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Note.—(3) If a sum i3 retrenched from & bill and recovered but subsequently
passcd and redrawn, the receipt for the latter ment will require a receipt stamp if
the amount exceeds Rs20. 11 the smount is dissllowed on pre-zudit, and before the
bill &5 paid, then it can be drawn without @ stamped receipt if it sheould be subse.
guanlly admiticd. In this cese the unstamped receipt mvet show that the smount
rawn on it forms part of the lepally stamped bill which was retrenched

’Lj;farr.-— 4 —Beceipts for payments made outside India should be obtained
from the payee and stamped in accordance with the local laws, if any goverping the
stamping of such receipts.

(2) All cheques, Reserve Bank Government drafts and
Reserve Bank drafts are exempt from stamp duty.

(3) See also the list of exemptions in Schedule 1 of
the Stamp Act.

4.9. The following documents do not come under any
of the exemptions mentioned above, but are chargeable with
stamp duty under the general rules; —

(a) Receipts [other than the receipts mentioned in
4.8(I)(f)], drawn by a Railway Company, includ-
ing a Company to which a State; Railway has been
leased, or by a Municipality.

Note,—This ruls applies alio to raczipts drawa for claims, the adjustmsat of
which may be made through account current.

(b) Receipts signed by a Government Officer as Chair-
man of a Municipality.

(c) Receipts [other than those mentioned in rule
4.8(I)(g)] drawn on account of Cantonment and
other Local Funds.

(d) Receipts for advances taken by Government officers,
in respect of sums paid to them by Government
as advances for the purchase of railway tickets,

(e) Receipts for amounts of emigrants’ money orders.

(f) Receipts for refund or repayment of deposits other
than those covered by rule 4.8(g).

Note.—{1) Ruserve Baink Government Drafis issued in favour of sepoys are
received by the Dsputy Commissioner, but as all the payees are sometimes not present
lo receive paymant the undisbursed portion is placed in deposit. No stamp is reguired
on ths vouchers on which the money is withdmwn.

Note.—~(2} Vouchers for amounts in excess of Bs 20 drawn from the Treasury outof
the Sheriff's petty account need not be stemped.

(g) Receipts on Acquittance Rolls of Establishments.

TNa. 4 Added vide Mo. 457-6FR-1-65{1169 (1st)Dt. 8-2-1965,
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(h) Receipts drawn by the Accountant-General or the
Treasurer of Charitable Endowments on account
of interest on Municipal or Port Trust debentures
kept in his custody as ordinary Trust Funds or
Charitable Endowments.

(viii) Calculation of transaction to the nearest Naya Paise
ormultiples of 5 Naya Paise,

*4.10. In the following cases transactions of the Govern-
ment involving fractions of a rupee shall be carried out and
brought to a/c in multiples of 5 N.P., portions not below

21 paise being rounded off to 5 N.P. and those below that
amount being ignored.

(1) Payments to and recoveries from Government
employees and pensioner, each individual item in pay
and allowances, pension or T.A. bill being rounded
off to aimultiple of 5 N.P, in the manner laid
downiin this rule, provided that :—

(2) in the case of emoluments fixed by Statute amount
involving fractions of a rupee less than 2} Naya
Paise shall also be rounded off to 5 naya paise.

(b) in the case of deductions on account of service
other Provident Funds and P.L.1., Premia, the
difference, if any, between the total recoveries made
from a Government employee during the first eleven
months of a year in accordance with the provisions
of this rule and the amount recoverable in respect
of the year as a whole under the Rules applicable
to the Fund eic. shall be adjusted in the last
month of the year by additional or- shert recovery,

as the case may be, even if the same is not in multiple
of 5 N.P.

(2) Transactions between one Government and another
or between two Departments of the same Govern-
ment , unless it is not possible to eliminate from the
original transactions, fraction of a rupee which is
not an- xact multiple of 5 N.P.

(3) Amount converted into Indian Currency from Ster-
ling or ther foreign currencies.

*Sub. vide No, 13633/6FRI-63/1367 of 14-2:64,
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(4) Payments for claims in respect of contingent
and other charges when claimants have no
objection, provided that the rounding off the
fraction of a rupee to a multiple of 5 NP
shall be done only in respect of the net amount
payable on a bill and not in respect of the

individual items of claims or adjustments in
the bill.

