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Chap. 9.) CONSOLIDATION OF ESTIMATES AND SUBMISSION  [9.7
OF DEMANDS FOR GRANTS

The .amounts ' required for charged  expenditure are shown
- separately and are not subject to vote .but can nevertheless be
.discussed. There is usually one Demand for Grant in respect
of each department but the Finance Minister may in excep-
tional circumstances, include in any one Demand for Grant
provision for two or more departments or make a Demand
for Grant in respect of expenditure which cannot rearily be
classified under particular departments. :

. The Demand is moved by the Minister-in-charge. The
Vidhan Sabha has power to assent, or to refuse to assent to
any Demand, or to assent to any Demand subject to a
reduction of the amount specified therein. No ‘demand for a
grant shall be made except on the recommendations. of the
Govemnor, " :

. Motions can be moved to reduce or omit any Grant
but not to increase or alter the destination -of a Grant. '
Notice of such motions is to be given not less than two days
before the day appointed for the discussion of ‘the Demand
for Grant concerned, unless otherwise directed by the Speaker.
Every such motion should indicate briefly in precise terms the
purpose of the intended motion in the following form = -

Notice of motions to omit or reduce.
- Government Demand for Grant relating to Major Head.

{Demand No. . ) .

I, hereby give notice to move that the demand be reduced
by Rs.———with respect to the item of Rs———eu
Rs. ' ' '

* - a
TRemarks

B (Seé' page-;-—f————;of the Detailed Budget Estimates.)
~.Date——————19 .  Member, Vidhan Sabha. .

*Here insert the particulars of the item in which reduction is posposed. -

11In the case of a motion for reduction of a nominal sum, the object for which the motion
to be meved should bes specified in the space provided for remarks. :
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The Assembly office will send a copy of such notice to
the Head of Deépartment and the Administrative ~Secretary.
concerned. The Head of Department in consultation with the -
Administrative Secretary and the Minister-in-charge will arrange -
to get the reply to]be given on ‘behalf of Government: seftled
without delay. ' b . : : !

E.—A PPROPRIATION BiL

9.8, After the voting of fall the Demands for Grants
has been completed, an 'Appropriation® Bill is introduced to
provide for the appropriation out of the Consolidated Fund’
of the State of all moneys-required to meet {a) the grants
made by the Assembly; and (b) the expenditure charged «on
the Consolidated Fund but not exceeding in any case the:
amount shown in the statement previously laid before the
Legislature. The Bill has to go before bath the Houses, but
_ being a money- Bill it originates in_the Vidhan Sabha. = Article.

204(2) of ‘the Constitution prohibits™7the moving. of any.
amendment to an Appropriation Bill. which has the effect of .
- varying- the amount or altering the destination -of apy,  grant.
made by the Assembly -or of varying the amount of any' -
expenditure _charged on the Consolidated .Fund. After the
 Appropriation Bill has been considered. and passed by the
Legislature, the Governor’s assent to the Bill is obtained; and
when that has been given, the amount shown in the ~Act
assented to by the Governor and the Schedule thereto become
the sanctioned grants for expenditure under the _-various’
- Demands. e o

F.—VOTE ON A‘C'c_oﬁNT'

9.9, Notwithstanding anything contained in the fore-
going paragraphs, the Legislative ‘Assembly has, ‘under Article
- 306 of the Constitution, the power to make any grant in
-advance, in respect of the estimated expenditure for.a .part of.
any financial year, pending the completion of. the procedure
relating to the voting of such grants and the passing of the
law referred to in paragraph 9.8 above, in relation to that
expenditure. - o ' AR
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CHAPTER 10.—Communication ang Distribution
i of Grants x

A—CoMMUNICATION OF GRANTS

10.1. As soon ag the Demands for Grants included in
the annual financiaj Statement have been voted by the. Legis-
lative Assembly and the payment from and the appropriation
out of the Consolidated Fund of the State of the sums voted
by the Assembly and the sums charged on  that fund have
been authorised by means of an Appropriation Act, the
Finance Department will communicate the same to the Heads
of Departments concerned. A copy of the latter communj-
cating the grant should also- be sent to the Accountant-
Generaj, Haryana, and the Administrative Secretary concerned,
It should be indicated in the forward.ing, letter whether ‘the
demands have been voted toto, whether any amounts have
been . omitted o reduced by the Assembly either through sub-

stantive or token cuts, and the purpose or object underlying
. each such cut. '

such primary units of appropriation, as may have been pres-

The following Primary units of appropriation have been
prescribed by the Finance Dep%rtment —

