to the Government shall not be less than 60% of the
amount realised. The share of the Medical Officer will be subsequently
drawn on a refund bill : -

Superintendent Civil Hospitals, District
Medical Officers and Medical Officers
oflikerank

...Rs. 50 per examination.

Assistant Surgeons

... Rs. 16 per examination.

10

7 ·SO. (Q (a) Payments for postal commission on money orders
I Wllue payable parcels can be passed as ordinary contingent charges,

unles!- in any case, the Accountant General considers sanction of the
l

iovemment necessary.

(b) No charges shall be entered in any contingent bill for any postage
•lamps required for letters or other articles to be sent to foreign countries
other than British possessions. Receipt from the post office will not be
tecessary for the service postage stamps used. A proper receipt should,
however, always be obtained from the treasury for the service postage
t unps which are purchased.

Note.-See also rule 2-56 of this Code.
(c) Whenever the cost ofan establishment is divided between two
heads, the charges for service postage stamp, shall be divided in the same
proportion.
Telegram Charges
(II) (a) 1State telegrams should be booked at combined offices
(offices which do postal as well as telegraph business) or at a Departmental

f e:legraph Office (offices which do not do postalwork) and the telegraph
charges paid in cash. State Government offices may, ifthey so desire for
convenience sake, open credit accounts with the Cen1ral Telegraph Office
or such other combined offices which are authorised in this behalfby the
posts and Telegraphs Department. Under this system the telegrams can
be handed in without any pre-payment and accounts adjusted with the
telegraph office ofthe combined offices as the case may be on preferring
the bills by the later fortnightly.
I

Rrcut vidc F. D. Notification SR0-162 dated:14-4·l966.
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Confirmatory copies of phonograms when forwarded by the Posts
and Telegraphs Department along with their charges due on them shall be
paid in cash except at stations where such charges are collected through
Trunk call bills.

(v) As there is every apprehension of fraudulent use of these cash
rt ceipts any time, tlie drawing and disbursing officers should be careful to
that these vouchers are, as in the case of all other vouchers below
I~ I 0 entered in a separate register maintained for the purpose. and the
words "Destroyed by me" recorded by him in the register below such
vouchers, every time he signs a bill in which such transaction appear. He
wi 11 simultaneously destroy or deface the vouchers in a manner that they
mnot be used again.

(b) The following accounting procedure in respect ofcash payment
of telegraph charges shotild be adopted:-

(i) The Office Nazir or the Cashier, as the case may be, will advance
on proper receipt out of the permanent advance money with him.such
an amount to the despatcher as may be necessary for a week's
needs for such cash payments. The despatcher will maintain in the register
Form F. C. 29 a proper account of cash payments made by him for
telegrams issued, close the same at the end of each week or earlier, if so
necessary and get the advance recouped from the Office Nazir/Cashier
after the register is checked carefully, as in case of other cash vouchers by
a responsible officer not below the rank of an Office Superintendent/
Head Clerk, with the receipt furnished by the Posts and Telegraphs
Department.
(ii) The Office Nazir/Cashier will record such cash payments in the
contingent register underthe column meant for sub-head 'Postage and
Telegrams', as also in the cash book when he will enter cash book item
No. in colwnn 7 of the register with the despatcher Form F. C. 29. He will
then number the vouchers as in case of other cash vouchers.
(iii) The procedure for reimbursement of such charges from the
treasures will be the same as is laid down in section V of this Chapter
(rules 7-15 to 7-25).
1

(iv) The accounting pMcedure as indicated above shall also apply
to such offices as open, credit accounts referred to above except that no
cash shall be advanced to the office despatcher. In such cases the register
will be maintained by the despatcher and after receipt ofthe bills from the
Central Telegraph Office or the combined offices as the case may be,
these shall be verified with the entries in the register and the telegram
receipts and payment made in usual course by drawing the amount on
contingent bills debiting the same to sub-head "Postage and Telegrams".
I. Inserted vide F. D. Notification SR0-162 dated : 14-4-1966.