(5) Reserve Bank remittances, other than of sums
representing dues fixed by or under any law

or under any contractual obligation of the
Govt.

(6) Deposits in favour of Govt. and revenues reco-
vered, other than those which are fixed by or
under any law or are specially exemptedy by
the Govt. from the operations of this rule.

(ix) Erasures

4.11. Erasures and overwritings in any bill or
voucher, are absolutely forbidden; if any correction be
necessary the incorrect entry should be cancelled neatly
in red ink and the correct entry inserted. Fach such
correction, or any interpolation deemed necessary should
be authenticated by the head of the office setting his
full signatures with date against each. Special care should
be taken by the Treasury Officer as regards all vouchers
and accounts showing signs of alteration: and if such
documents be frequently received from any office, the
attention of the head of the office should be formally
drawn §to the irregularity. [See rule 4.7(d)].

(x) Government employees authorised to draw money by
Chegues.

4.12. Officers of the Public Works Department
and Forest Department (including officers of other depart-
ments who are authorised to incur expenditure against the
grants of these departments as specified in [Rules 4.76
and 4.80 infra) may draw money by cheques.

(xi) Instructions as to preparation and form of cheques.

4.13. Cheques should be drawn on forms in
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cheque-books supplied by the Treasury Officers to the
disbursing officers authorised to draw moneys from  the
treasuries with which they are placed in account.

Notz.—Belore & cheque-book is brought into use, all the cheque forms in it
should be marked by a distinguishing letter, Cheques drawn by 8 disbursing officer
on any treasury should be distingnished by @ diffcrent letter from those drawn by
other disbursing officer of the division on ‘that treasury, and aiso frem those deswh
by himself on any other treasury.

4.14. All cheques should have written across them
in words at right angles to the type a sum a little in
cxcess of that for which they are granted : thus *‘under
thirty rupees” will mean that the cheque is for a sum
not less than Rs 20, but less than Rs 30:; and similarly
“under eight hundred rupees” will mean that it is for
less than Rs 800; but not less than Rs 700. No abbre-
viation such as “eleven hundred” for “one thousand one
hundred” should be used. The amount should be written
in the manner prescribed for vouchers in rule 4.7(c). In
drawing or cashing a cheque, it should be remembered
that a common form of fraud consists in altering the
word one into four by prefixing an f and changing the
e into an r, the figure being ecasily altered to correspond.
The word twenty, if written carelessly, has also Ssome-
times been changed into seventy. The drawer of a cheque
in which these words occur should, therefore, so write
as to make the fraud impossible and the treasury should
examine the words and corresponding figures with special
care.

Note.—(1) The cross entry is not necessary if the amount §n words is [ype
perforated by a special cheque writing machine, -

*Nore ,—(2} All Cheques should be written and signed in indelible ink anly.

Note.—(3) Rule 4.7 (d) applies musatis mitondis to corrections and alterations in
cheques.

Note.—(4) All corrections und alterations in cheques should be attested by driwing
officors by their full signature,

Note.—(5) The intention of the instructions contained in this rule is to avoid
all possible chances of fraud. An officer who signs o cheque or payment order ona
vaocher should, therefore, satisfy himself that the entries are so made B85 to preciude
any passibility of words or figures beéing inserted either in front or in continoation of
the words and figures originally entered in the cheque or payment order. Clerks
entrusted with the duty of filling in cheques should be made fully to understand the
precaulions which should be taken against fraud and the altention of all concerned
iralwn to the orders contained i rule 2.13-2.19 of the Punjab Financial Rules,

olumea [,

4.15. (a)Cheques drawn in favour of Government
cmployees and departments in settlement of Government

*Sub : vide Nu. 71-6 FRI-66/3174 dated 24-2-66.



e

dues should always be crossed "“AJC pavee only not
negotiable™.

