HPTR 2017

Authoritative English text of this Department Notification No, dated as required under
clause (3) of article 348 of the Constitution of India

The Government of Himachal Pradesh
“Finance Department™
(Treasuries, Accounts and Lotteries)

No. Fin(TR)A(3)11/2004-loose Dated Shimla-171009 the 23rd September, 2017

In exercise of powers conferred by clause (2) of article 283 of the Constitution of
India, the Governor of Himachal Pradesh is pleased to make the following rules, Namely:-

Himachal Pradesh Treasury Rules 2017.

CHAPTER -1

PRELIMINARY

1. Short title and commencement.

k.
2.

These rules may be called the Himachal Pradesh Treasury Rules 2017.
They shall come into force from the date of their publication in the Rajpatra,

Himachal Pradesh.

2. Definitions: In these rules, unless the context otherwise require:-,

(a)

(b)

(c)

(d)

“Accountant General” means the head of the office of Accounts and
Entitlements and Audit representing the Comptroller and Auditor General of
India, who keeps the accounts of the State or conducts audit of the accounts of
the State on behalf of the Comptroller and Auditor General of India;

“Administrative Department™ means the Administrative Department of
the Government of Himachal Pradesh;

“Bank” means any office or branch of the banking department of the
Reserve Bank of India, any branch of the State Bank of India including its
subsidiary banks(s) as defined in section 2 of the State bank of India
(Subsidiary Banks) Act, 1959, (38 of 1959) acting as an agent of the Reserve
Bank of India or any other nationalized bank or other bank acting as an agent
of the Reserve Bank of India or any other agency appointed by the Reserve
Bank of India;

“Cash” includes legal tender, coins, currency and bank notes, cheques
payable on demand, Reserve Bank or Government drafts and demand drafts,
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(e)

()
(g)

(h)

@

(k)

(D

(m)
(n)

(0)

Indian postal orders, revenue stamps and banker's cheques;

“Comptroller and Auditor General” means the Comptroller and Auditor
General of India;

“Constitution™ means the Constitution of India;

“Collector” or “District Collector” means the Chief Officer of the revenue
administration of a district and includes any other officer for the time being
authorized by the Government to discharge the duties of the Collector for the
purpose of these rules:

“Competent Authority” means, the Governor or such other authority to
which the power is delegated by or under these rules, Manual of Works,
Account Codes and Financial Rules as applicable in the State of Himachal
Pradesh or any other General or Special Orders issued by the Government
from time to time;

“Consolidated Fund” means the Consolidated Fund of the State maintained
under article 266 of the Constitution of India;

“Contingency Fund” means the Contingency Fund of the State established
under the Himachal Pradesh Contingency Fund Act, 1971 (Actno 9 0of 1971)
and maintained under clause (2) of article 267 of the Constitution of India;

“Contingent Charges” means and includes all incidental and other
expenses which are incurred for the management of an office as an officer or
for the technical working of a Department, other than those which are under
specified rules for classification of expenditure fall under some other object
of expenditure and as defined by the Finance Department from time to time;

“Controlling Officer” means the Head of the Department or any other
officer entrusted by a Department with the responsibility of controlling the
incurring of expenditure or the collection of revenue;

“Cyber Treasury” means a treasury to process online receipt of money;

“Detailed Bill” means a bill setting forth the details of either contingent or
travelling allowance expenditure and is subject to countersignature by a
Controlling Officer;

“Drawing and Disbursing Officer” means the Head of the Department,
Head of Office and also any other officer designated by the Head of the
Department, to draw bills, make payments and receive money on behalf of
the State Government;
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)]

(q)

(s)

(t

(u)

v)

(W)

(x)

)

(z)

(aa)
(bb)

“Director” means the Director of Treasuries, Accounts & Lotteries
Department, the Government of Himachal Pradesh;

“District Treasury Officer” means officer in charge of the District
Treasury;

“e-Payment/ Electronic Payments/ Online Payments™ means payment of
the taxes or any other amount due to the State Government using electronic
funds transfer services of a Bank by instant debit to payee's account with a
Bank and credit to the State Government Account and also includes payment
through electronic mode against the bills raised in the Treasury; directly into
the account of the beneficiary;

“Finance Department” means the Finance Department of the Government
of Himachal Pradesh;

“Finance Secretary” means Secretary-in-charge of Finance Department,
the Government of Himachal Pradesh;

“Indian Audit and Accounts Department” means the establishment of the
Government of India and subordinate to Comptroller and Auditor General of
India which conduct Audit of accounts and keeps accounts of the State
Government;

“Public Account” means the Public Account of the State maintained under
clause (2) ofarticle 266 of the Constitution of India;

“Pension Disbursement Authority” means the concerned Bank or
Treasury, as the case may be;

“Treasury™ means a District Treasury or a Sub- Treasury established by the
State Government;

“Treasury Officer” means the Treasury officer in-charge of the Treasury or
Sub- Treasury;

“Reserve Bank” means the Reserve Bank of India established under the
Reserve Bank of India Act, 1934;

“State Government™ means the Government of Himachal Pradesh; and

The expressions "Challan", "Bill", "Voucher", "account" wherever used
in these rules will respectively have also the reference to "e-Challan”, "e-
Bill" and "e-voucher",”e-account” if any. being used in performing the
functions of the Treasury and maintaining the accounts in the State
Government of Himachal Pradesh.
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CHAPTER - 11

LOCATION OF MONEY STANDING IN THE CONSOLIDATED FUND, THE
CONTINGENCY FUND AND THE PUBLIC ACCOUNTS OF THE STATE

3. Subject to the provisions of sub-rule (3) of rule 7, money standing in the
Consolidated Fund, the Contingency Fund and the Public Account, as the case may
be, shall be kept in a Bank as specified in the Himachal Pradesh Financial Rules, 2009
. The accounts of the Government money received by a Bank shall be maintained as
one general fund in the books by the Bank on behalf of the State and the deposits of
such money in the Bank shall be governed by the terms and conditions of the
agreement entered between the Governor and the Bank under section 21-A of the
Reserve Bank of India Act, 1934 (Act 2 0f 1934).

CHAPTER 111
GENERAL SYSTEM OF CONTROL OVER TREASURY

(A) DISTRICTTREASURIES

4. (1) Unless the Finance Department in consultation with the Accountant General
(Accounts and Entitlement) in any special case, otherwise directs there shall bea
Treasury in every district. The general procedure in the District Treasury shall be
such as specified by the Finance department.

(2) The Treasury shall be under the executive control of the District Treasury Officer but
the overall administrative charge and supervision shall be of the Director. The
District Treasury Officer shall be responsible for the proper observance of the
procedures specified by or under these rules and for timely submission of all returns
required from the Treasury by the Government or Finance Department or Director or
the Accountant General (Accounts and Entitlement) . It shall be the duty of the
District Treasury Officer to see that all the registers and records are maintained
according to the rules and procedures specified by the Finance Department.

(3) The duty of the verifying and certifying of the monthly cash balance, if any, in the
Treasury in such manner as the Finance Department may, in consultation with the
Accountant General may specify and that of submitting the monthly accounts of such
balance in such form and after such verifications as the State Accountant General
may require, shall be undertaken by the District Treasury Officer. The forms and

4




returns from the Treasury shall be provided in Account Code-II or in the Himachal
Pradesh Treasury Procedure. The Director may also specify returns to be submitted
by the Treasuries, as he/she thinks necessary.

(4) When a new District Treasury Officer is appointed to a District, he shall at once
report his presence to the Director, Accountant General and the Bank.

(5) No part of the responsibility for the proper management and working of Treasuries
shall rest upon the Officers of any other Department.

(6) The District Treasury Officer shall report immediately to the Accountant General
(Accounts and Entitlement) through the Director, any serious irregularity in the
Treasury, accounts, defalcation, loss of public money, Departmental Revenue and
receipts, stamps, opium, stores or other property discovered in the Treasury, even
though such loss has been made good by the person or the persons responsible for the
same.

(B) SUB-TREASURIES

5. (1) A Sub- Treasury shall be under the general charge of the Treasury Officer but the
overall supervision shall be of the District Treasury Officer.

(2) The arrangement, procedure and administration for the proper functioning of the
Sub-Treasuries established as per necessity of public business shall be such as
specified by the Finance Department and if need be, in consultation with the
Accountant General.

(3) The daily accounts of receipts and payments of money at a Sub- Treasury shall be
included in the accounts of District Treasury.

(C) OFFICEOFTHEACCOUNTANT GENERAL

6. The Accountant General may, with the consent of and subject to such conditions and
limitations, as may be specified by the Comptroller and Auditor General of India or
the Government, perform all or any of the specified duties of a Treasury Officer in
respect of claims against the Government that may fall due for disbursement and
money that may be tendered for credit to the Consolidated Fund and the Public
Account of the State.




CHAPTER -1V

PAYMENT OF REVENUES OR PUBLIC MONEY RAISED OR RECEIVED
BY THE STATE GOVERNMENT INTO THE CONSOLIDATED FUND
AND OTHER PUBLIC MONEY INTO THE PUBLIC ACCOUNT

7. (1) Payment of the Government money shall be paid in the Bank by net banking / ¢-
receipt facility or through cash.

(2) Save as hereinafter provided in this chapter, all money received by or tendered to the
authorized Government servants on account of revenues of the Government or
public money raised or received by the State Government shall, without undue delay
be paid in full into the Bank and shall be included in the Consolidated Fund or Public
Account of the State. Money received as aforesaid shall not be appropriated to meet
the departmental expenditure or otherwise be kept apart from the Consolidated Fund
or Public Account. No department of the Government shall in any case be allowed to
keep money out of the Consolidated Fund or Public Account, except with the express
approval of the Finance Department.

(3) Notwithstanding anything contained in sub-rule (2), direct appropriation of
departmental receipts for departmental expenditure is authorized by the Government
in the following cases:-

(a)

(b)

(c)

(d)

(e)

in the case of money received on account of the service of summons, diet
money of witness and similar purposes in Civil, Revenue and Criminal cases;

in the case of deposits received at a Civil Court and utilized by the Court to meet
claims or refunds of such deposits;

in the case of fees received by the Government servants appointed as the
Notaries Public under Notaries Act, 1952, (Act No. 53 of 1952) to defray legal
expenses incurred by them in the discharge of their duties as such Notaries
Public;

in the case of the Public Works Department to permit the use under
departmental regulations of cash receipts temporarily for current works
expenditure or in very exceptional cases, for disbursement of pay and
travelling allowance charges, where this course has been authorized by the
Accountant General to prevent any abnormal delay in the payment;

in the case of cash received by the Forest Department and utilized in meeting
immediate local expenditure;




(f) in the case of money received from students on account of lost library books
and utilised for the purchase of other books of the library;

(g) for the replacement of apparatus damaged by students under training, out of
their caution money and;

(h) in the case of remittances received from local bodies and other institutions
entitled to purchase stationery against cash payments, which are to be returned
to them by the State stationery office as being too late for supplies being made
within a financial year;-

Provided that the authority hereby given to appropriate departmental receipts for
departmental expenditure shall not be construed as authority to keep the departmental
receipts and expenses defrayed therefrom outside the account of the payments into and the
withdrawals from the Consolidated Fund or the Public Account of the State.

&, All money received by or deposited with a Government Servant in his official
capacity, other than revenues of public money raised or received by the State
Government, shall be paid into the Public Account of the State.

9. (1) A Government servant may not, except with the special permission of the
Government, deposit money in a bank, withdraw from the Consolidated Fund or
Contingency Fund or Public Account of the State, as the case may be, under the
provisions of Chapter VI of these rules.

(2) The Secretary to the Governor may open an account in a bank for the deposit of funds
under the personal control of the Governor, with the permission of the Governor.

10.  The Government servants or other authorized collecting agencies in receiving
money on behalf of the State, granting receipts of such money and paying them into
the Consolidated Fund or the Public Account of the State and the Treasury and the
bank in receiving money and granting receipts on this account shall follow the
provisions of these rules and the Himachal Pradesh Financial Rules, 2009 or such
procedures as may be specified by the Finance Department.
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CHAPTER -V

CUSTODY OF MONEY RELATING TO OR STANDING IN THE
CONSOLIDATED FUND, THE CONTINGENCY FUND AND THE
PUBLIC ACCOUNT

11. (1) The procedure for the safe custody of money in the hands of the Government servant,
shall be such as may be specified by the Finance Department in consultation with the
Accountant General.