(c) State messages may be classed as 'express' or 'ordinary' at
the discretion ofthe sender. The following general principles are prescribed
for the guidance of Government servants, who should also bear in mind
the necessity for keeping expenditure on telegrams as low as possible :-.
(i) A telegram should not be sent where a letter would serve the
'Ulil'le purpose equally well.
(ii) State telegrams should, as a rule, be sent in the 'ordinary' class.
(iii) Messages should be classed as 'express' only in cases of great
mergency and in cases where the despatching Government servant
~nows that the line is blocked and considers his message sufficiently
important to take precedence of ordinary traffic.
(d) State telegrams should, except when extreme precession is
important, be expressed in as few words as possible; and mere auxiliary
or connective words which can obviously be filled in by the receiver should
be omitted.
(e) Books oftelegram form required for official use may be obtained
on payment from any principal telegraph office.
(f) Foreign State telegrams can be issued only by Government
servants who have been specially authorised to do so. A list of such
<iovernment servants is given in the Indian Telegraph Guide.

(g) If a Government servant not entitled to send a Foreign State
telegram finds it necessary in the interests ofthe public service to do so, he
'ihould send the messase throush some hi sher authority empowered to
•~ ..;uc such telegrams.

1:>0
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17. Printing
7-51. No Government printing work should be entrusted to private
presses unless the Government presses express their inability to lllldertake

.Secretary State Board of Technical Education shall be
competent to lllldertake the printing ofquestion papers fiom
any press outside or inside the State 2(xxxxxxx) without
inviting tenders.

'I

the work concerned. A certificate to this effect shall be obtained by the
officer concerned fiom the Head ofthe Stationery and Printing Department
before the work is got executed through a private press and after obtaining
competitive rates as a result of invitation oftenders. The certificate ofthe
Head ofthe Stationery and Printing Department shall be attached to the
bill for payment of the cost of printing. of the work at a private press.
This rule may, however, be relaxed in any particular case by
Government in the Printing Department where it is satisfied that the material
to be printed is of such a character as cannot be properly printed at a
Government Press or its printing at a private press will be conducive to
more efficiency and promptness. Such pennission may, for example, be
given in case of Offices and Institutions located outside the State or in the
case ofbig Industrial and Commercial concerns, where quality and speed
are very essential fiom the point ofview ofthe efficiency ofsuch concerns.

Note 1. The Principals of Government Colleges are authorised to get
the House Examination Papers printed at presses outside the
State.

Note 2.-The Assistant Director Research and Publication may assign
printing and binding work to private presses and binders only
in case:(i) Government presses cannot undertake execution of this work; or
(ii) theycannot guarantee timely delivery ; or
(iii) the rates charged by them are higher than those ofprivate presses.

In cases in which the work is entrusted to private presses, the rates
determined and obtained on the basis of competitive tenders will be
approved by the Director of Education, in consultation with the Head of
the Stationery and Printing Department.

This shall be deemed to have come into effect retrospectively
from the;: date ofcreation of the Board.]
1

(J/

' 4.-Th.e Chairman of the Public Service Commission, or any
other member or the Secretary nominated by him may get
question papers, for different examinations (conducted by
the Commission) printed without calling for tenders.
18. Publications
7-52. (1) Supply ofcopies ofproceed official publications ofthe

ntral Government to the State Government and vice versa;

(i) 4 Unless otherwise provided in these rules State Government
publications shall be supplied to the Government of India and their
publications obtained through the Secretary to Government, General
l)epartment (Pol. Section) at a 25% discount by book debit instead of
dSlt payment on reciprocal basis. On the same reciprocal basis no debit
will be raised, by either Government ifthe amount ofa single book debit
voucher does not exceed Re. 0. 25 P. This arrangement shall not, however,
apply to those publications for which an annual subscription is fixed or
when a fixed deposit is entertained annually.
4

Exception.-State Government Publications shall be supplied to
the A. G. J & K free of cost according to his actual rquirements.
I lnacrtcd vide F. D. Notification SR0-23S dated : 18-S-197C.
Deleted vide F. D. Notification SR0-178 dated : 12-S-1971.
ln1erted vide F D. Notification SRO-S23 dated : 6-10-1980.
1,

rt 'd vidc F. D. Notification SR0-238 dated : 30-S-1966.
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(ii) The following further procedure shall be adopted in obtaining

this ~~17y be debited against the monetaiyallotment of

Govemmentoflndia publications:(a) Supply shall be made by the Manager of Publications,

Government ofIndia Publications Branch, Civil Lines, Delhi, on indents
fiom officers ofthe State Government received by him through the Secretacy
to Government, General Department (Political Section) who will be the
Co-onlinatingAuthority for indenting ofGovernment oflndia publications.

or

(b) All indents in the form given below should be passed on through
the Secretatyto Government, General Department, viz., the Co-ordinating
Authority, to the Manager ofPublications, Indents which are not received
through that authority shall not be complied with.