(1) Pay of Officers, -
-« (2) Pay of Establishment.
(3) Travelling Allowance,
(4) Other Allowances and Honoraria,
&) Scholarships.
(6) Contingencies,
(7) - Grant-in-aid. : _
(8) Charges payable to other Government Depart-
ments, etc, : : . : :
(9 Charges recoverable from  other Governments
Departiments, etc, : .
(10) Reserve.
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The Finance Department may also prescribe primary units”
other than those stated above. - :

, Special primary units have been prescribed for expendi-
ture chargeable to the heads controlled by .Irrigation Depart-
ment and the Heads 313 Forest—Conservancy and Works,
‘959_—Public Works, 266—Pensions and other Retirement Bene-
fits, 258—Stationery and Printing. , '

_ 10.3. Should any grant referred to in paragraph 10.1
include provision for charges in England, the Finance Depart-
ment while informing the Head of Department concerned of
the details of the grant, will indicate the amounts allotted for
charges in England on stores or otherwise. '

‘The Finance Department will also communicate to the
‘High Commissioner of India and the Director of Audits,
Indian Accounts in the United Kingdom, the grants finally
approved for expenditure in England under the ditferent major
and minor heads of account.

B.—NON COMMUNICATED SUPPLY

"~ 10.4. The :following items included in ‘the grants will
not be communicated but will remain at the disposal of the
Finance Department, and will be audited against expenditure
of the State as a whole (— B

(1) Any reserve which is retained at the disposal of
the Finance Department and which will not come
before audit until released by the Finance Depart-
ment. Such reserves are shown under the primary
unit concerned and  explicitly mentioned - as

«Reserve at the disposal of the Finance Department”.

(2) 333——1rriéation—~—Navigatiori Embankment and Drai-
nage Works (Comrercial), (ii)—-Interest.””

(3) 2_49_—Interest pziyments. ‘ |
(4) 248;Appropriatién for Reduction or Avoidance of
Debt. ' ‘ _

('5) 289—Relief on accouﬁt of natural calamities.
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(6) 266—-Pen_sions and other Retirement Benefits.

(7). 265—~Other Administration——Special Commissions of
Enquiry. ~ o
(8) 265—Other Administrative Services.

: C.——-NON-DISTRIBUTBD SuppLy

10.5. (a) The appropriations under the ‘primary qunjts
"pay of officers” and “pay of establishment” need not be dis-
tributed where the officers and establishment are borne on-
cadres on g State basis and the - provision for their bay exists
under the same minor head. Where, however, the cadres are
not organised op 3 State basis or Provision exijsts under diffe-
Tent heads or where the posts are isolated opes Or ar¢ sanc-
tioned in connection with temporary or special schemes, the
appropriations under these units may be distributed among
the varjoys Cisbursing officers : , :

The same principle should pe followed in regard to the
i\ppropriations under “fixed T.A.» and “other allowanceg and
lonorariz~~dearnegs allowance and compensatory allowances”.

PPropriations ' under the - heads “Grant-in-aid” ang “Scholar-.
Mps” where the expenditure is watcheg by the Head of
epartment against the State allotments . .

Appropriations under “Charges  payable o other
overnment Departments, et » or “Charges recoverable from

her. Government Deépartments,’ etc.” are also not to be -
stributed. o ‘ :

(¢) In reSpect of such' jtems of expenditure ag do not
CUr every month, e 8.> dietary charges in jails, annual contri-
tions, grants to Universities purchase of ‘armg and ammunj-
ns for -the police force, purchase of uniforms,'expendil-u-re-
special repairs and Petty works, etc , the Head of Depart-
nt has fujl discretion to cecile whether he will distribute

grant or retain the full appropriation ypder his own
trol, requiring the disbursing Officers who wish to spend
€Yy against it to apply to “him for special allotment, as

when the-need arises . : . . ‘
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D.—DISTRIBUTED SUPPLY

‘ 10.6. (a) The Head of the Department shall, out of
the supply allotted to him, distribute among the Controllin
and disbursing officers concerned subordinate to him, in sucf
manner as may appear to him suitable,— =
(i) any portion of the grant for “Travelling Allo
wance”’ other than “Fixed Travelling Allowance™;