(2) The Bank shall be responsible for the safe custody of the Government money

deposited in the Bank.
CHAPTER -VI
WITHDRAWAL OF MONEY FROM THE CONSOLIDATED FUND AND THE
PUBLIC ACCOUNT

12.  Withdrawal with its cognate expressions refers to the withdrawal of funds from the
Consolidated fund or the Contingency Fund or the Public Account, as the case may be
for disbursement for or on behalf of the Government.

13.  Unless the Finance Department in consultation with the Accountant General
otherwise directs, in no case, money may be withdrawn from the Consolidated Fund
or the Public Account as the case may be, without written permission of the District
Treasury Officer/Treasury Officer or of an officer of the Indian Audit and Accounts
Department, authorised in this behalf by the Accountant General as provided inrule 6
of these rules.

14. (1) Subject to the provisions of this chapter, a District Treasury Officer or a Treasury

Officer may permit withdrawals for all or any of the purposes, namely:-

a.  topaysums due from the Government to the Drawing and Disbursing Officer;

b.  toprovide the Drawing and Disbursing Officer with funds for meeting claims,
already lodged with the Drawing and Disbursing Officer or is likely to be
presented against the Government in the immediate future by other
Government servants or private parties;

¢. 1o enable the Drawing and Disbursing Officer to supply funds to another
Government servant out of which similar claims are to be met;

d.  to pay directly from the Bank, sums due by the Government to a private party;
and




15.

16.

17.

18.

19.
20.

21.

e.  incase of a Government officer or authority empowered to make investments
of money standing in the Consolidated or Contingency Fund or the Public
Account as the case may be, for the purpose of such investments.

(2) Unless expressly authorized by the Finance Department, a District Treasury Officer/
Treasury Officer shall not permit withdrawal for any purpose not specified in sub-
rule (1) ofthisrule.

The District Treasury Officer/ Treasury Officer shall not permit withdrawal to a
person for any purpose, unless the claim for withdrawal is presented by such person
in such form and has been satisfactorily scrutinized by the District Treasury Officer/
Treasury Officer in such manner as is specified in these rules or as the Finance
Department may specify. The District Treasury Officer/Treasury Officer shall be
responsible to ensure the validity of the claim under relevant rules and instructions.

The District Treasury Officer/Treasury Officer shall have no general authority to
make payment on demand presented at the Treasury and his authority shall be limited
to making of payment authorized by or under these rules or as specified by the
Finance Department and if need be by the Accountant General. If a demand of any
kind is presented at a Treasury for payment which is not authorized by or under these
rules, the District Treasury Officer/ Treasury Officer shall decline to make payment
for want of authority. A District Treasury Officer/Treasury Officer shall have no
authority to act under a general order of the Government unless there is an express
order from the Finance Department to make such a payment.

The District Treasury Officer/Treasury Officer shall not honor a claim, which he/she
considers to be disputable and he shall require the claimant, to refer it to the Finance
Department or Accountant General or the Head of the Department or more than one
of these authorities, as the case may be, through the Controlling Officer for
clarification.

Except as provided in rule 16 of these rules, a payment shall, unless the Government
by general or special order otherwise directs, be made in the district in which the
claim arises. In case of doubt as to the district in which the particular claim has arisen,
the decision of the Finance Department shall be final.

The pension(s) payable in India may be paid through authorized bank branches.

Entitlement of the Government officials shall be worked out/ determined by the Head
of Department or Head of Office or DDO or the Accountant General.

No withdrawal shall be permitted on a claim for the first of any series of payments in
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22,

23

24,

25.

26.

a district in respect of pay or allowances to a Government servant other than a person
newly appointed to a Government service, unless the claim is supported by a last pay
certificate in such form as may be specified by the Government.

The District Treasury Officer/Treasury Officer shall be responsible to the
Government or Accountant General for acceptance of the validity of a claim against
which he/she has permitted withdrawal and the payees has actually received the sum
withdrawn.

The District Treasury Officer/Treasury Officer shall obtain sufficient information
regarding the nature of each payment he is making and shall not accept a claim which
does not formally contain such sufficient information, after recording reasons for
non-acceptance.

All payments of the amount as specified by the Finance Department from time to
time, pertaining to salary, pension and contingent charges, contracts or for purchase/
procurement of goods/ services shall be made electronically through Electronic
Clearing System/National Electronic Fund Transfer/ Real Time Gross Settlement to
the contractor/ supplier/ individual concerned.

A Government servant who is authorised by the Competent Authority to draw
cheques or sign bills shall send a specimen of his signature to the District Treasury
Officer/Treasury Officer or the Bank, as the case may be, along with orders of the
competent authority detailing Head of Accounts for which the Government servant is
authorized to transact.

Specimen signatures. duly attested by another Drawing and Disbursing Officer
whose specimen signatures are available with the concerned Treasury, when
forwarded on a sheet of paper other than the forwarding letter shall be duly attested
by the Officer signing the forwarding letter.

CHAPTER-VII
RESPONSIBILITY FOR MONEY WITHDRAWN

If a District Treasury Officer/Treasury Officer receives an intimation from the
Accountant General or the Director that money have been incorrectly withdrawn and
that a certain sum should be recovered from a Drawing and Disbursing Officer, he
shall affect the recovery without delay and without regard to any correspondence
undertaken or contemplated with reference to the retrenchment order and the
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Drawing and Disbursing Officer shall without delay pay the sum in such manner as
the Accountant General may direct.

27.(1) Subject to the provision of these rules, the procedure to be followed by a Government
servant for the disposal of money withdrawn from the Consolidated Fund or the
Public Account, as the case may be for expenditure, shall be made in accordance with
the Himachal Pradesh Financial Rules, 2009 or such procedures as may be specified
by the Finance Department in consultation with the Accountant General, if required.

(2) A Government servant to whom funds are made available for expenditure shall be
responsible for such funds until an account of these funds has been rendered to the
satisfaction of the Accountant General and shall ensure that payments are made to the
persons entitled to receive them.

(3) If any doubt arises as to the identity of the Government servant by whom an account
of such funds shall be rendered, the same shall be decided by the Government.

CHAPTER V1II
INTER GOVERNMENT TRANSACTIONS

28. (1) Save as otherwise provided in this chapter, no transactions of the State with another
Government shall be adjusted against the balance of the State, except in accordance
with such directions as may be specified by the Controller General of Accounts of the
Government of India with the approval of the Comptroller and Auditor General of
India, to regulate the procedure for the accounting of transactions between the
different Governments.

(2) Money presented within the jurisdiction of another Government for credit to the
Consolidated Fund or the Public Account as the case may be, or a payment made by
another Government as a withdrawal affecting the balance of the State shall not be
credited or debited to the account of the State, except under express authority of the
Accountant General or any other Accounting Officer authorised in this behalf by the
Comptroller and Auditor General of India.

(3) All adjustments against balance of the State by debit or credit to another Government
shall be made through the Central Accounts Section of Reserve Bank of India on the
advice of Accountant General.

29.  Where such a course is authorized as a consequence of a delegation of functions
made under clause (1) of article 258 of the Constitution of India, the Treasury Officer
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may receive or authorize the Bank to receive money tendered on behalf of the
Central Government and may make or authorize the Bank to make disbursements on
behalf of the Central Government in accordance with such procedure as may be
specified in the rules made by or under the authority of the President. Such receipts
and disbursements on behalf of the Central Government shall be adjusted, as far as
practicable, directly against the balance of the Central Government held by the Bank
but where such transactions are temporarily taken into account against the balance of
the Consolidated Fund or the Public Account of the State, as the case may be, The
Accountant-General will, on receipt of intimation from the Treasury, make requisite
adjustments in respect of the aforesaid transactions through the Central Accounts
Office of the Reserve Bank of India, against the balances in the Consolidated Fund or
the Public Account of India held by the Bank.

30. (1) The Treasury Officer may, subject to any general or specific directions of the

(2)

Government in this behalf, receive or authorize the Bank to receive money tendered
on behalf of another State and may, if so required by the Accountant General, make
or authorize payments of any claim against the other State. The necessary credits or
debits in respect of such receipts and payments against the balance of the State
concerned shall be made by the Accountant General through the Central Accounts
Section of the Reserve Bank of India but until such adjustments are made, the credits
and debits shall be entered in the Consolidated or the Public Account, as the case may
be, ofthe State.

Money paid or received in the office of the State Accountant General on behalf of
another State or book entries made in the office of the Accountant General affecting
the accounts of another State, shall likewise be adjusted by the Accountant General
through the Central Accounts Section of the Reserve Bank of India against the
balance of the State concerned.

CHAPTER-IX
SUPPLEMENTAL

Nothing in these rules shall have effect so as to impede or prejudice the exercise by
the Comptroller and the Auditor General of the powers vested in him by or under the
Constitution and Accounting Rules, 1992 to make rules or to give directions
regarding the submission to the Indian Audit and the Accounts Department of the
accounts kept in the Treasuries or in Departmental Offices, and to be accompanied by
such vouchers for their support as the Comptroller and Auditor General may require
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34.

for the purpose of audit or for the purpose of keeping accounts for which he is
responsible.

The detailed procedure for the implementation of these rules shall be as prescribed by
the Finance Department in consultation with the Accountant General { Accounts and
Entitlement) and Accountant General (Audit) wherever required.

Where any doubt arises as to the interpretation of any provision of these rules, it shall
be referred to the Finance Department whose decision therein shall be final on the
subject.

If any difficulty arises in giving effect the provisions of these rules, the State
Government may by order subject to such restrictions and conditions, if any as it may
deem fit to impose or dispense with remove the difficulty.

35. (1) The Himachal Pradesh Treasury Rules, 2007 are hereby repealed:

(2) Notwithstanding such repeal, anything done or any action taken under the rules so

repealed shall be deemed to have been done or taken under the corresponding
provisions of these rules.
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DETAILED TREASURY PROCEDURE
CHAPTER- 1

SYSTEM OF GOVERNMENT ACCOUNTS AND OFFICERS AUTHORIZED

»

FOR GOVERNMENT TRANSACTIONS

A statement of estimates of Receipts and Expenditure of the State for each financial
year shall be laid before the State Legislature. These estimates are called the Annual
Financial Statement or popularly known as the budget. The estimates of expenditure
show charged and voted items of expenditure separately and distinguish expenditure
on revenue account from other expenditure. The estimates are prepared on the
standard Heads of Accounts.

The Government of India has specified specific codes for all the levels of the Heads
of Accounts from 01-04-1987. Up to minor head level, the codes are decided by the
Government of India and the State Government specifies codes for the sub-head,
detailed heads and standard objects of expenditure. The new code shall be intimated
by Finance Department to the Directorate, Treasuries, Accounts and Lotteries, who
shall get these incorporated in the online system. All expenditure from state
exchequer and receiptinto it shall be as per specified Heads of Accounts.

The Heads of Accounts fully classify the Receipts and Expenditures made by the
Government. Each Head of Account has at least five-tier structure.

(a) Major Head-A 4 digit code has been allotted to the Major Head, the first digit

(b)

showing the category of the Major Head as given below:-

- Revenue Receipts (Firstdigit="0"or'l")

- Revenue Expenditure (Firstdigit="'2'or'3")

- Capital Receipt (=4000)

- Capital Expenditure (Firstdigit="'4"or'5')

- Loans (Firstdigit)="6"or'7")

- Contingency Fund (=8000)

- Public Account (First digit="8")

Sub-Major Head- A 2-digit code has been allotted for Sub Major Head the code
starting from '01" under each Major Head. When no Sub-Major Head exists, it is
allotted '00".
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(c) Minor Heads- These have been allotted a 3 digit code, the codes starting '001' to
'999"'and few codes "800 have been reserved for certain standard Minor Heads.

(d)  Sub-Head- A two digit code has been allotted. The Sub-Head classification
denotes and identifies the scheme undertaken in the pursuance of a program. If
the programme does not have any scheme, it may represent non-developmental
expenditure of an administrative nature.