•(b) Necessmydebitmay be raised agaimtthis Minisby/Department
by book adjustment through the...............................................(Dame of

Accounts Officer) under the head:-

(c) Every indent shall state prominently :'To be supplied on Book Debit'
Form of Indent for Publicatiom
(N. B.-This space is reserved for use by the PtlblicatiOns Branch).

Department against whose Monetary
allotment the cost is debitable............. .

YolD'S mithfully.

Account No ..............................
S'tation. ...........................Indent'*· ..............Da.ted....•.••..•..•.....

To
The Mmftger of Pul1rications,
Civfl Lines. Delhi- 6.

(Fhrough.. ........................... _•••••••..•.•)
Sir,
Please arrange for the supply of the priced publications noted
on th.e reverse to.. ............................................................................ .

(d) A Book Debit voucher in duplicate specimen overleafshall
accompany each supply. One copy ofthe voucher duly accepted, shall be
sent to the Accountant General. The adjustments shall be camed out by
the Managerof I:"hlications through thepayandAocountsOffica-, MinistJy
of Works, Housmgand Supply, New Delhi, with the Accountant General.
•For paying departments

only.

IOU

Govemmentoflndia, Central Publication Branch
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BOOK DEBIT
Book No.

B.D.

(Reverse side of the "Book Debit" Form)
B.D.

Voucher No.

Your Order No.

"One copy of the B. D. Voucher is required to be
sent to your Accounts Officer duly accepted"-

Despatched

Forwarded to
Dated

Diary No.

Prepared by

(l)

Head of charge (Major, Minor, Detailed Head, Primary
and Secondazy Unit).

(2) Month and year to which the charge relates.

. drawn to the Remarks on reverse
Attention 1s
(3) Designation of the Accounts Officer by whom adjustable.
Symbol No. or Title of books

No.of Rateper Amount
copies copy

P.

Rs.

Rs.

P.

(4) Name of the Province to which debitable.

2. If packets or parcels are not received on due date, enquiry

1helocalofiice~1irclelivay '

shouldbeimmediaie!yimtjlulild widi
and this office infonned accordingly.

No....................... Dated: ................ ..

Items shown in this voucher have been duly received and details
above duly filled in
Signature.

-

-

Designation.
I

Manager of Publi~tions,
Civil Lines, Delhi-6.

N. B.-Thfs1brm should be used with suitable modifications
when supply ofState Publications is made by book
transfer to the Central Government.
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(t) In respect of recurring publications,new requisitions for the
supply of such publications, which is considered desirable to continue,
shall be forwarded by the Indenting Government servant direct or through
the Co-ordinating Authority, as the case may be, so as to enable the
Publication Department to consider whether any restrictions in the number
ofpublications is necessary.

The Government, all Heads of Departments and all
Government servants to whom the power to purchase books and
newspapers or other publications has been delegated should make their
own arrangements direct with agents or publishers for the supply of such
newspapers, periodicals and books as may be required for their use and
for the use ofGovernment servants subordinate to them. The purchase of
publications published in Europe should, ifthey are not available from !11e
Indian Branches, ifany, ofthe publishing firms, be made th.-ough the High
Commissioner for India as far as possible, as this will lead to substantial
economy.

(g) .Only Class I Officers are authorised to purchase nonrecurring publications of the Central Government for official use on
a commission of 25 per cent where allowed. Payment for all such
publications will be made by book adjustment by debit to the
concerned grants of the respective departments.

(c) Officers to whom such powers are delegated m~y make
advance payments of subscriptions, for the purchase of magazines
and periodicals on a long term basis, either because of the rebate
available on such purchases or for other administrative reasons.

(e) Central Government Publications indented for by the State
Government may, if unused and in good condition, be returned to the
Central Publication Branch which will give credit for their value.

I I

(iii) Supply of Survey of India Maps.

(a) These rules do not apply to maps supplied by the Survey
Department for which there is a set of rules issued by the Surveyor
General.