(if) any portion of the grant under the primary uni
“Contingencies”, including “Contract Contingen
cies”. . :

(iify any portion of the grant under ‘Works’ or unde

" " the primary units “Other Allowances ard Honc
raria”’, “Suspense” oOr “Reserve” as 5 NC
excluded from distribution by paragraph  10.
above. : -

() The Head of the Department may, in carrying ot

such distribution, retain a portion of the grant as reserve i
his own hands for distribution later in the year, as applicatior
for additional appropriations are received. The distributio
shall be carried out -not later than the 1st May in each yea
In communicating grants to ‘disbursing officers, the Head «
the Department should be careful to intimate the comple
accounts classification of each class of expenditure with whic
~ the officer is concerned, .i.e., the major “and minor heads tl
detailed head the primary units of appropriations and 1
secondary unit, if any, and the detailed head, if any. Ste
should be taken by the Head of Department to impress on !
disbursing officers the necessity for seeing that allotments a
not exceceded without sanction being previously accorde
The Head of the Department will send to the Finance Depa
ment not later than the lst May in each year copies of
jetters distributing  to controlling and disbursing officers 1
appropriation placed at his disposal. _

10.7. The proper authority to make grants for speci
minor works is the Head of Department concerned. Wh
the grants for the head 259—Public Works is communical
to it, the Public Works De ent, - Buildings and Roz
Branch, will place the full allotment for minor works. of a pai
cular department at the disposal of the Head of the  Departm
concerned and leave him to make grants for specific works

he thinks fit.
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CHAPTER 11.— The responsibility for watching the progress
' of revenue. ' :

A.—DUTIES AND RESPONSIBILITIES OF DEPARTMENTAL -OFFICERS.

11.1. (a) The list of Appendix ‘D’ shows the Heads of
Departments for the various heads of accounts. The Heads of
departments have been required to maintain lists of controlling
officers and " disbursing/co]lecting officers. : \ .

() The duty of the collecting officers is to see that all
income claimable " is claimed, realized and paid in the treasury.
Under rule 4.1 of the Punjab Financial Rules, Volume 1, the
Controlling Officer has to ensure that all sums due to Govern-
ment " are regularly and promptly assessed, realised and duly
credited in the Government accounts. The duty of the Head
-of Department is to supervise the proceedings of the “collecting
officers and in particular to satisfy himself by a comparison of
returns submitted by collecting officers with the statement of treasury
credits furnished by the Accountant-General that the amounts

reported as collected have been duly credited in the Government
accounts. ' . . _

Note.—Unless spécialiy aurhorised by any 1ule or order made by competent authotity no
wims shall be credited as revanus by dehit.to a suspense head. The credit must follow and not
xrecede actual realisation. .

{¢) All amounts remitted to the treasury shall be entered
in a2 Remittance Book to be maintained by heads of offices in
form S.T.R. 6. The challans on which the money is credited
should be pasted in the Remittance Book against - the relevant
entries. In case their number is very large these should be placed
in a separate file in the same consecutive . order as the entries appear
in the Remittance Book to facilitate their comparison with them.

(4) At the end of every month the Head of Office should
prepare a consolidated receipt in the form givéen below and for-
ward the same to the Treasury Officer for signatures so as to reach
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him by the 2nd of the following month. _
- Consolidated Treasury Receipt.

. . _ -Treasury.
Received from the Officer-in-Charge : the sum
of Rupees* for credit to Government account
during————198 ', - ‘ '
Rupees** -

Dated the—— — ' .
- ' _ ‘Tre'asur'y Officer.

i (e) Immediately on receipt of the Consolidated Receipt,
it would be the duty of. the Treasury Officer to. compare the
entries made therein with those of the Register of Receipts in
form T.A.-2 maintained by him in respect of that particular Office
under Article 35 of the Account Code, Volume II.  The Treasury
Officer will then send back by the 5th, the Consolidated Reéceipts
to the Head of the Office concerned after affixing his signatures
g}wreon in token of acceptance or pointing out the discrepancies,
if any. - -

) The consolidated receipt when received back from the
treasury should be filled under the orders of the Head of Office
after the discrepancies, if any, have been reconciled.