(e) Standard Object of Expenditure- A two digit code has been allotted, representing
the standard object on which expenditure is incurred (e.g. salary , wages, TA, MR
etc.)

Plan - Expenditure accounted for in the plan whereas Non Plan- Expenditures is
not accounted for in the plan.

Voted- Expenditures: voted by the Assembly/Legislature.
Charged- Expenditures: not voted in the Assembly.

4, All Government transactions (Receipts and Payments) shall be debited or credited
under a particular head of account. The transactions pertaining to a department are
undertaken against the allocation made in the budget under a corresponding Head of
Account in eBudget and eVitran. Each DDO shall be affiliated with a particular
Treasury and branch of authorized nationalized banks and all receipts and payments
are handled by it. However, The government may authorize the RBI to handle
payments and receipts directly without intervention of agency banks.

5. Every department is allotted a particular grant under which all the schemes are
classified for transactions. Grants voted by the assembly bear the number allotted by
the Finance Department. This two digit number acts as grant code in the accounting
system. Grants are controlled by the Administrative Department/HODs. The HODs
further allocate the allotted budget to the DDO's for expenditure in that financial year
through eVitran only.

The DDOs are located at different places in the State. The HOD is competent to
declare any Gazetted Officer as DDO.

6. A DDQO is a Government Servant who has been declared as such by the HOD or any
other competent authority.

While declaring DDO the following points shall be keptin view:

(a) Powersare being delegated by the competent authority.

(b) Details of heads of account which are to be operated by the DDO are mentioned
15
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in the request letter.
(c) DDO shall be attached to one Treasury only.

If at any time an Officer other than the Departmental Officer is required to incur
expenditure relating to departmental grant then it is mandatory for the Head of
Departments to declare him DDO giving full details of Head of Accounts to be
operated by the DDO.

T The powers of declaring a Government Servant as DDO may be exercised where
deemed necessary by the Administrative Department provided only Class-I or 11
officers under their administrative control and in the case of Education Department,
the Head Masters and Block Education Officers are declared as DDO.

8. The Treasury shall conduct Government transactions with the DDO only under the
major heads assigned, authorized by the HOD. The transactions shall begin only after
the assignment of DDO Code Number by the Director Treasuries, Accounts and
Lotterics Department and registration of the same with Accountant General
Himachal Pradesh AG(A&E)HP. In cascs where DDOs arc authorized for
transactions by a competent authority for additional Heads of Accounts, listing with
AG(A&E)HP and Director Treasurics, Accounts and Lotteries is mandatory for these
additional Heads of Accounts.

9. Head of an Office (synonymous with DDO) may authorize any gazetted Government
Servant serving under him to sign a bill, voucher or order for him, communicating his
name and specimen signatures to the Treasury. This shall not, however, relieve the
Head of Office in any way of his responsibility for the accuracy of the bill or for the
disposal of the money received in payment. It does not tantamount to further
delegation of powers and therefore the so authorized Officer cannot exercise the
powers vested in the Head of the Office/ DDO. He is authorized only to sign the bills
for presentation at the Treasury. Such authorization shall not be limited to the periods
the Head of the Office remains absent on leave or on tour but shall remain effective
till withdrawal or modification by a subsequent order.

10. In the absence of regular incumbent, another Gazetted Officer can be asked by the
competent authority, i.e. Administrative Department/HOD to hold additional charge
of the post to act as DDO/ Controlling Officer and exercise powers of DDO/
Controlling Officer as the case may be.
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11. In the case of Subordinate Civil and Sessions Courts, District and Sessions Judges
and Senior Subordinate Judges are authorized to delegate the powers of signing bills
ete., on their behalf during vacation, to Duty Magistrates, who are under the control
of District Magistrate. This shall not, however, relieve them in any way of their
responsibility for the accuracy of the bills etc. signed on their behalf or for the
disposal of any money received in payment.

12. TRANSFER OF CHARGE

Each transfer of charge of a gazetted Government Servant shall be reported on the
same day to the HOD or other controlling authority concerned, DTO/ TO and the
manager of the concerned branch of the bank on the form as specified below.
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CHAPTER- | : SYSTEM OF GOVERNMENT ACCOUNTS AND OFFICERS AUTHORIZED FOR GOVERNMENT TRANSACTIONS
T.R.-1

CERTIFICATE OF TRANSFER OF CHARGE

Certified that we have on the fore/after noon of this day respectively made over/ and received

charge ofthe office of the

{(Name in Block Letters)
Signature of Relieved Officer

Designation
{(Name in Block Letters)

Signaturc of Relieving Officer

Station :

Date : Designation

Memo of balance of cash ete. for which responsibility is accepted by the officer receiving charge Treasury

balances.
Denomination Count Amount Total Amount
Station T Relieved Officer Relieving
Officer
Date

19



HPTR 2017

13.

14.

16.

17.

CHAPTER- 11
GENERAL SYSTEM OF CONTROL OVER TREASURY

The Treasuries, Accounts and Lotteries Department is under the overall control of
Finance Secretary, who is the Administrative Head of Finance Department. The
Director, Treasuries, Accounts and Lotteries 18 the HOD and exercises control over
all matters connected with personnel management, administration, etc. in the
Department of Treasuries, Accounts and Lotteries.

(A) RESPONSIBILITIES OF THE DIRECTOR

The Director, Treasuries, Accounts and Lotteries Department, who is responsible for
the overall supervision, may satisfy himself by a periodical examination of the
Treasuries, at least once in every year through Additional Director, Joint Director,
Deputy Directors or any other officer of Treasuries deputed by him.

(a) That the actual stock of valuables, stamps and opium is kept under joint lock
and key, and tallies with the book balances.

(b) Thatthe various registers and Treasury balances are verified once in a month or
at such frequency as required under rules in force by the office-in-charge of the
Treasury besides verifying the registers and physical balances satisfies himself
or through Additional/ Joint Director or Deputy Directors or any other Officer
of Treasuries deputed by him during their tours; and

(¢) Thatthe instructions of the government are implemented in letter and spirit.

The Director, Treasuries Accounts and Lotteries Department may either himself or
through Additional / Joint/ Deputy Directors or any Officer of the Treasuries conduct
checks at least once a year to ensure that the deposit registers are kept/maintained in e
Format according to specified rules and that all necessary entries are made.

Transfer of charge, every time, shall be reported to the Director Treasuries, Accounts
and Lotteries and bank branch on the same day.

(B) ROLE AND RESPONSIBILITIES OF THE DISTRICT TREASURY

OFFICER AND TREASURY OFFICER

The responsibility for the proper management and working of the District Treasury
rests entirely with the DTO acting (under the orders of the Finance Secretary), as the
Administrative Secretary for the Treasuries, Accounts and Lotteries Department.
During the short absence of the DTO on casual leave or duty outside the
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18.

19.

20.

21.

22,

headquarters, the TO of the district treasury or of any sub-treasury in the district shall
hold charge of the District Treasury, as a temporary measure.

Save as provided in the rule above, charge of the Treasury Office Kaza and Pangi can
be given to the Superintendent/Senior Assistant of the Treasury. In case of Treasury
in Delhi, during the absence of TO the charge can be given to a Clerk or Assistant.

No Treasury shall remain under an Officer other than TO save as provided under
theserules.

The DTO/TOs or IAS/ HPAS Officers, who are under training, may be attached to a
Treasury for training only. They shall, however, not be given independent charge of
any Treasury.

Treasury Officers:

The DTO/ TO is responsible for the regular and timely observance of all specified
Treasury rules relating to receipt, custody and payment of money and preparation
and punctual submission of accounts and strict adherence to the duties of the
Treasury work. He shall also be accountable to the Finance Secretary (as the
Administrative Secretary) for the conduct of subordinate Treasury officials. The
DTOs shall accordingly attend to all objections and orders communicated to him or
to the TOs (under him) through him by the AG(A&E)HP / AG(Audit)HP or Finance
Department or by departmental Officers by letter, audit memoranda or periodical
objection statements; and return the objection statements or audit memoranda within
a month or send letters explaining the causes of delay. Any failure on the part of TOs
in relation to Treasury work shall be reported by the DTO to the Finance Secretary/
Director Treasuries, Accounts and Lotteries Department. It shall be the responsibility
of the Treasury to examine bills/ claims with reference to rules under which these are
preferred. DTO/TO shall ensure the validity of claims preferred with reference to
such rules/ instructions.

The DTO/ TO and the DDO shall be held personally responsible for all sums of
money disbursed by him in public capacity without authority. For the custody of the
valuables, stamps and opium, he 1s jointly responsible with the Treasurer.

The DTO shall send, under his signature or with his approval, all replies to important

communications addressed to him or TO through him to the AG(A&E)HP /
AG(Audit) HP, Finance Department or any other authority.

The DTO/ TO shall be required to see that the instructions issued by the Finance
Department and Audit Office are adhered to strictly and immediate notice is taken of
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CHAPTER- Il : GENERAL SYSTEM OF CONTROL OVER TREASURY

24,

embezzlement, if any, and reported to the Finance Department and AG(A&E)HP /
AG{Audit)HP. This notice shall be supplemented as soon as possible, afterwards, by
a detailed report after personal inquiry into the case.

The DTO/ TO shall be responsible to the Government for the due accounting of all
money received and disbursed and for the safe custody of valuables , stamps, opium,
securities and other Government property.

ROLES AND RESPONSIBILITIES OF OFFICIALS AT DISTRICT TREASURIES

25,

26.

Payments of all kinds to various DDOs listed in the District Treasury shall be
authorized by DTO and the TO. The DDOs listed in the Treasury shall be distributed
amongst DTO and TO in such a way that no inconvenience is caused to the DDOs.
Formal written orders for distributing different DDOs amongst DTO and TO shall be
issued by the DTO.

Other work may be distributed in the following manner:
District Treasury Officer

(a) General supervision and control of Treasury including establishment and its
correspondence.

(b) Attending of all the meetings to be held at the District/ State level.

(¢) Monitoring the preparation of 1st and 2nd lists of payments and Cash Accounts
and their submission to the Audit Office.

(d) Double Lock work.

(e) Writing of Annual Confidential Reports of the staff.

() General correspondence with the Audit Office and the Finance Department.

(g) Letter of Creditsystem of payments.

(h) Responsibilities of proper running of application Softwares.

(1)  Deputation of officials as and when required to Treasuries/ Sub- Treasuries
under jurisdiction.

(1)  Authorization of salary, pension and other payment files in District treasuries
as per verification by the superintendent,

(k) Sending/uploading payment files in District Treasuries/ e-kuber.

(I)  Monitoring of NPS.

(m) Any other work as directed by the higher authorities or not listed herein.
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27.  Treasury Officers

(a) Handling of all kinds of pension /NPS payments and correspondence relating
thereto.

(b) Authorization of online withdrawal requests and cases of NPS subscribers.
(¢) Workand correspondence relating to receipts and accounting thereof.

(d) Preparing Depositrefunds and receipts.

(e) Maintaining Personal Ledger Accounts- receiptand payments.

(f)  General supervision of Treasury and all other duties entrusted to the TO in the
absence of DTO or otherwise.

(g) Prepare all other correspondence except the correspondence with the Audit
Office and the Finance Department.

(h) In case of pensions, PLA and deposits, all correspondence shall be routed
through TO but issued only with signature/approval of the DTO. Rest of the
correspondence has to be put up directly to DTO.

(1)  Anyother work assigned by the DTO.
28. District Treasurers/Senior Assistants

(a) Conduct double lock stamps transactions and maintenance of all other double
lock registers.

(b) Directsale of non-judicial and court fee stamps more than rupees (%) 20,000.
(c) Preparation of monthly plus and minus Memoranda of stamps.

(d) Preparation of indents of stamps to be submitted to the Director Treasuries,
Accounts and Lotteries.

(e) Issueofreceiptand cheque books.
(f) Ensure correspondence of Treasurer section.

(g) Data entry of double lock balances as required in computerized system,
generation of reports and maintenance of records.