(b)

(d) In cases where such advance payments are made it should
be ensured that the payees are reputable individuals/concerns and
that there is no risk of any loss to Government. No special agre~ment
noed however, be entered into, if in the judgement ofthe administrative
authorities, the formality of executing an agreement is not necessary.

(b) Indents for these maps should after countersignature by

the Head of the Department concerned, be sent to the Map Record and
issue Office, Survey of India, Calcutta, direct and the cost of the maps
charged to the contingent grant ofthe indenting officer.
II. Non-Official Publications.--{a) Books and newspapers or
other periodical publications whether published in or out of India
shall not be purchased, or subscribed for, at the public expense by
any Government servant without tlie previous sanction of the
competent authority.

Note I .-Inspector General of Police can subscribe to two copies of
appropriate newspapers.
Note 2.-District Magistrates Jammu and Kashmir can also be
supplied appropriate newspapers with the approval of the
Inspector General of Police.

19. REMfITANCE OF MONEY FOR STATE REQUIREMENT SI REQUIREMENTS WITHIN AND OUTSIDE
THE STATE

(i) Outside India

7-53. (a) Payments outside India will be made as under:-(i) For imports of supplies and stores by direct order from private
firms and individuals in the United Kingdom and United States of
America payments will be arranged through the Accountant General.
The office desiring to make such a payment shall as soon as all the
checks necessary in connection with the receipt, inspeeition and
verification of the articles have been applied, forward the firm's bill
in original to the ACCQ\llltant General for audit and payment duly
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supported with necessary documents, e. g., sanctions obtained
~e
Government oflndia, Ministry ofFinance, DepartmentofEcononuc Affairs
in respect of foreign exchange import licence etc.
(ii) Payments for direct purchases made in a foreign country other
than U. K. and U.S. A. may be made direct to the suppliers by the
purchasing agency (not below the r~ of a Head of Department~ by
means ofestablishment ofletters ofcredit through State Bank of India
(iii) Whenever purchases are made from countries where In?ian
Missions exist the advice ofthe Head ofthe Mission should be obtained
and as far as possible negotiations for contracts conducted through him.

(iv) In case of payments made through Indian Missions abr~ad
instructions contained in Govennnent of India, Minisby of External Affairs,
O. M. dated: 20-1-1959 as contained in Annexure B to this Chapter,
should be followed.

(ii) In India outside the State

The Heads of the Departments will encash the bills/cheques/
hundies and purchase demand drafts from the State Bank of India,
Srinagar/Jammu in favour of the persons or the firms concerned and
forward these to the respective payees under intimation to the concerned
departmental officer, makfug it obligatory upon the payees to forward
their receipts direct to the departmental officers under intimation to the
Head ofthe Department.
Note 1.-These rules will apply to all Civil, Forest and P. W. Offices
and charges incurred by any officer on remittance of money
in contravention of the above rules will be disallowed by
the Accountant General.
Note 2.-The rates of commission which the State Bank will charge
will be notified by the Accountant General from time to
tim_e.
Note 3.-These instructions will apply equally to the Heads of Depart:..
ments when such payments are made by them.
Note 4.-Payments of sums up to Rs. 100 within India may be made
direct by departmental officers either by money order or by
bank drafts or any other convenient means.
(iii) Within the State

(b) Payments outside the Statebutwithinlndiaex~ Rs.t.oo
in each case will be made by departmental officers through their respective
Heads of the Departments to whom they will forward White D. C. Bill/
Cheques which will include the bank commission too payable at places
where th~ Heads of Departments are headquartered, duly complete in all
respects. Drawing Officers headquartered i.p Muffasils or at places o~er
than the headquarters ofthe Head of the Department will prepare white
D. C. Bills/Cheques and present them at their headquarter treasury and
obtain Hundies on Srinagar/Jammu Treasury where the headquarter of
the Head ofthe Department may be and forward these to their Heads of
Departments. While forwarding the white D. C. Bills/Cheques/HW1Clies to
their Heads ofDepartments, the departmental officers shall take care to
communicate full particulars of payments and the payees to whom the
remittance is to be made,and indicate the amounts representing the bank
commission and the amount of demand draft distinctly.

For remittance of money within the State see rules 15-5 and 15-6
ofChapter 15.