B.—SuBMissION OF RETURNS OF REVENUE COLLECTION

11.2. Except where a different procedure or the use ol
specific forms is specially prescribed (as for the Public Works
and Forest Departments), the Heads of Departments will, for
these purposes, be furnished monthly, or in some cases quarterly.
by the collecting officers with returns in form B.M. 25 of estimated
and actual collections under the heads for which they are re
sponsible and- by the Accountant-General with statements showing
for each district the amounts credited under the same heads ir
the treasury accounts. - : ‘

1.3, (q)' Heads of Departments should bear in- mi#c

*in words.

*%p figures.
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that, while the Accounts Department of the Government is res-
ponsible for the correct rendering of the accounts ef all sums
actually paid into the treasury and crglited ‘to. Gevernment,
that Department is not responsible for the correctness of the de-
mand or for the correspondence of the amount that ought to -
be paid into the treasury with the amount actually realised.
it should also be remembered that it is essential that the depart-
mental returns submitted. to Heads of Departments must not
" be compiled from returns prepared in the treasury. The Deputy
Commissioners and collecting officers, generally, should personally
satisfy themselves that their departmental returns are pre-
pared quite independently of the treasury registers; and when
for any reason it becomes necessary to cempare departmental
returns of revenue or receipts with the treasury registers, the
comparison should only be made by the express order o the Deputy
Commissioner or other collecting officer and the Treasury Officer.

(b) Tahsildars areresponsible that the spirit of these ins-
tructions is observed by their clerks, and that the departmental
returnsate prepared independently of the accounts prepared
by the Sub-Treasury Accountawg. Before submitting. the depart-
mental returns the Tahsildar -should satisfy himself that the
figures agree with the sub-treasury accounts and have the depart-
mental return verified by the Assistant/Sub-Treasury Officer. It
is, however, the duty of the Tahsildar to securc that this verifl-
- cation takes place after the departmental accounts have been pre-

pared and that the departmental accounts are not prepared from
© the sub-treasury figures. :

114, Care should be taken that the classification in the
~ departmental returns is recorded correctly in order that it may
agree with that of the treasury accounts. \

C.—~COMPARISON OF RETURNS WITH TREASURY Flatmn's

115, The figures shown in the returns should becom-
pared carefully with those shown in the treasury statements supplied
by the Accountant-General. The principal causes of discx_'ell:;ancies
between departmental returns and treasury accounts besides

_the want of sufficient care in the preparation of the former are
(1) breach of the rule 7 of the Punjab Treasury Rules which re-
quires . that collections should at once be paid into the treasury -
and should not be utilised for meeting any expenditure except
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where specifically permitted, (2) difference in | practice of stating
Ehe period to which the returns relate, and (3) mistakes of. classi- -
cation. : - .

Taking the first two special causes of discrepancies -above-
noted together, collecting officers should carefully bear in mind
that collections must not be kept out of the treasury, but should
be paid in full without undue delay into the treasury funds to meet

_authorised charges connected with such - collections being -drawn
separately from the treasury on a proper voucher. When, how-
ever, for any reason, whether in consequence of neglect or other-
wise, money realised in one month is not paid into the treasury
till the following month or has been drawn upon wholly or in part
to meet authorised charges, the facts should be distinctly stated
in the departmental returns for the months of realisation in order
that the controlling officer may understand the reason for the
-short credit in the treasury accounts. It should also be observed
that the departmental returns for each month must deal only with
amounts realised in the month without reference to the period to
- which the realisation relates. = Thus it may happen that income due
. in April of any year is not realised until July. In such a case the
income should appear in the departmental accounts of July, not
in those of April. In other words, the departmental returns of -
each month should be close widf the last day of the month to
which they relate, and having been once closed, should not be
added to or altered in any way whatever. As regards sub-
. treasuries, the rule 3.20 of the Punjab Financial Rules, Volume I,
regarding the formal closing of the accounts of the month should
be carefully borne in mind. '

D.—RECTIFICATION OF MISTAKES

_ 11.6. If a mistake is discovered before submission = of the
departmental return to the controlling officer, the return may
~ be corrected, intimation being at the same time sent to the
treasury concerned in order that the wrong classification in the -
treasury books may be corrected. When, however, a mistake
' is discovered after submission of a departmental .return, the
correction should be made by a foot-note in the next return clearly
_explaining the mistake, and intimation of the- error should also
be sent to the treasury. Treasury Officers report sepaiately to
Accountant-General - all errors of = classification, whether origi-
nating in the Treasury or otherwise, and the Accountant-General
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forwards monthly to controlling officers alongwith his treasury -
returns a statement showing clearly all such corrections re-
ported to his office, and also all additions to the treasury accounts
. of revenue and receipts made by adjustment in his office, such as
cash recoveries of expenditure added to revenue instead of being
deducted forim charges . Controlling officers are thereby enabled
to exercise an immediate and thorough check over all depart-
. mental returns submitted to them. .