(h) Any other work assigned by the DTO.
29. (1) Sub-Treasurer/ Assistant Treasurer/Clerk

(a) Consolidation of plus and minus Memoranda of stamps of sub-Treasuries and
keeping a watch over their timely receipt in District Treasury.
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(b)
(c)
(d)
(e)

Maintenance of record of Treasurer Section.
Assistance to the District Treasurer in the disposal of dak.
Completion of indent register of stamps.

Other miscellaneous work in computerized system etc.

(2) These lists are not all inclusive and the DTO may distribute work not listed here as
per his discretion as the DTO is responsible for proper management and working of
theDistrict Treasury. The DTO/ TO shall distribute work of District Treasury or
Treasury amongst all Senior Assistant, and Clerks by making formal orders.
Temporary distribution shall also be formalized by written orders.

30.  Superintendent

(a)

(b)

(c)
(d)

(e)
(H

Examination of all the changes intimated in the change report submitted by the
DDO for the monthly salary of employees and thereafter present all change
reports along with his comments to the DTO before the verification of salary
bill.

Similarly, in e-Pension he shall be responsible for verification of
revisions/changes made during the month by the Pension Assistant.

Scrutiny of CSRF forms and withdrawal cases of NPS subscribers.

In case, where there are two Superintendents posted at District Treasury, work
distribution between both the Superintendents shall be done by the DTO.
Checking of pension arrears due to pensioners on account of pension revision.
Any other function can be assigned by the DTO as and when required.

31. ROLESAND RESPONSIBILITIES OF OFFICIALSAT SUB TREASURIES

(1) The TO / Superintendent shall be ordinarily in-charge of the Sub- Treasury and
whenever he is away, whether on tour or otherwise, Superintendent/Senior Assistant
of the same Sub-Treasury/ Superintendent of District Treasury or any Senior
Assistant or District Treasurer in this order, as the case may be, shall hold the charge
of'a Sub Treasury.

(2) Superintendent or Senior Assistant may also hold permanent charge of a Sub-
Treasury.

32.  Sub-Treasury Officials: The Sub-Treasury is divided into two Departments, that is :

(1) that of the cash, stamps, opium (if any), under the charge of the Treasurer.

(2) that of accounts under charge of a Sr. Assistant. These two departments shall, as faras
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33.

possible, be in different rooms.

Payments of all kinds to various DDOs listed in the Sub Treasury shall be authorized
by the TO. In the absence of the TO, Superintendent or Senior Assistant may be in
charge. Other work may be distributed in the following manner:

Treasury Officer

(a) General supervision and control of the the Sub-Treasury including
establishment and its correspondence.

(b) Letter of credit system of payments.

(c) Responsibilities of proper running of application softwares including for
transfer of data to the District Treasuries.

(d) Handling of all kinds of pension payments and correspondence relating thereto
including life certificate of pensioners.

(e) Preparing receipt challans and correspondence relating to receipts.

(f)  Preparing depositrefunds and receipts.

(g) Maintaining Personal Ledger Accounts-receipt and payments.

(h) Passing of stamp challan.

(i)  Authorization of salary, pension and other payment files in Sub Treasuries as
per verification by the Superintendent/Assistant/Clerk.

() Handling all pension/NPS payments and correspondence.

(k) Attending meetings at Sub Division, District treasuries and HQ etc.

(I)  Annual verification of Pensioners.

(m) Any other work as directed by the higher authority.

Senior Assistant /Sub-Treasurer/Clerk

(a) SupportTO inday to day running of Sub- Treasury.

(b) Consolidation of plus and minus memoranda of stamps of Sub- Treasuries and
keeping a watch over their timely submission to the District Treasury.

(¢) Maintenance of record of the Treasurer section.

(d) Assistance to the TO in the disposal of dak.

(e) Completion of indent register of stamps.
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37.

38.

40.

(f)  Othermiscellaneous work in computerized system etc.
Superintendent at Sub- Treasury

(a) Examination of all the changes intimated in the change report submitted by the
DDO for the monthly salary of employees and thereafter present all changes
reported along with his comments to the TO before the verification of the salary
bill.

(b) Passing of bills as and when required and assigned by the TO, presented in the
Treasury.

(¢) Scrutiny of CSRF | and withdrawal cases of NPS subscribers.

(d) Sending/uploading payment files in Sub Treasuries.
Note:- In treasuries where post of superintendent does not exist the duties
mentioned above shall be performed by senior assistant of that treasury.

This distribution of work shall not be watertight but TO shall be at liberty to assign

duty to the staff as per the situation arises in the Sub-Treasury.

Whenever the charge of Treasury is transferred, the balance of double lock shall be
formally made over by the relieved, to the relieving officer and report be sent to DTO
and Director Treasuries, Accounts and Lotteries for information.

(C) TRANSFER OF CHARGE OF TREASURIES

The charge report of relinquishing and taking over of charge of District Treasuries,
Capital Treasury and Treasuries at Delhi, Killar and Kaza shall invariably be sent to
the Director and concerned bank branch on the same day. This charge report on
transfer of DTO shall also include the balances of the each item in the strong room of
the Treasury.

TREASURY WORKING HOURS:

Treasury shall remain open from 10 am to 5 pm, however, Treasury transaction hours
shall be from 10 am to 3 pm keeping in view the revised banking hoursi.e NEFT till 4
pm, with half an hour lunch break between 1:30 to 2 pm. Further, the stamps shall
preferably be issued between 2 pmto 3 pm.

(D ) RELATIONS WITH THE ACCOUNTANT GENERAL

The AG(A&E)HP / AG(Audit)HP may direct his communications regarding
Treasury accounts and procedure to the DTO.
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41.

42,

The inspection of District Treasuries and Sub-Treasuries by the officers of the
AG(A&E)HP / AG(Audit)HP Office shall be as per the instructions or as directed by
AG(A&E)HP / AG(Audit)HP. The primary objective of the inspection of Treasuries
by the Officers of the Audit Department is to assist the finance authorities, and not to
relieve them of their responsibility in the matter of frequent checks and supervisions.
The audit inspection is not a local audit of Treasury accounts and shall not, therefore,
extend to the detailed examination of each and every item of receipt and
disbursement. In fact, the intention is to ensure the complete observance of the rules
specified by the competent authority in the matter of financial transactions. [tis to be
seen whether the procedure observed at the Treasuries meets all the requirements of
audit, that the accounts are properly maintained and that the orders in force regarding
the custody and handling of treasure, stamp, valuables etc. are observed. The
Inspecting Officer from the Audit Department shall not be required to verify by
actual count the balance of valuables, stamps and opium etc. duty of which devolves
upon the Treasuries, Accounts and Lotteries Department.

(E) INSPECTION
The objective of inspection shall be to ensure that the work is being conducted in
accordance with the rules, instructions and order of the Government and also that
accounts and records are properly maintained. It shall, in addition, ensure that
accounting and other working procedures laid down by the Government are actually
observed in Treasuries. Inspection shall also be used as an opportunity to understand
problems and limitations of the staff and to inculcate in them a high sense of duty and
responsibility.
(a) The inspection of Treasuries shall be carried out by the officers of the
Treasuries. As a special case, the District Collector may also inspect the
Treasuries.

(b) Special inspection may be carried out by the District Collector, in consultation
with the Finance Department as and when required.

(¢) Zonal Deputy Director (Inspection) shall make a systematic inspection of each
District Treasury and Sub- Treasury once a year. And in no case more than 18
months shall elapse between two inspections or as may be required by the
Director, Treasuries, Accounts and Lotteries. Inspection shall be in accordance
with the instructions issued by the Finance Department from time to time.
Indicative check listis at Annexure-1.
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(d)

()

The DTO shall inspect every Sub-Treasury within the district once a year or as
frequently as may be required by the Director Treasuries, Accounts and
Lotteries. Inspection of the DTO shall also be in accordance with the procedure
laid down. Indicative check list is at Annexure-I1.

Secretary-in-Charge (Finance), Director Treasuries, Accounts and Lotteries,
Additional Director, Joint Director Treasuries, Accounts and Lotteries, or any
other Officer authorized by the Secretary or the Director may also undertake
surprise or detailed inspection of District or Sub- Treasuries in the state.

Inspection note by the inspecting authority shall be made available online to
District/Sub-Treasury within seven days of inspection. The online reply by the
Treasury shall be made within 15 days after it is issued by the Inspecting
Authority. Till the time online system is not available, the Inspecting Authority
shall send a copy of inspection note to DTO/ TO concerned and to the Director,
Treasuries, Accounts and Lotteries Department. First reply to the inspection
reports issued by the Inspecting Authorities shall be given within one month
from the date of issue of the inspection report.
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CHAPTER- 111

PAYMENT OF REVENUES OR PUBLIC MONEY RAISED OR RECEIVED

43.

44,

BY THE STATE GOVERNMENT INTO THE CONSOLIDATED FUND
AND OTHER PUBLIC MONEY INTO THE PUBLIC ACCOUNT

SECTION -1 : PAYMENT OF REVENUE, PUBLIC MONEY RAISED OR

RECEIVED BY THE STATE GOVERNMENT INTO THE STATE
CONSOLIDATED FUND

(A) PROCEDURE FOR PAYING MONEY INTO THE TREASURY

Any person paying money into the bank on Government account shall present it
along with challan(s) in Form T.R.-1, generated through eChallan portal in triplicate
showing distinctly the nature of payment, the person/Officer on whose account it is
made or being paid into the Treasury and all the information necessary for the
preparation of receipt to be given in token of having proper accounts classification
etc., duly mentioned. Challans shall be generated online using eChallan facility and
the money can be paid in the bank directly using the facility of internet banking etc.
The DTO/ TO shall acknowledge the receipt of online banking as a proof of having
made the payment in the Government account and seal of bank may not be required
on the challan while making payment through net banking etc or where challans
bearing unique HIMGRN are generated through eChallan.

In case where the payee chooses not to make the payment through net banking or
other modes of electronic payment (when available), he shall do so by visiting the
bank and making the payment over the counter. He shall present the printout of
challan printed from the Cyber Treasury website.

(B) RECEIPTS OF MONEY BY GOVERNMENT SERVANT AND GRANT FOR

RECEIPTS THEREOF

45. (1) All Government receipts of small amounts of less than ¥ 500 shall be collected in the

office in which the money is to be deposited. The depositor shall be given a receipt by
this local office from the Departmental Receipt Book. Till the Department gets the
Receipt Book printed, the receipts may be issued in the serially numbered receipts
under the signatures of the Head of the Office or as provided in rule 47 of these
procedures.

(2) All Government Officers shall be allowed to keep such receipts adding up to the

29



/1

I t-CU , aReo+ObhivOy . RhbOv! L hwso/ 9L ¥ BCIBME9wbaob¢

Lb@hPhb{h[LC5'bt50H¢I OW. RhbdL b@HO! . L/ h! b

amount of¥ 2000 . Such receipts shall not exceed the amount T 2000.

(3) The DDO shall deposit the total amount so collected through a challan generated

through e-Challan portal duly mentioning the details of all depositors, at least once
every month or whenever such receipts exceed the amount of ¥ 2000. However it
shall be ensured that receipt under same HoA shall only be clubbed in one echallan.

(4) In case of some of the institutions/ establishments like Medical Colleges, Hospitals,

Deputy Commissioners' Offices, already having some existing arrangements for
collection and deposit of the daily cash receipts, these establishments may continue
with the existing procedure.

46. (1) The Head of an Office receiving money on behalf of the Government shall give the

47.

48.

payer a receipt, in lieu of money deposited, giving details of the receipt. This
standard form shall be issued by all Government Officers receiving money on behalf
of the Government unless any special form is specified by departmental regulations
to suit the convenience of any particular Office. The receipt shall be signed by the
Head of the Office orany other Officer subordinate to him (gazetted or non-gazetted)
duly authorized, if the circumstances so justify, to sign such receipts. The Officer
signing the receipt shall satisfy himself at the time of signing the receipt and
initialling the counterfoil that the amount has been properly entered in the cash book.
All receipt books including blank books shall be kept in the personal custody of the
Government Servant using them.

(2) All money so received shall be brought to account at once in the form of account

specified under rules made by the competent authority and no money shall be
received except under the rules specified for the purpose and contained in estimates
of receipts or decided by the Finance Department.