20. REWARDS
7-54. (a) For rules relating to the grant of rewards to
Government servants of various departments and to persons
unconnected with Public Service, see Appendix (5) qf this Code, and
Chapters 4-4 and 5 ofJammu and Kashmir Book of Financial Powers.
(b) Rewards, not provided for in the said Appendix may be granted

by the competent authority in such cases, to such extent and subject to such
conditions, as may be prescribed for any particular class of reward.
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21. SECRET SERVICE EXPENDITURE

7-55. When in paying rewards to informers, or in any other
case, it is not desirable to disclose the names of payees, a certificate
in tht: handwriting of the disbilrsing officer to the effect that the reward
has been duly paid should be forwarded to the Accountant General in
support of the payment, in lieu of the payee's receipt ordinarily

required.
The following supplementary rules are also prescribed for
incurring Secret Service Expenditure : ( 1) When an allotment is placed at the disposal of an officer
for secret services, the officer concerned will maintain a contingent register
in the prescribed form in which the date and amount ofeach contingent bill
will be entered with a note of the progressive expenditure. Within the
allotment, the officer may draw bills for such sums as may be necessary.
Such biils will not be supported by vouchers.
The general control. of expenditure incurred against
allotment will be vested in the officer, aforesaid, who will be responsible
that accounts are duly maintained and payments properly made for the
purpose for which the appropriation has been made.
'
(2)

(3) The Officer aforesaid will maintain in the form of a cash
book a secret record ofthe expenditure and receipts (if any) connected
with the allotment. This record should contain the amount and the
date of each payment and such indication of its nature as the officer
mentioned in para (4) below may consider necessary in order to enable
him to discharge the responsibility placed upon him by that para. The
amounts drawn from the treasury on contingent bills will be entered
in the cash bootttdttffie teceipt side, the number and date ofbill being
noted against tfie~.
(4) In respect of each officer authorised to incur secret service
expenditure, Government will nominate a Controlling Officer who
should conduct at least once in every financial year, a sufficiently
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real. administrative audit of the expenditure incurred and furnish a
certificate to the Accountant General in the following form not later
than the 31st August following the year to which it relates : 'I hereby certi~ that the amount actually expended by me
or under my authonty for· secret service in the year ending the
~1st March, :····· ............. was Rs ..................... that the balance in
and on the said 31st March, was Rs ................. and that this balance
was surrendered by short-drawing in the First bill presented during
the year, and I declare that the interests of the public service required
that the above payments should be made out of secret service funds
and that they were properly so made'.
. (5) The acco~ts of secret service expenditure will not be
audited by the Accountant General.

22. SECTION WRITING AND COPYING

7-56. _(a) The sanction to section writing and copying charges
should specify the number of men, the number of words to be copied
per rupee, an~ the rate for tabular work. The sanction may be given
to the expenditure of a specified ma.<imum sum in a fixed period
and the bills must state the number of persons paid and the amoun;
of matter.
(b) No person in receipt of pay from Government can be

remunerated for s~ction writing, save witl;i the special sanction of the
co~peten~ ~uthonty, and non-periodical allowance may be charged as
section wnting.
23. SERVICE POSTAGE STAMPS

7-57. The following procedure should be adopted by Gov
t
offi.c
£
b
.
.
emmen
. ers or o talrung Service Postage Stamps from treasuries for
adjustment of their value : (I~ Gove~ent servants who draw money from the Treasury

on contingent b~lls, should prepare White D. C. Bill in Form F. c. 28
when they reqwre service postage stamps. The bill will contain the
acknowledgement of the drawing officer of the receipt ofthe stamps
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indented for and· will in other respects be treated in the same way as
a contingent bill for drawing cash from the treasury. The Treaswy Officer
should pass the bill for 'payment by transfer' have the stamps issued and
enter the amount in the list of payments, crediting the value ofthe stamps
in the same manner as if cash were realised. A voucher in support of the
entry in the bill will not be required, as cash is not paid into the treasury.
(II) Government servants who draw money by cheques from

Treasuries. Cheques to be presented in payment of the value of service
stamps should be drawn in favour of the Governmei:i.t servant (official
designation without name), who supplies the stamps, whether they
are drawn by the Government servants who indent for the stamps, or
by a departmental indenting Government servant on the indenting
officer's requisition. Cheques drawn on bank may be accepted and
the stamps issued without insisting on the cheques being deposited
first in the bank.