E.—SUBMISSION OF ANNUAL CERTIFICATES TO FINANCE
. DEPARTMENT

11.7. Each Head of Department should certify annually
to Government in the Finance Department, by a separate letter
to be submitted not later than the Ist October of the following -
financial year, that the comiparison of departmental returns
received from collecting officers. with the Treasury statements
supplied by the Accountant-General has been completely * carried
out for the previous year in respect of all heads of income for
which he is responsible, and that all differences have been re-
conciled. This fact may be mentioned by the Head if Department
in his annual report also. . . :

i}






CHAPTER 12.--Appropriations in FEstimates and watch-over
‘ ' Progress of Expel;diuzre, o

A.—APPROPRIATION IN ESTIMATES

121 An appropriation is intended to cover all the charges,
including the liabilities, if any, of past years to be paid during
the year or to be adjusted in the accounts. of the year. Such
charges can be authorised at any time before, but not after, the
. expiry of the year. It is operative until the close of the financial
year. Any unspent balancelapses and is not available for uti-
lisation in the following year, except in so far as it has been anti-
cipated and included in the estimates as laid down in Chapter 13.

B,—~POWERS OF APPROPRIATION OUT OF .
ALLOTMENTS .

12.2 Out of the supply allotted to him in each primary
‘unit of appropriation, the Head of Department and any sub-
ordinate officer to whom he has distributed supply have subject
to any general or special orders, full power to appropriate sums
to meet expenditure falling under that unit, provided that—

(a) supply provided for “charged” items of expenditure
must not be appropriate to votable items, and
supply provided for <“voted” itemes must not be
appropriated to ““charged” items; :

(b) supply must not be appropriated to meet any item
- of expenditure which has not received sanction
by an authority empowered to sanction it; :
- (c) supply shall be appropriated only to objects for
which the grant is made; o
(d) no expenditure shall be jncurred without previous
- " approval of competent authority on objects the
- demands. for which have been . specifically re-
fused or the provision for which has been spaci-
fically reduced either by the Legislature or by the
Government; _ ‘ o
(e) supply shallnot be appropriated towards expendi-
~ ture which should be met from a. contract contin-
gent grant beyond the amount specified in the grant.

*
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C.—RESPONSIBILITY FOR CONTROL OVER EXPENDITURE

€) Respbnsibility of Heads of Departments and

Controlling Officers

12.3. (1) The *Head of the Department is responsible for
watching expenditure incurred against supply communicated to
_him. He will exercise general control over the acfual expendi-
ture incurred against grant communicated to controlling and
disbursing officers, and particular control over the supply not
distibuted by him, The authority administering a grant, and
not the Audit Department, is ultimately responsible for keeping
expenditure within the grant. For this purpose the procedure
laid down in paragraphs 12,9 to 12.12 should be adopted ex-
cept in the Public Works and Forest Departments where the pro- -
-cedural control of expenditure is governed by the rules laid
down in Appendices G.H. and J.° :

- (2) All withdrawals made from the treasury shall be
entered in a Bill Register given in Annexure by all Heads of
Offices who are authorised to draw money from Treasury on
~ bills signed by them. The register should be reviewed monthly

by the Gazetted Officer-in-Charge of the Cash Branch, if

any, or by the Head of Office himself. This register will
enable the Head of Office to keep a complete waich over

the bills from the time they are sent to the treasury for
encashment to the time the amounts received from the trea-
sury are finally disbursed. ' N '

(3). At the end of the month, a certificate in the form
given below should be prepared by the Head of the Office
and sent to the Treasury Officer along with the details of the
bills drawn during the month for his signatures so as to reach
~ him by the 2nd of the following month—

“I hereby ' certify that the total” with drawals from the

Treasury on bills drawn by Shri —Officer-
in-Charge — during 196 - amount to
Rs.~——(in words) : : »

Dated

Treasury Officer.

*Note. —The Accouptant-General, Haryana, is responsible for watching progress of -
expenditure against appropriations under the heads *266—Pemsions and ¢ ther Retirement Benefits™.