Government dues or other money receivable on Government Account may
ordinarily be realized through online mode using e-challan (Cyber Treasury)
module. It may also be realised in legal tender coin, notes or by cheques also. Notes
of all denominations are universal legal tender and can be received by all
Government Officers as token of payment of Government dues or in settlement of
other transactions. However, it shall be the responsibility of such officers to deposit
such receipts in government accounts at the day end or latest by the next working day.

Public Works Department- Receipts of the PWD, in form as specified by the Finance
Department shall be issued only by the Divisional Officers, Sub-Divisional Officers
or other Government Servants specially authorized by the Government. The receipt
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49.

50.

book shall be obtained from the District Trcasury where their respective
headquarters are situated.

(1) No Government Officer may issue duplicate or copies of receipts granted for money
received on the pretext that the originals have been lost. If any necessity arises for
such a document, a certificate may be given that on a specified day a certain sumona
certain account was received from a certain person. This prohibition extends only to
the issue of duplicate receipts in the cases when the originals have been lost and does
not apply to cases where as per existing rules, duplicates have to be prepared and
tendered with the originals.

(2) In the case of receipts of Excise and Taxation Department, credit certificate shall be
given by the Excise and Taxation Department on the basis of copies of TA 2, which
are available on eKosh.

(3) All District Treasuries shall, until online system ensuring real time data available is
in place, upload account data containing payment and receipt figures for the month
on e-Kosh/MIS portal by the 5th of the succeeding month. Data shall also be
uploaded every day or whenever Sub-Treasury account is merged, whichever is
carlier. Uploading shall be continued till all treasuries of the district are on online
system where data shall be available on real-time basis.

(4) At the beginning of every month the DDO shall take a copy of the consolidated
treasury receipts available on HimKosh portal and compare it with the receipts as per
record available in their offices. Any discrepancy shall be removed by reconciling
figures with treasury.

Receipt of Payments through Cyber Treasury

(a) A payee has the option to make online payments through eChallans. Once the
payment is successful, the bank's name and date of transaction shall be
instantly updated on the e-Treasury website.

(b) The receipt of payment through Cyber Treasury, involves debit to the payee's
bank account and credit to the pooling account of the Government of HP
opened in the participating Agency Banks.

(¢) The participating bank shall not in any way dispute the payment having been
made once a “successful” (ransaction message is updated from the
participating bank's server to the Government server. In order to have a proper
reconciliation, the date on which the tax payer's account is debited and money
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(d)

(e)

(f

(g)

is credited into the pooling account of the State Government, the same shall be
considered as the payment date. The receipt on a date till 8 pm or the time
specified by the government shall be reported by the banks to RBI on the next
day.

In case where the user/ tax payer chooses not to make the payment through net
banking or other modes of electronic payment (when available), he shall do so
by visiting the bank and making the payment over the counter. He shall present
the printout of challan printed from the Cyber Treasury website.

The information in the specified format shall be provided from the bank to the
Treasury in soft copy on daily basis (e- Scroll). Agency banks shall ensure that
all receipts in the pooling account of Government are reported to the concerned
Treasury latest by T+1 day, where T refers to the day on which the user's bank
account was debited while making the payment through net banking. The
challan Identification Number, which is unique for each transaction shall be the
basis for e-reconciliation. The compiled information of receipts shall be made
available to all the Departments on eChallan portal. The respective Department
shall use this information to reconcile the accounts electronically using the
treasury software. The information format which shall be sent to the
Departments shall be the same as received from the bank in Treasury.

The state government may integrate e-receipts with eKuber of RBI. In such
case the scroll of RBI shall be the basis of accounting and reconciliation. The
Finance Department shall notify the roles and responsibility of different
stakeholders upon implementation of this system.

The Cyber Treasury shall render the electronic data and account related to e-
challans to the AG(A&E)HP.

SECTION II- DEPOSIT OF MONEY OTHER THAN REVENUES OF PUBLIC
MONEY RAISED OR RECEIVED BY THE GOVERNMENT OF THE STATE

51.

52.

INTO THE PUBLIC ACCOUNT

All money received by or deposited with a Government Servant in his capacity as
such, other than revenues or public money received by the Government of the State,
shall be paid into the Public Account of the State. It shall be according to instructions
asissued by the Finance Department.

For the accounts of public money received for deposit in the Public Account of the
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53.

54,

55.

State, it is the responsibility of the DTO/ TO to see that no item is credited as a deposit
without formal order of a Court or the competent authority and also the receipts are
credited to the relevant Head of Account as provided in the estimate of receipt books
ordecided by the Finance Department. The item prohibited to be accepted as deposits
as per the guidelines issued by Finance Department from time to time shall not be
entertained in any case.

Each item of deposit received at a Treasury shall be recorded in HPOLTIS. Refund of
such items shall also be processed in online system.

Personal Ledger Accounts (PLA)

Special banking accounts in the form of Personal Ledger Accounts can be opened in
consultation with the AG(A&E)HP sought through the Finance Department for
certain classes of the deposit transactions of a public or quasi- public nature. The
accounts maintained in the Treasury are of banking nature and it is not necessary to
treat each disbursement as made against a particular receipt. Withdrawals are made
only in cheques signed by the responsible administrator, which remains current for
three months after the date of issue. The money so received is accounted for into the
Public Account of the State,

The competent authority shall scrutinize the proposal for the opening of a PLA
thoroughly before referring the case to the AG(A&E)HP / through the Finance
Department ensuring that the number of such accounts is not unnecessarily
multiplied and shall further see that those cases, where the money can conveniently
be either credited to the final heads of accounts or accounted for are not referred to the
AG(A&E)HP/AG(Audit)HP.

Authority to open Personal Ledger Account:

(1) The Personal Ledger Account shall be authorized to be opened by an order of the

Finance Department with the concurrence of Accountant General. Such special
order or permission shall be issued or granted by the Finance Department after it is
satisfied that the initial accounts of the money to be held in a Personal Ledger
Account and disbursed are maintained properly and the same are subject to audit.
Every Personal Ledger Account so authorized to be opened, shall form a part of the
Public Account of the Government.

(2) Personal Ledger Account shall be authorized to be opened in the following types of

cases, namely:
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56.

(a)

(b)

(c)

(f)

in favour of an authorized officer appointed for the purpose of administering
money tendered by or on behalf of wards and attached estates under the
Government management. It shall also be ensured that proper arrangements
are made for the maintenance and audit of connected initial accounts.

in relation to Civil and Criminal Courts' deposits, in favour of the Chief Judicial
Authority concerned.,

where, under certain regulatory activities of the Government, receipts are
realized and credited to a Fund or Account under the provisions of an Act to be
utilized towards expenditure thereunder and no outgo from the Consolidated
Fundis involved.

where a Personal Ledger Account is required to be created by law or rules
having the force of law and certain liabilities devolve on the Government out of
the special enactments.

in favour of officers of commanding units and others concerned in the
administration of public funds in the Civil Defence and Police Departments.

in any other case of exceptional character.

SECTION-II-SPECIAL INSTRUCTIONS FOR DIFFERENT PARTICULAR
DEPARTMENT OR DIFFERENT CLASSES OF RECEIPTS

(D

Public Works Department

General

Public Works Ofticer, who has to frequently make remittances, shall keep a book in
form as specified by the Government from time to time in which he shall enter all his
remittances to the Treasury. This book shall be reconciled with Form T.A. 2 available
in eKosh at the end of each month, Any discrepancy found on comparison, the
schedule of receipts shall be shared with the concerned Treasury/ Sub-Treasury
Officer.

(a)

[n a Division there shall be for each treasury only one Remittance Book which
shall remain with the Executive Engineer in charge of the Division. All money
remitted by Public Works Sub-Divisional Officer in to a Treasury or Sub-
treasury shall be accompanied by challans in triplicate, one copy being
returned to the tenderer, duly signed as a receipt, and the other retained in the
treasury forrecord and the third one to be sent to the A.G.
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57.

58.

59.

60.

(b) The Executive Engineer, on receipt of the receipted challan, with the Sub-
Divisional Officer's Cash Book in support of the payments made into the
treasury or sub-treasury, shall enter the amount in his Remittance Book.

(c) Each Executive Engineer in the district shall be furnished or made available on
treasury portal a memorandum of the monthly receipts in the treasury on his
account pertaining to his division. The memorandum shall give the following
particulars: (a) date of payment into the treasury (b) by whom paid, i.e. whether
by the Deputy Commissioner or Tehsildar, or any other Officer (¢) nature of
item (d) name of person from whom recovered (e) authority under which
recovered and (f) the amount.

If a Public Works Officer sends a cheque as a remittance to the Treasury, the cheque

shall be drawn in his own favour and endorsed with words “received payment by

transfer, credit to the Public Works Department.”

Remittances made to the bank cheques paid in as Public Works receipts shall be

entered in the remittance book but in the place for the Treasury receipts shall be

entered “By Bank Cheque” and the book need not be sent with the remittance,
provided that the cheques are always endorsed as specified in the preceding rule.

(1) Forest Department

a)  Bankshall receive Forest Revenue:

(I) when paid in by a Forest Officer.
(1I) when the challan is countersigned by a Forest Officer.

b)  Eamest money deposits tendered by contractors/ purchases of forest produce
shall be paid by them directly into a bank, where these shall be credited to
Revenue Deposits and not as Forest Remittances. Refunds of these deposits
shall be regulated by rules governing deposits and their refunds.

(2) Remittances by the Forest Officer may be in cash or partly in cash and partly by
cheque/ net-banking, or wholly by a cheque/ net-banking, The amount paid in
cash and the amount remitted by cheque/ net-banking being shown separately
in the challan or remittance note. Remittance by the Forest Officer may also be
made using net-banking facilities on the e-Challan portal.

A consolidated receipt in form as specified by the Government, for the Forest
Remittances received and credited during the month (vide Article 58 of Account
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61.

Code, Volume II) shall be furnished by the treasuries through e-Kosh on the 5th of
the ensuing month. The Officers dealing with the Treasury shall access these. No
physical copies shall be supplied by the treasury.

SECTION-IV- PROCEDURE AT TREASURY
(1) General

Online challan generated through eChallan portal shall be presented directly at the
bank, there is no necessity to present it to DDO or attached treasury. The banks shall
also accept such challans and receipts without signature of either. However, the
challan for withdrawal of stamps shall, except when otherwise provided, be first
presented at the Treasury. The DTO/ TO shall have it enfaced with an order to the
bank to receive the money and to grant a receipt.

(2) Revenue Receipts

Anyone who has no access to internet and cannot generate online challan and has
money to pay on account of Government shall tender the amount at the Office of the
concemed Officer accompanied by a challan or memorandum in form S.T.R.1 in
triplicate. The Office entrusted with the duty of examining the challans shall, after
examination, enter the challan in the appropriate register of challans and shall write
on the all three copies the word “Correct”; he shall then affix his initials to the
challans with the date, specify the Head of Account and return all the three copies to
the payer, who shall proceed with them to the bank. However, in case where the
challan is generated online using eChallan, the depositor may not visit the office of
the DDO and Treasury and shall directly proceed to deposit money by using the net-
banking facility. The money shall be received and credited to the proper Head of
Account and an acknowledgement shall be granted to the payee in the original
challan, the other two copies of the challan shall be forwarded with the daily accounts
to the TO who shall pass the daily accounts to the DTO. When the receipt is less than
the amount of X 500, rule 46 shall apply.

This rule also applies to receipts in respect of local funds and deposits,

The amount of license fee, duty permit fee, etc., to be credited under Head of Account
*0039-State Excise Duties™ shall be deposited by a challan in triplicate,

General Managers, H.P. Transport Corporation are authorized to deposit the amount
collected as Passenger and Goods Tax into the SBI or other authorized banks directly,
without channeling through the Treasuries/ Sub- Treasuries. The responsibility for
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the correct classification on the challan shall, however, rest with the General
Manager, Himachal Pradesh Roads Transport Corporation. One part of the challan
shall be returned to the person making the payment as a receipt and duplicate with
original shall be forwarded to the TO concerned, who shall retain the duplicate and
the original shall be collected from treasury by the Excise and Taxation Officer of the
District concerned. Account for all the receipts made through eChallan shall be
prepared and rendered to the AG(A&E)HP by the Cyber Treasury. No Treasury shall
include transactions in their account if receipt is coming through eChallan through
electronic payment by the payee. Where receipt is accepted in designated treasuries,
the receipt scroll shall be sent to attached treasury. Such designated bank branches
shall include these payments in scroll sent to attached Treasury on daily basis. The
list of designated bank branches is in Annexure I'V. Further, in case of ETD receipts
may also be collected online through banks with which the Excise and Taxation
department has entered into a MOU. The account of such banks shall be rendered to
the designated attached treasury and shall form a part of their daily receipt -scrolls.
Such online receipts shall not be included in the receipt of Cyber Treasury.