24. STATIONERY

7-58. (I) All stationery (which term shall be deemed to include
all articles detailed in the stanchlld list of stationery articles issqed by the
Stationery Depot from time to time) shall be purchased by the Stationery
Depot by debit to '2058-Stationery and Printing' and supplied to
Government Departments to the extent of funds provided in the Budget
under this head for each Department. Rules for preparation of stationery
indents, issue of articles from the Stationery Depot and consumption of
such articles in Government offices are contained in Stationery and Printing
Manual and or by the instructions as issued by the Stationery and Printing
Department from time to time.

1

'
f

(11) "Superintendents of Stationery Depots, Srinagar/
Jammu shall on receiving the consignments of Stationery articles
from various sources have these surveyed by the Survey Committee,
I. Recastvide F. D. Notification SR0-331 dated: 10-8-1983.

•
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consti~ted by t?e competent authority for the purpose, and after the
Comnuttee certifies that the goods supplied conform to the approved
samples .and specifications as 1ai'd down m
· the supply order, payment to
the suppliers shall be made by the concerned Superintendents of Stati
~pots,~ observing the required formalities. Countersignature:
~r Stationery Supplies will not be required. Instead the Director will
t!Xer~i~ al~mative checks, as per the guidelines to be issued by the
Administrative Department in this behalf.
. (III) A ~mpetent authority, may permit local purchase of such
articles of stationery as are not either available in the Depot or are not
usually stock~ by it. In the former case a certificate from the Stationery
Department will be necessary before local purchase is made.

(IV) All articles ordinarily supplied by the Stationery Depot, but

P~hased locally because of their non-availability will be charged to the
st~t10nery grant, while those which are not usually stored by the Depot
will be charged to the contingencies of the office or institution concerned.
Note 1. -Bills for local. purchase of stationery articles chargeable to
2058-'~tationery and Printing' will be subject to the
countersignature of the Controller, Stationery and Printing
~fore their presentation at the treasury. This will enable
him to keep watch over the grant. ·
Note 2.-The articles not stored in the Depot are those articl
~
•
es
y :18 not conveniently available in or are not due to be
supplied by the Stationery Depot.
Note 3.-Tourist As~istants outside the State are supplied stationery
by the Stationery Depot.
Exceptions
1. The Trade Commissioner, New Delhi and the Trade Agencies
are exempt from the operation ofthis rule .
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2. A competent authority may permit any payment in cash to
any of its employees for the purchase of stationery articles and such
expenditure will be debited to contingencies ofthe office or institution
concerned in which the employee is serving. The payment which
will be termed as 'Stationery Allowance' will be made monthly,
subject to a certificate being recorded that the allowance has been
paid to the Government servant concerned for actual days of duty
only.
Note.-For Stationery Allowance paid to Forest Employees see
departmental regulations.

25. STORES
7-59. For rules relating to the purchase of stores and stock and
their issue and the maintenance of their account see Chapter VIII
(Stores) of this Code.

26. STOVES AND FUEL FOR WINTER
7-60. (i) Firewood or lignite for consumption in stoves in
Government offices and institutions should be indented upon Government
Firewood Depots wherever they exist, and the Department-in-charge
Lignite respectively up to the quantities laid down in the orders of
Government. The balance of firewood, if any, not supplied by the
Government Depot or the firewood to be purchased in lieu of lignite not
available, should only be purchased in the open market, after obtaining a
non-availability certificate from the Depot orthe Department-in-charge
lignite.
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27. TAXES
7-61. (a) As a general rule, Municipal rates and taxes on nonresidential buil~~ paid by or.passed on to a department occupying whole,
or part of the buildmg are debited to the contingencies of the department
conc~rned. Where, however, the whole or part of the tax is paid by the
:ubhc .~orks. Department, or by a Civil Department, as the Department
m ~strative control ofthe building, the payments may be charged to
the maintenance estimate ofthe buildings concerned.
(b)
~axe~ on non-residential buildings occupied by
dc:i'artments, if paid by a department nominated by Government in
this behalf and not passed on to the occupying department are charged
to 'Miscellaneous-Rents, Rates and Taxes.'
(c) M~cipal and other taxes (in the nature ofhouse ot property
tax or ~therwise), when payable by Government in respect of buildings
occupied as residence, will be adjusted as part ofthe cost of maintenance
of ~e building. Where however, the whole or any portion ofthe taxes,
w~ch by local rule or custom are ordinarily leviable from the tenant, is
paid by a department other than the department in administrative control
of ~e building, the charge may be treated as contingent expenditure ofthe
paymg department.