(b) In the absence of a specific request to the con-
trary from the payee cheques drawn in favour of cor-
porate bodies, firms or private persons should always
be crossed. Subject to any instructions received from the
payee; a cheque should be crossed *“.......... & Co.”
with the addition of the words “Not negotiable” bet-
ween the crossing. Where the payee is believed to have
a banking account further precautions should be adopted
where possible by crossing the cheque “‘specially” (instead
of by the *general ™ crossing , *“........ & Co.”) by
quoting the name of the bank through which the payee
will receive payment and by adding the words “A/C
payee only. Not negotiable”™. These instructions regar-
ding the method of crossing of cheques are applicable in
all cases where the use of crossed cheques is prescribed.

Note.—The instructions in this role apply muaifs mutandis to Indion Poste1Qrders
{ssved for remittence of money on Governtnent account.

4.16. (a) Every cheque in favour of a Govern-
ment employee must be made payable to order only, but
when the payee is not in Government employ the drawer
may, at his request, make the cheque payable to bearer.
Treasury Officers will, therefore, cash cheques payable to
A., B. or bearer except when A. B. is a Government
employee. If acheque payable tof'a person not in Govern-
ment employ “or bearer” or payable to such person or
to such person or order is presented, the Treasury Officer
may decline to pay it, if he is unable to’ satisfy himelf
of the identity of the person claiming payment or in the
case of a cheque payable to order, of the completeness
of the chain of endorsements, if any, by |which such person
has become the holder of the cheque.

(b) Ordinarily a cheque payable to order is not
cashed by the Treasury Officer unless it is receipted by
the payee himself or other person in whose favour it is
regularly endorsed for payment. In special cases, when
the head of an office is unable himself to receipt cheques
payable to his order, owing to. his being absent on tour
or for other causes, and when he considers 'that strict
compliance with the ordinary rule would cause incon-
venience, he may specially authorise in writing a subordi-
nate gazetted Government employee to endorse for him
cheques drawn in his favour by his official designation.
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. 1. Where sub-treasuries are in charge of Indian
officials not acquainted with English, bilingual cheques
should be used, and if these cheques are not used, the

Ela;l},ring officer is responsible for calling attention to this
€.

2. When a public officer sends a cheque to a
treasury not for cash payment, but for credit of its
amount in the treasury accounts, he must, before endor-
sing the same, add the words “Received payment by
transfer credit to....”. Omission to do this facilitates
fraudulent appropriation of money.

3. Endorsements [by duly constituted and authori-
sed attorneys of cheques payable to the order of their
principals may be acted upon by Treasury Officers. It is,
however, necessary that such powers to attorneys should
be registered at the treasury.

Note,—The following instructions as 1o cheques should be borne in mind =—

(1) When a cheque is made pavabls specifically to one person(ic.to A, B,
only and not to*"A.B., or order or “*A_B.or bearer’) the paymentshould
be made on the receipt of the person named in the cheque.

(2) When & cheque is payable to n person or bearer the payment may be
made to bearer if presented by him. s s

{3) Two parallel red lines drawn across a chegue are admissible and mean

that the payment of the crossed cheque iz pet to be nmde otherwise
than to 2 banker.

(4) If a cheque papabic to “A.B." or A.B. or order is merely signed by the original
payee on the back, it iz said to be endorsed in blank and becomes pay-
able to the bedarer under section 54 of the Negotiable Instruments Act.
The legal obligation of a Treasury Officer in making payment of a che-
que payable to “A.B.or begrer’™ or of a cheque payable to order but
endorsed in blank by the original payee, is cc’lis:barged paying the
amount of thc cheque to the bearer, whoever he may be, as under
sections 46 and 47 of the MNegotiable Instrumenis Act such chegues arc
negotiable by delivery only without the signsture of the pavee on the
back of the cheques But in such cases the Treasury Oificers should
follow the ordinary banking practice as to the identity of the presenter,
viz., that they should obtaig some satisfaction #s to the ideatity of the
presenter and also take his endorsement.

B—SPECIAL INSTRUCTIONS FOR PARTICULAR DEPARTMENTS OR
PARTICULAR KINDS OF CHARGES

(i) Pay and Allowances General-Rules

4.17. Deductions from bill—The duty of noting the
proper deductions to be made from pay bills on account
of funds and other deductions, e.g., renis of Government
residences, Fund subscription, etc. etc., devolves on the