Cheques of local banks shall be accepted in payment of Government dues or in
settlement of other transactions in accordance with preceding rule 53 . The
preliminary acknowledgement for the receipt of the cheques shall be in the form as
presented below:

Acknowledgment Proforma
ReceivedchequeNo...............c.cee forRupees.............. drawn on............

Bankonaccounton ...........ccoeeeeiiins asperchallanNo..........ccccooenn.

62.

There shall be a daily clearance of cheques accepted and the transactions shall be
included in the daily account submitted to the Treasury after the cheques have been
cleared. If a cheque is dishonoured by the bank concerned on presentation, the fact
shall be reported at once to the payer with a demand for payment through net
banking/demand draft.

Receipts of Departmental Officers

Money received by Officers of the Departments named below shall be received at the
Banks without the intervention of the DTO/ TO in accordance with the special rules
specified against each rule.
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2. Public Works
3 Receipts pertaining to Department of Excise and Taxation

4. Transport.
Note: The original challan may be in the form of a book sent daily for signature.
63.  Adviceand Certificates

The advices of receipts which, according to any rule, have to be sent to Departmental
Officer or Department, and consolidate receipts or certificates of receipts required by
any rule to be given to any Departmental Officer or Department shall be prepared in
the Treasury and not in the bank, as the point to be advised or certified is not that
money had been received at the bank but that the receipt has been entered in the
Treasury accounts, The procedure in regard to the receipt of money at District
Treasuries is generally applicable to Sub- Treasuries also.

64. (a) Direct appropriation of Department Receipts for Departmental Expenditure
may be authorized as per directions provided by Finance Department from
time to time.

(b) The payments and receipts scrolls including all government transactions shall
be sent by the attached bank branches to treasuries on daily basis afier closure
of government business hours or by the next working day by 11 am After the
integration of eKuber, scrolls shall be received online from RBLL
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65.

TREASURIES

(A) TREASURY STRONG ROOM

The following rules shall regulate the security of Strong Rooms: -

(a)

(b)

(c)

(d)

()

Without the special permission of the Director, no place shall be used as a
Strong Room. The treasury's Strong Room shall first be certified to be secure
and fit for use as such by any Officer of the PWD, not below the rank of an
Executive Engineer. In certifying the suitability of the room, the Inspecting
Officer may stipulate any necessary conditions as to the manner of storing the
treasure,

Existing Strong Rooms shall be inspected annually by an Executive Engineer
or by an Assistant Engineer deputed by the Executive Engineer of PWD for the
purpose. But the certificate shall be countersigned by the Executive Engineer
evenifitisinspected by the Assistant Engineer,

A copy of the Inspecting Officer (Executive Engineer) certificate and of the
Superintendent of Police orders (excluding banking Sub- Treasuries) shall be
hung at a conspicuous place within the Strong Room. It is the duty of the DTO
to see that all the precautions of storage stated in these documents are taken.

The doors and windows of the Strong Room shall remain permanently closed
and locked, except during the time necessary for moving valuables into or out
of it. The DTO/TO shall be personally present during the opening and shutting
of the strong room. As an exemption to this rule, the opening of shutters may be
permitted during the office hours, through an aperture which is otherwise
barred, if it is necessary for the admission of light or air to any other part of the
building, provided that valuables remain securely packed under lock and key.

The maintenance of strong rooms shall be the responsibility of the DTO/ TO
along with the Treasurer. The DTO/TO shall physically verify the treasure in
District Treasury/Sub Treasury and record a certificate in a format specified by
the department.

(B) THE TREASURER

The treasurer is responsible for the handling of valuables/stamps at a Treasury. It is
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the duty of the Director, Treasuries, Accounts and Lotteries to see that the Treasurer furnishes
sufficient security as defined in rule 84 to protect Government against losses due to his
negligence or fraud.

(C) INDENT OF STAMPS

66.  The DTO shall compile and send half yearly indent of stamp denomination wise to
the Directorate before the designated dates in the specified format.

(a) [Itshall be ensured by the DTO, that no indent for any denomination is placed if
the available balance of that denomination is between two to three times the
sale of that stamps denomination in the preceding six months.

(b) DTA shall compile the indent received from all DTOs and send the indent to
Nasik or Hyderabad. It shall be ensured that in no case the available balances of
denomination wise indented stamps is more than three times the sale of stamps
during the preceding six months of the indent. The indent may be prepared by
the DTA on eStamp module. In such case, the DTO shall not be required to send
indent to DTA.

67. (a) The following registers shall be maintained in electronic format in e-Stamp
Module:
1. Double Lock Transaction Register
it.  Double Lock Issue Register- Daily Sale Summary Sheet
iti.  Daily Sale Order Detail- Delivery Sheet

(b) A master for stamp vendors, wherein vendor details as well as the validity of

vendor license and denomination wise authorization of specific stamps is to be
filled. Any vendor without valid license shall not be issued any non postal
stamp. Further, the receipt and transfer of stamps from Nodal office to District
Treasury and District Treasury to Sub Treasury shall be through online e-Stamp
application software. Similarly, transfer between two districts shall also be
through this system.

(D) DEPOSIT OF VALUABLES IN TREASURY
68.  No funds of other Departments may be received in the Treasury for safe custody.

69. (a) For special reasons, the Collector may direct the Treasury to deposit “sealed
packets™ belonging to other Government Departments, local bodies and co-
operative banks and societies for safe custody. A register shall be kept in the
Treasury in which the receipt and return of the chest shall be duly
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(b)

acknowledged.

The key or keys of the valuables shall not be kept in the Treasury nor shall the

amount of such valuables be brought into the accounts of the Treasury. The

AG(A&E)HP / AG(Audit)HP may report to the Government any case in which

the permission appears to have been improperly granted by the Collector.

(1) That the Director, DTA shall have the discretion to decline to receive the
cash box if it is considered that the available accommodation in Sub-
treasury or Treasury building is inadequate.

(2) Inview of the fact that there is no security arrangement in sub treasuries,
the valuable shall not be deposited in sub treasuries and these can be
deposited in District Treasuries only. However, in emergent cases if
valuable is to be deposited, the collector concerned shall ensure to
provide adequate security for strong room.

70. (1) Bullion, jewellery and other valuables, such as promissory notes, security deposits

etc., coming into the hands of a Government Servant in his official capacity may be

received in the District Treasury for safe custody at the direction of the District

Magistrate/ Chief Judicial Magistrate in the case of headquarter Treasury. The value

of such articles shall not be brought into the account of the Treasuries.

(2) The DTOs shall once a month examine the condition of boxes of bullion, etc. and

record the result of the examination in the register referred to in clause (b) below. The

following are the guidelines for dealing with valuables deposited under this rule:

(a)

(b)

When bullion, jewellery and other valuables, including current money, is an
exhibit in a criminal case, connected with any case executive, or judicial,or any
other packet are placed in the Treasury for safe custody under orders of the
District Magistrate, Chief Judicial Magistrate, IMIC or Officer as the case may
be, these shall be collected in a sealed packet, and presented with a
memorandum from the District Magistrate, Chief Judicial Magistrate or Sub-
Divisional Officer, as the case may be, containing a list of property and a
statement for its actual or estimated value.

The DTO, after satisfying himself that the packet is in order and the seal is
intact, shall note the receipt in the register of valuables in specified register as
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given below and shall return the memorandum to the District Magistrate, Chief
Judicial Magistrate, or Sub-Divisional Officer, as the case may be, endorsed
with a receipt for sealed packet, numbered and said to contain the property
detailed on the reverse as per the format below.

Register of valuablesreceivedatthe. ...

Treasury/ Sub Treasuryinthe ..........cccceeiiinnnnnn. District for safe custody.
Sr.
o 4 - A
No. Eis R

Number of packet
Date of deposil
Case concemed
Circumstances and conditions of receipts
List of description of the property said to be
the deposit
District Treasury
Officer
Treasurer
Note of final disposal with receipt of the
person whom delivered
District Treasury
Officer
Distric
Treasurer/Sub
T'reasurer

contained in the packet with value, actual or
estimated if provided by the authonty ordenng

(¢) Eachentryshall beinitialed by both the DTO and the Treasurer.

(d) The packets shall then be kept in the same way as under double locks and shall
not be returned without the orders of District Magistrate. Additional District
Magistrate or Sub-Divisional Officer, as the case may be. It shall be the duty of
the messengers (not of Treasury Officials) to bring in and take out packets at the
directions of Officer depositing or taking out such packets.

(¢) The DTO shall maintain two registers one in the form shown in Note 1 above
for bullion, jewellery and other valuables connected with cases which are not
required to be taken out frequently and the other for similar articles connected
with cases required to be taken out frequently.

(f)  The duplicate keys of the iron safes and chests kept in Government Offices for
the custody of cash and other valuables shall be received in the Treasury Strong
Room duly secured in sealed covers. The same shall be withdrawn and
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deposited again once in a year in the month of April for verification.

(g) Treasurer's security bonds shall be kept in the treasury chamber in a separate
box, the key of which shall remain with the DTO/TO.

Government promissory notes belonging to a Municipal Committee (including a
small town committee) shall, if they are not likely to be returned within twelve
months, be sent for safe custody to the DTO of the nearest Government Treasury, in
all other cases, valuables belonging to the committee (including small town
committee), shall, if there is a branch of the bank situated within the municipality or
the small town committee concerned or at the headquarters of the District, be kept in
that bank and if there is no such bank, be kept in the Government Treasury in a strong
box to be deposited in the double lock rooms, and the keys of such strong box may
remain with such person(s) as the committee may direct, provided that securities
endorsed in favour of any person acting as a banker or any bank other than RBI or
SBI, and fixed deposit receipts of such person or banks, other than the RBI or SBI,
shall be deposited in the Government Treasury.

Note1:  The provisions of this rule also apply to all other institutions other than
Government Departments.

Note2:  The clock bodies, Co-operative Banks and Co-operative Societies shall
be charged for the services rendered to them by the Government under
this rule rules at the following rates:-

1)  Packets or boxes up to one kilogram in weight at the amount of 100 per
quarter.

ii) Packets and boxes weighting more than one¢ kilogram but not more than 5
kilograms at the amount of 500 per quarter.

ii1) Packets and boxes weighing more than 5 kilograms at the amount of¥ 1000 per
quarter.

(E) TREASURY PADLOCKS AND KEYS

A register of all padlocks belonging to the headquarters and Sub-Treasuries and
Treasure Chests shall be maintained in the form as presented below. Separate pages
shall be assigned to the District Treasury and for each Sub- Treasury or Treasure
Chest. Each Sub- Treasury shall also keep a list of its own padlocks and keys in a
similar form.
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73.  Every padlock shall have a number impressed upon it or attached to it by a metal or
other label and the same number shall be impressed on or attached to each key
belonging to it. No two padlocks in the same District shall bear the same number.
74.  If a padlock becomes unserviceable or ceases to be in use, or if any one of the keys

TS

belonging to it is lost, the circumstances shall be reported to the Director, Treasuries,
Accounts and Lotteries who shall pass orders regarding the disposal of the padlock
and keys. No padlock, of which a duplicate key has been lost, shall continue to be
used. No spare padlocks shall be kept ata Sub-Treasury or except with the permission
of the Director, Treasuries, Accounts and Lotterics, at the headquarters' Strong
Room. Duplicate keys shall not be kept at Sub-Treasuries.

No local mechanic shall ever be allowed to repair a Treasury padlock or to make a
new key for one.