28. TELEGRAPHIC ADDRESSES

7-62. Telegraphic address can only be registere<A with the
sanction of Government in the Administrative Department in charge
'Services'.

(ii) The consumption of fuel should be regulated according to
the conditions of weather and should not in any case exceed 15 seers of
firewood per day or 9 maunds oflignite for the whole season for a stove
of average size.

29. TELEPHONIC CHARGES

(iii) The supply of fuel (firewood and lignite) should be made for
three and a half months only during any period between 15th November
to 1514 March.

7-63. (a) No new telephone connection either in a Government
office or at the residence of a Government servant, may be sanctioned.
except with the previoiis sanction of the competent authority. Fixatio~
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of extra plug or plugs would likewise require the sanction of competent
authority. The number and date of the order sanctioning a new
connection should be quoted on the bill, on which the charges for it
are claimed.
Note.-"Competent autho_rity' referred to in rule above means
Administrative Department incharge 'Services'.
(b) In the payment of rent of telephones (except in temporary
connections required for a part of the year) advantage should be taken
of the yearly rate of payment in all cases in which telephone is retained
throughout the year so as to avoid loss of Government on this account.

(c) The prescribed ·rent may be met out of the contingent grant.
All Government subscribers should accept in full the bills preffered against
them by the Telephone Accounts Officer concerned, even if some of the
items pertain to the private business of a Government servant. The
department concerned should make its own arrangements for recovery
from its officials ofthe value ofthe private calls made and for accounting
for such items in its own office accounts. Recovery thus made should be
taken in deduction ofexpenditure and not credited as Revenue receipts.
Note.-A proper Register of Trunk calls should be maintained in
Form F. C. 30 to verify the bills of the Telephone Department
and watch recovery in respect ofprivate calls.
(d) Expenditure for shifting telephones from one place to another
place within the office and in cases where there has been a change in the
residence ofthe officer entitled to telephone connections, may be incmred
out ofthe contingent grant ofthe office concerned.
(e) When a Government servant having a telephone connection
at his residence at the expense of Government is transferred to some
other~ the authority ordering the transfer should simultaneously inform
the telephone authorities of the transfer, requesting, ifnecessary, for the
shifting of the telephone to the residence ofthe successor Government
servant. Intimation of the change should simultaneously be sent to the
Administrative Department incbarge 'Services'.

(f) A Government servant having an offlcial telephone connection
at his residence will retain such connection dqring leave on full pay not

exceeding three months provided there is likelihood ofthe Govemmept
servant returning to duty on the post from which he preceeded on leave.
His locwntenens may have, if necessary, a temporary connecti.onfor the
period in question.
Where an office which has a telephone connection is
abolished, the telephone authorities should immediately be informed by
the Head ofthe Office so abolished for immediate disconnection ofthe
telephone, under simultaneous intimation to his controlling officer and to
the administrative departments, incharge 'Services'.
(g)

(h) Payments oftelephone bills should be made in cash or by book
adjustment in accordance with the procedure laid down in this behalfby
the Indian Posts and Tel~ Department and debited to contingencies.
For each telephone No. a separate page should be allotted in the register
and payment made only after verification from this register. Calls. other
than ordinary and urgent can be made only by officers who are entitled to
make them underthe authority ofGovernment
1Government Instructions.---Payment of telephone bills shall be

made 3as under:The W. D. C. bills.representing telephone charges including rent
will be endorsed to the concerned Post and Te!egraph Unit and
notwithstanding the provisions ofnote' below rule 7.2 such bills shall be
entertained at the treaswies regardless oftheir being presented in the month
other than the one in which the bill has been prepared apd signed by
drawing and disbursing officer. The treasuries shall not entertain any W.
D. C. bill for payment of telephone charges in cash to the Post and
Telegraphs Department

30.

TYPEWRITERS, CALCULATING MACHINES,
DUPLICATORS AND CYCLOSTYLEMACHINES

7-64. The nwnber and type of such machines for an office or
an institution will be laid down by Government in the Stationery
Department and the purchase of such machines will be made through
I. Inserted vide F. D. Notification SRQ..90 dated : 17-3· I98 I

2. Recast vide Corrigendum No. A/44 (B0)-.1193 dated : 12·9·1981.