Note: All locks, keys and hinges, etc., in Treasuries and other places shall be inspected

76.

occasionally and more especially before the beginning of the monsoon when steps
shall be taken to treat all such objects with petroleum jelly or o1l of a suitable nature in
order to prevent them from getting rusty. The Petroleum Jelly or oil shall be
purchased out of the contingencies of the office concerned.

All spare padlocks with their keys which are held in the district Strong Room with the
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77.

78.

9

80.

approval of the Director Treasuries, Accounts and Lotteries and all duplicate keys,
except those belonging to the locks of the district strong room door, shall be kept in an
almirah in the district strong room, under double locks, the keys of the one lock being
in the hands of the DTO, and the other in the hands of the Treasurer. The duplicate key
of the lock of the almirah (containing the duplicate keys) shall be deposited with the
Deputy Commissioner in a sealed packet. At the beginning of each financial year, the
duplicate key shall be withdrawn from the DC. The duplicate of the Treasurer's keys
of the district strong room (double lock) door shall be secured under the seal of the
DTO and deposited with the Deputy Commissioner for safe custody. The duplicate of
the DTO's key of the district Strong Room door shall also be secured under the seal of
the District Treasury Officer and made over to the Deputy Commissioner for safe
custody .Once a year, in the month of April, they shall be retrieved examination and
returned to the Deputy Commissioner under fresh seals of the DTO and the
Treasurer in the case of the Treasurer's key and of the DTO alone, in the case of his
own key, a note shall be made in the duplicate key register that they have been
examined and found correct.

Whenever the charge of a Treasury is transferred or a Treasurer is changed, all
padlocks and duplicate keys belonging to the Treasury shall be examined and
compared with the register and a certificate shall be signed that they have been found
to be correct.

At every inspection of a Treasury, the Inspecting Officer shall satisfy himself that the
padlocks and all keys (except duplicate keys of the headquarters Strong Room locks
deposited elsewhere) are correct and deposited in accordance with these rules, and
shall make a note to this effect in his inspection report.

(F) TREASURER'S RECORDS

a)  The Treasurer shall maintain stock registers for stamps and opium. The
Treasurer shall maintain such stock register electronically in the eStamp
module.

b)  When stamps or opium have been sold, the total sale shall be entered in the e-
Stamp module before the cash book is closed and memorandum shall be
printed and forwarded to the Accountant so that the necessary entrics may be
made in the accounts.

(G) CASH IN DEPARTMENTAL CHEST

Government money in the custody of a Department or Officer shall, as a rule, be kept
in strong Treasure chests, and secured by two locks of different patterns. In the
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81.

82.

84.

absence of any precise orders from the Government, the Head of the Office, in charge
of the chest, shall make such arrangements for the custody ofthe key as he deems fit.

As a general rule, the keys of one lock shall be kept apart from the keys of the other
lock, and in a different person's custody except where the procedure specify
otherwise. The chest shall never be opened unless both the custodians of the keys are
present. When there is a police guard, the Officer-in-Charge of such guard shall hold
the custody of one set of keys and he shall always be present when the chest is opened
and until it is again locked. Whenever a cashier is attached to an Office, the keys of
one of the locks of the Treasure Chest shall necessarily remain in his possession. It
shall be the responsibility of the Office in-Charge to take back the keys for oiling and
annual verification from Treasury and deposit these back after doing so in the month
of April every year. Any objection raised by the Inspecting Officer during their
inspection of Treasury regarding annual verification shall be transferred to the
respective DDO.
Cashiers, storekeepers, sub-storekeepers, clerk, temporary subordinates and other
classes of establishment entrusted with the receipt and custody of cash or stores or
those required to handle money, may be asked to furnish security of the amount being
regulated with reference to the amount of cash which is in the hands of individuals
from time to time or according to the circumstances and local conditions in each case.
The amount of security shall be as deemed appropriate by the controlling officer with
the concurrence of the HOD but it may not be less than 10% of the maximum amount
of cash/store likely to be handled by the Government Servant. The responsibility of
fixing these limits shall be of the CO/HOD.
The position about the amount of security shall be reviewed once every year by the
HODs, for re-fixing the appropriate amount after taking all relevant factors into
account, if it is found that the amount already fixed does not conform to the
requirement of the rules.

The security shall be taken in one of the following forms:
(a) Fidelity Guarantee

(b) PostOffice Security Deposit

Without the special orders of competent authority, no security deposit shall be repaid
or re-transferred to the depositor, or otherwise disposed off except in accordance with
the terms of his agreement or bond. The depositor's acknowledgment shall be
obtained in all cases of security return. When an interest bearing security is returned
or re-transferred, the acknowledgment shall set forth the full particulars of the
security.
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WITHDRAWAL OF MONEY FROM THE CONSOLIDATED FUND,
CONTIGENCY FUND AND PUBLIC ACCOUNTS

Money may be drawn from Consolidated Fund and Public Account through Treasury
in two ways, namely:(i) by bills (ii) by cheques.

General Instructions Regarding Preparation and Form of Bills

The following general instructions regarding the preparation and form of bills shall
be observed:

(a) e-Billsshall be used forraising of all bills as per the following process:

1. DDOs shall use the online access in e-Bills to raise the bill online. The
process of preparing bills offline shall be limited to only those items
which are not available on e-Bills.

ii.  DDOs shall use their login credential to access the bill creation facility in
the module.
iii.  DDO shall then select the type of bill that he needs to create:-
- HPTRS/HPTR 5Aas specified in e-Bills.
- Change form for pay bill.

iv.  All kinds of bills other than salary i.e gratuity, leave encashment etc shall
be prepared in form HPTRS.

(b) The DDO shall fill the details as per the online form. All the mandatory fields
shall be filled as per the requirements of applicable form. The budget head
details as per the requirements of the applicable form shall be auto- populated
based on the type of bill being prepared. DDO shall only be able to raise the bill
in the current date. Back dated and future dated bills shall not be allowed to be
raised in the Treasury module. Till such time the AGHP accept completely
electronic bill all DDOs shall print the bill form generated online, sign and
stamp it and send it to the Treasury for processing. A unique token number shall
be generated once the DDO submits the printed and signed copies of the bill.

(¢) No correction in printed copy of bills generated through online OLTIS shall be
allowed. All corrections and alternations in the manual bill shall be attested by
the full signature, with date, of the person signing the bill.
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(d)

(e)

)

(2)

(h)

(1)

0

Charges against two or more major/sub/minor heads and SOE shall not be
inchuded in one bill.

The bills requiring sanctions/ special authorizations of the competent authority
shall be accompanied by duly certified copies of the same. Bills requiring
previous counter signatures shall be returned unpaid if presented without such
counter signatures.

The bill shall be within its validity period and the time barred claims shall be
accompanied by an authorisation from the competent authority as provided in
HPFR.

The bills shall be accompanied by required schedules as specified by
instructions issued by the Government from time to time.

When bills are presented on account of charges incurred under any special
orders, the orders sanctioning the charge shall be quoted. The copies of
sanctions in original shall accompany the bill. When part payment out of full
sanction is being drawn the original sanction by the competent authority shall
be produced along with sanction for part payment, as part of bill by the DDO.
Amount left in the original sanction shall be recorded in sanction by Treasury
under the signatures of TO/ DTO.

Dates of payment shall, when possible, be noted by the payees in their
acknowledgements in sub-vouchers, acquittance rolls etc. If, for any reasons,
such as illiteracy or the presentation of receipts in anticipation of payment, it is
not possible for the dates of payment to be noted by the payees, the dates of
actual payment shall be noted by DDO on the document under their initials,
either separately for each payment, or by groups as may be found convenient.
Such requirement from DDO shall not be there if payments are released
electronically. The date of payment may be reflected by the bank in electronic
report after releasing payment through electronic mode. In such cases payment
dates shall not be recorded manually.

When the Drawing Officer requires payment to be made through some other
person, he shall specifically endorse an order in favour of that person. The
position in regard to endorsements on a bill is that (a) one endorsement in
favour of another party is admissible, that (b) the party to whom the bill is
payable can endorse to his banker or to a messenger for collection only, and that
(¢) the banker can in turn endorse to a messenger for collection only. In all,
three endorsements are permissible provided that of the three, one is in favour
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88.

(k)

M

(m)

of the payee's banker and the other in favour of a messenger for collection only.
However payments above 5,000 shall only be released into bank account of
payce.

In cases, where the endorsement on a bill is unauthorized, incomplete, or
otherwise irregular, the TO shall refuse payment of the bill and return it to the
person who presents it with a memorandum explaining the reasons for such
refusal.

When payment is desired in theshape of a Bank Draft or by cheques in favour of
another payee, a separate bill shall be made by the DDO. Any payments beyond
the amount of ¥ 5000 shall be made through NEFT/ RTGS to the parties
concerned subject to any other instruction contrary to this.

The pay order by the DTO/ TO to the Manager of the bank shall be cleared on
the same day but if the payment is being made through cash, it shall remain
valid for 10 days. The bill shall be revalidated before presenting them for
payment at the bank beyond this period. Revalidation shall be current for 10
days, The salary cheques remain current for one month and shall be revalidated
for another month. The DTO/TO shall send/upload electronic payment advice
twice a day. The summary of payment bearing part of key shall be sent to the
attached bank by the treasury staff. The DTO/TO may also be required to
upload payment file on treasury system for download by bank or RBL.

Procedure for the issue of non-payment certificate in case of Bills/Pay orders lost

before payment.

When a bill passed by a DDO/ CO for presentation at a Treasury is lost before
payment, the Government Officer who drew the original bills shall ascertain from the

Treasury that no payment has been made on the bill before he issues a duplicate

thereof. The duplicate copy shall bear distinctly on its face the word "duplicate’
written in red ink. The fact that a duplicate bill has been issued shall be immediately

communicated to the DTO/ TO with instructions to refuse payment on the original

bill, if presented.

Note: For the purpose of this rule, the DTO/ TO, on receipt of a request from DDO/ CO,
shall, after due verification from his records, furnish a certificate as mentioned below,
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Non-Payment Certificate for duplicate bills

Certified that Bill No. ............ dated....for Rs. ....... (RUPBBS: i marase s iain)
reported by (the DDOs) to have been drawn by him/her on this Treasury in favour of
<e-reaen... has not been paid, and will not be paid if presented
hereafter.

89.

90.

91.

92.

When any kind of bill is required to be prepared in duplicate or triplicate, only one
copy shall be signed or countersigned in full and other copy or copies may be only
initialed. If the previous audit of the AG(A&E)HP / AG(Audit)HP is required, only
the original copy shall be sent to that authority.

Mode of drawal and classification — on account of amount redrawn owing to loss
through misappropriation, defalcation, embezzlement, etc.-

The redrawal of amount on such occasions, pending further action regarding
investigations etc. and recovery, if any, of the loss, shall require a specific sanction of
the authority competent to write off the loss in question in terms of the provision of
Himachal Pradesh Financial rules in each case and that the amount, so sanctioned,
shall be drawn on a simple receipt containing information given in the Annexure-V.
The drawal/withdrawal of the amount so sanctioned shall not require any special
authority from the AG(A&E)HP/to the DTO/TO.

In the accounts the amount so redrawn shall be classified as “Special Advance™ under
the major head “8550-Civil Advance-104-Other Advances™ under section “K-
Deposits and Advances”. The amount, if any, recovered subsequently shall be
credited to the above head and the balances, if any, under the head, if found
irrecoverable shall be written off with the sanction of the competent authority and
adjusted as a loss under Head of Account to which the expenditure of this Department
concerned is ordinarily debitable.

Instructions Relating to Cheques

The Government may authorize officers of any Department to incur expenditure
against grants of these Departments either by cheques or by bills.

Cheques shall be drawn on forms in cheque books supplied by the Treasury Offices

to the DDOs authorized to draw money from the Treasuries with which they are

placed in account.

(a) The drawer of a cheque shall write the amount in figures and words such as to
make the fraud impossible along with phrase “Under Rupee ™ and the
Treasury shall examine the words and corresponding figures with special care.
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94.

96.

97.

(b) The cross entry is not necessary if the amount in words is typed perforated by a
special cheques writing machine,

(c) Rule87(c)applies mutatis mutandis to corrections and alterations in cheques.

Cheques shall only be drawn in favour of Departments in settlement of Government
dues and shall always be crossed “A/c payee only-not negotiable™.

In the absence of a specific request to the contrary from the payee, cheques drawn in
favour of corporate bodies, firms, shall always be crossed. Subject to any instructions
received from the payee, cheque(s) shall be crossed™. ... and Co.” with the addition of
the words “Not negotiable™ between the crossing. Where the payee is believed to
have a bank account, further precautions shall be adopted wherever possible by
crossing the cheques 'specially’ (instead of by the “general” crossing,”...... Co.”) by
quoting the name of the bank through which the payee shall receive payment and by
adding the words “A/c payee only, Not negotiable.” These instructions regarding the
method of crossing of cheques are applicable in all cases where the use of crossed
cheques is specified.

When a Public Officer sends a cheques to a Treasury not for cash payment, but for
credit of its amount in the Treasury Accounts for book transfer, he shall, before
endorsing the same, add the words “Received payment by transfer * Omission can
result in fraudulent appropriation of money.

The following instructions as to cheques shall always be observed: -

(a) When acheque is made payable specifically to one person (i.¢. to A.B. only and
not to “A.B, or other” or “A.B. or bearer”) the payment shall be made on the
receipt of the person named in the cheques.

(b) When a cheque is payable to a person or bearer the payment may be made to
bearerif presented by him.

(¢) Two parallel red lines drawn across a cheque are admissible and mean that the
payment of the crossed cheques is not to be made otherwise than to a banker.

(d) If a cheque payable to “A.B.” or “A.B.” or order is merely signed by the
original payee on the back, it is said to be endorsed in blank and becomes
payable to the bearer under section 54 of the Negotiable Instrument Act. The
legal obligation of a DTO/ TO in making payment of a cheques payable of
cheques payable to “A.B. or bearer” or of cheques payable to order but
endorsed in blank by the original payee, discharged by paying the amount of
the cheque to the bearer, whoever he may be, as under sections 46 and 47 of the
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98.

99.

Negotiable Instruments Act, such cheques are negotiable by delivery only
without the signature of the payee on the back of the cheques. Butin such cases
the DTO/ TO shall follow the ordinary banking practice as to the identity of the
presenter, viz., that they shall obtain some satisfaction as to the identity of the
presenter and also take his endorsement,

The following rules relate to cheques:

(a)

(b)

(©)

(d)
(e)

(a)

Cheque books required by DDOs authorized to draw on Treasuries and Sub-
Treasuries shall be obtained by them direct from the District Treasury
concerned. Cheque books required for use on the bank are also obtained from
the DTO/ TO and not from the bank. The DTO/ TO shall supply a cheque book
on the receipt of the printed requisition which is inserted in cheques book
towards the end and never more than one cheque book shall be supplied on a
single requisition. The requisition shall be signed by the Officer authorized to
draw on the Treasury. Cheque books shall, onreceipt, be carefully examined by
the DDO who shall count the number of forms contained in each and record a
certificate of count on the flyleaf. DDO while requesting cheque book shall
certify that previous cheque book/ preassigned token have been used fully.

Cheque books obtained from a particular Treasury shall not be drawn on other
Treasuries or Sub- Treasuries of other Districts.

A separate cheque book shall be used for each Treasury or Sub- Treasury. Each
chequebook shall be kept under lock and key in the personal custody of the
DDO, who when relieved shall take a receipt for the correct number of cheques
made over to the relieving Government Servant. The loss of a chequebook or a
blank cheque form shall be notified promptly to the DTO/ TO and bank branch
with which the DDO concerned has a drawing account.

No advice of the issue of any cheque need be sent to the Treasury.

Cheque books containing unused “cheque forms” shall be cancelled by writing
the word “Cancelled” prominently across each cheque form and counterfoil,
without signature of the DDO, and thereafter returned to the DTO/ TO
concerned who shall destroy them by incineration in the presence of the Deputy
Director, after keeping a note of the fact in the relevant records of the Treasury
under proper attestation.

As a rule, no cheque shall be drawn until 1t is intended to be paid away. and

payments drawn in favour of contractors and others shall be made over to them
through electronic mode only by crediting their bank account.
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100.

101.

102,

103.

104.

105

(b)  Allthe departmental payments viz suppliers, vendors, contractors etc by PWD
and IPH shall be through RTGS/NEFT on the pre-assigned token numbers
issued by the treasury and not on the cheques. The procedure for it shall be as
specified by the finance department from time to time.

It is a serious irregularity to draw cheques and deposit them in the cash chest at the
close of the year for the purpose of showing the full amount of the grant as utilized.

Whenever a cheque is drawn, and entered in the cash book, but not paid out on the day
on which it is drawn, a note shall be made in the cash book against that entry
explaining why it has not been possible to deliver the cheque to the payee.

The payment shall be deemed to have been made when the RTGS/NEFT advice to
the bank has been sent and cleared by the bank by reporting through payment-scroll.

Cheques remain current for three months only after the date of issue. Thus a cheque
bearing date and time of 16th of January is payable at any time up to 15th of April. If
the currency of a cheque shall expire owing to it not being presented at the Treasury
for payment within the period specified above, it may be received back by the drawer
who shall destroy it and issue a new cheque in lieu thereof. The fact of the destruction
and the number and date of the old cheque that is destroyed shall be entered on the
counterfoil of the new one. The fact of the new cheque having been issued shall be
entered on the date of issue In red ink in the cash book but not in the column for
payment, a note being made at the same time against the original entry in the cash
book. See also Article 264 of Account Code, Volume 111, in respect of cheques of the
Forest Department. In no case the cheque shall be revalidated by Treasury/DDO.

When it 1s necessary to cancel a cheque, the cancellation shall be recorded on the
counterfoil and the cheque, in the drawer's possession, shall be destroyed. If the
cheque 1s not in the drawer’s possession, he shall promptly request the DTO/ TO to
stop payment of the cheque and, on ascertaining that the payment has been stopped,
the DTO/ TO shall write back the entry in his cash book by exhibiting the amount of
the cheque as a minus figure on the payment side in the “Bank or Treasury” column.
A counter reference shall be given in the cash book, against the original, to the second
entry of the cheques. A cheque remaining unpaid for any cause for three months
from the date of its issue shall be cancelled and its amount written back in a similar
manner. See also Article 262 of Account Code, Volume III, in respect of cheques of
the Forest Department.

If a DDO is informed that a cheque drawn by him has been lost, he shall address the
DTO/TO drawn on, forwarding for signature a certificate as presented below.
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Non-Payment Certificate for Cheque
Certified that cheque No. dated forRs.
reported by (the DDO) to have been drawn by him/her on his/her Treasury in
favour of has not been paid, and
will not be paid of presented hereafter.
Date.......... DTO/Treasury Officer
Place........

106.

107.

If, after search through the lists of cheques paid, the DTO/ TO finds that the cheque
has not been cashed, he shall sign and return the certificate taking care to note the
stoppage of the cheque.

The DDO on receipt of the certificate duly signed by the DTO/ TO shall enter in his
account the original cheque as cancelled, and may issue another.

Superscription such as 'duplicate’ etc. is not to be written on the fresh cheque issued
in lieu of a cheque alleged to have been lost.

Inrespect of cheques of the Forest Department see also Article 263 of Account Code,
Volume I1L

Maintenance of Bill Register by Heads of Offices: -

Bill register available in eBills application shall be accessible to all Heads of Offices/
DDOs. Pay bill register shall be available online to all the DDOs in e-Salary
application.

Each DDO shall maintain BTR (Bill Transit Register) as presented below. The bills
to be sent to the Treasury shall be entered serially and signed by the DDO. It shall be
the responsibility of the token clerk to get initials of the messenger in the register.

Bill Transit Register

Bill Ne  [Signature of | Date of Dateof | Imtialsof | Dateof Return | Initialsof
(As per DDO Submission | Receipt | receiving | (If applicable) | messenger
syslem) in OLTIS of treasury forreceipt
physical | officials

bill

5 6 7 8

(&)
Y
i
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108.

109.

110.

111,

112,

Each DDO shall supply or update in OLTIS the photo of the messenger, specimen
signature of the DDO and the messenger every year before 10th April. The photo and
signatures of the two messengers and signatures of the DDOs shall be uploaded by
the DDO in online OLTIS.The token clerk in the Treasury shall generate a token
number from HPOLTIS and write/allot token number allotted, against each bill and
sign the BTR. The token clerk shall enter the bills by assigning token numbers in the
system. No manual token register shall be maintained.

A guard file of photo and signatures of messengers in physical or electronic format
shall be maintained serially DDO wise in the OLTIS so that bills are received and
handed over to the authorized messengers only.

The budget allocation to all DDOs by Controlling Officers shall be intimated to the
DTO/ TO through eVitran. The competent authority shall enter the budget allocation
oneVitran. Treasuries shall process bills of DDOs only for those SOEs where budget
allocation is available to the DDO.

(a) Receiving and sending of bills through post shall not be done by DDOs or
DTO/ TOs, The DDO shall submit his specimen signatures duly attested by
another DDO on his first joining, specimen signature of messengers and their
attested photographs whom he wants to authorize to submit /collect the bills
in/from treasury are to be uploaded by the DDO. Specimen signatures of DDO
shall remain valid until he ceases to be DDO of the institution. Specimen
signatures of messengers shall remain valid until he ceases to be the messenger.

(b) The DDO shall along with specimen the signature send a request to grant login
credentials to the treasury specifying IP No. and invariably attaching transfer
orders and LPC. The treasury shall allot the login ID to DDO immediately.

Passing of Bill

The Bill Assistant assisted by Clerk(s) is required to exercise checks as presented in
Annexure 6 on the bill presented for payments apart from any other instructions of
Finance Department required to be complied in specific cases viz. economy
instructions ¢tc. The general checks are:-

(a) That the Officer signing the bills is so authorized by the competent authority
and the signatures on the bill tally with the specimen supplied to the DTO/TO
ononline OLTIS.

(b) Theclaimis in order and covered under the rules.
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113.

114.

115.

116.

117.

(¢) All corrections and alterations in the vouchers are attested with full signatures
ofthe DDO leaving no scope for interpolation whatsoever,

(d) The bill is within its validity period and the time barred claims are accompanied
by an authorization from the competent Authority.

(¢) The deductions made in the bill are duly classified and the recovery schedules
in specified form showing the details of deductions are invariably attached
with the bill and also their total tally with the entries shown in the bill.

(f) In case of transfer, the last pay certificate,transfer order and joining report is
attached in the first bill and on new appointment requisite certificates are
recorded on the bill.

(g) Any other instructions issued by the Finance Department and required to be
complied with in specific cases, viz. economy instructions etc.

Bill passing and objection register shall not be maintained in physical form. The
token number shall be used to track and process bills.

The token register in Treasuries having online Treasury information system shall be
computerized that is to say that the bills shall be digitized and tokens shall be
generated instantaneously by the Token Clerk on the receipt of hard copy duly signed
by the DDO.

The entry of bills on their return to DDOs shall also be in the BTR. The format of
BTR in online computerized system shall be as specified.

Instructions Related to ePayments

All payments of the amount of ¥ 5000 or above, pertaining to contracts or for
purchase/ procurement of goods/ services shall be made electronically through
NEFT/ RTGS to the contractor/ supplier/ individual concerned. All Departments/
Officers shall ensure that the bank accounts and other banking details of such payees
shall be obtained in order to make clectronic payments directly to their bank
accounts,

(a) Further, all payments to the employees i.e. regular, contract appointees, daily
wages shall also be directly released by crediting them to their bank accounts.
The payment shall be released by sending advice to attached banks by the
Treasuries. In all other cases, the payment shall be made by crediting the bank
accounts of such appointees who shall have to open their account in the bank
branches. The Department/ Organizations concerned shall ensure that no
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payment shall be made in cash.

(b) All refund orders. irrespective of the monetary value, shall be paid directly into
the bank account of the payee. It shall be the responsibility of the authority
issuing refund to mention the correct account number of the payee on the
refund order. The Treasury shall not accept any refund order without account
details for passing. In case e-payments are not made due to any reason, banks
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