
THE KARNATAKA FI NANCI AL CODE, 1 9 5 8   

NOTI FI CATI ON  

No. FD I  COD 5 8 , dated 1 st  April 1 9 5 8   

  I n exercise of the powers conferred by clause (2)  of Art icle 283 of the 

Const itut ion of I ndia and in supersession of the Rules contained in the Mysore 

Financial Code, Volume 1 (1952 Edit ion)  with Appendices and Form s as contained in 

the Mysore Civil Account  Code, Volum e 1 (1927 Edit ion)  as am ended, other than the 

rules relat ing to cont ingent  expenditure, the Governor of Karnataka, hereby m akes 

the following rules, nam ely: -   

CHAPTER -  I  

TI TLE AND DEFI NI TI ONS 

 1. (1)  These rules may be called the Karnataka Financial Code, 1958.  

 (2)  They shall com e into force on the First  day of July 1958.  

 1-A. I f  the Governm ent  considers it  necessary or expedient  so to do for avoiding 

any hardship or rem oving any difficulty that  may arise as a result  of the applicat ion 

of these rules, it  may subject  to such rest r ict ions and condit ions, if any, as it  may 

think fit  to impose, dispense with or relax the provisions of any of these rules in any 

case or class of cases.  

 2. I n this Code, unless the context  requires otherwise the following words and 

phrases have the m eanings hereby assigned to them : -   

 (1)  “Accountant  General”  m eans the head of the Office of Audit  and Accounts 

who m aintains the accounts of the State and exercise Audit  funct ions in relat ion to 

those accounts on behalf of the Governm ent .  

 (2)  “Abst ract  Bill” .-A bill without  details either for cont ingent  or t ravelling 

allowance expenditure, paid at  a t reasury without  the scrut iny and countersignature 

of a cont rolling authority, to save delay in the discharge of a claim .  

 (3)  “Budget  Calendar”  m eans the calendar fixed by Governm ent  for the 

preparat ion of the budget  est im ates and for com plet ion of the State Budget  of the 

year (Refer to the Budget  Manual) .  

 (4)  “Budget  Est im ates”  are the detailed est im ates of the receipts and 

expenditure of a financial year. (Refer to the Budget  Manual) .  

 (5)  “Cash Order”  m eans an order issued by a Treasury   Officer for pr ivate 

rem it tances on another Treasury, of a specified amount  to a specified person.  

 (6)  “Cheque”  m eans a writ ten order (not  expressed to be payable otherwise 

than on dem and)  addressed by a person called the “drawer”  to a Bank or Treasury to 

pay a specified sum of money to himself or to a third party known as the “payee”  

and includes a dem and draft  drawn  on any specified Bank.  

 (7)  “Cont rolling Authority”  means the Head of a department  or other 

departmental officer who is ent rusted with the responsibilit y of cont rolling the 



incurr ing of expenditure and/ or the collect ion of revenue by the subordinate 

authorit ies of a department .  

 (8)  “Disbursing Officer”  m eans a Governm ent  servant  who draws m oneys from  

the Treasury on bills or cheques, but  excludes a Government  servant  who is not  the 

Head of an office and draws only his own pay and allowances from  the t reasury.  

 (9)  “Financial Year”  m eans the year beginning with the 1 st  April and ending 

with the following 31st  March.  

 (10)  “Governm ent ”  m eans the Governm ent  of Karnataka.  

 (11)  “Governm ent  Servant ”  m eans any person serving in connect ion with the 

affairs of the Governm ent , whether rem unerated by salary or not , and includes every 

person who is authorised to receive, keep, carry or spend m oneys on behalf of 

Governm ent .  

 (12)  "Head of a Departm ent"  m eans any authority specially ordered by the 

Governm ent  to be the Head of a Departm ent  (vide Appendix 1) .  

 (13)  “ I nevitable Paym ents”  m eans m oney which is indisputably payable.  

 (14)  “ I nspect ing Officer”  m eans a Government  servant  who is appointed solely or 

mainly for perform ing specified dut ies of inspect ion which involve touring the State 

and does not  include a Government  servant  who perform s inspect ion dut ies 

occasionally as part  of his general supervision of his subordinates.  

 (15)  “Lapse of Grant ”  m eans the expiry at  the close of the financial year of the 

sanct ioned grant  not  ut ilised for expenditure or the unexpended port ion of the 

sanct ioned grant , except  grants which are specially exempted from the rule of lapse 

(Refer to the Budget  Manual) .  

 (16)  “Local Body”   means  a  Dist r ict  Board, a Municipal Council,  Village 

Panchayat , Trust  Board, etc.  

 (17)  “Local  Fund”  m eans: -   

 (1)  the revenues adm inistered by Bodies which com e under the cont rol of 

Governm ent  by law or rule having the force of law whether in regard to the 

proceedings generally or to specific mat ters such as the sanct ioning of their  budgets, 

sanct ion  to the creat ion or filling up of part iculars appointments. the encashment  of 

leave, pensioner sim ilar rules;  and  

 (2)  the revenues of any body which m ay be specially not ified by the 

Governm ent  of Karnataka as such.  

 (18)  “Major Head”  m eans a m ain head of account  for the purpose of recording 

and classifying receipts and disbursem ents of m oneys that  enter into the accounts of 

Governm ent  (Refer to the Budget  Manual) .  

 (19)  “Miscellaneous Expenditure”  means all expenditure other than that  falling 

under pay and allowances, cont ingencies and works.  



 (20)  “Proposit ion Statement ”  m eans a statem ent  to be subm it ted to Governm ent  

set t ing forth the financial effect  of a proposal for revision of establishm ents.  

 (21)  “Re-appropriat ion”   m eans the t ransfer of funds from  one head of account  to 

another. (Refer to the Budget  Manual) .  

 (22)  “Receipts of Governm ent ”  m eans and includes all moneys received by a 

Governm ent  servant  on behalf of the Governm ent , not  only the proceeds of taxat ion 

and the yield of ordinary revenue but  also capital receipts, such as, the proceeds of 

sales of land;  the proceeds of borrowing operat ions unfounded debt , and such 

receipts of a banking or deposit  nature as by vir tue of any statutory provision or of 

any general or special execut ive order of the Governm ent  have to be held in the 

custody of the Governm ent .  

 (23)  “Revised Est im ates” -Refer to the Budget  Manual.  

 (24)  “Surrender of Grants”  m eans the form al surrender of grants which are not  

likely to be ut ilised before the expiry of the year to be placed at  the disposal of 

Governm ent  (Refer to the Budget  Manual) .  

 (25)  “Treasury”  m eans any Treasury in the State and includes a Taluk Treasury.        

 (26)  “Treasury Officer”  m eans the officer in immediate execut ive charge of a 

Treasury.  

 (27)  “Unit  of Appropriat ion”   m eans the lowest  account  head under which the 

Government  place a specific appropriat ion at  the disposal of the spending authority 

concerned (Refer to the Budget  Manual) .  

 (28)  “Ways and Means Est im ates”   -Refer to the Budget  Manual.  

 

CHAPTER I I   

GENERAL PRI NCI PLES AND RULES  

Dut ies as regards accounts 

 3. Every Governm ent  servant  should see that  proper accounts are maintained 

for all Government  financial t ransact ions with which he is concerned, and render 

accurately and prom pt ly all such accounts and returns relat ing to them  as m ay have 

been prescribed by Governm ent , the Accountant  General, or the com petent  

departm ental authorit ies.  

  Every Governm ent  servant  should realise that  the correct  m aintenance of his 

accounts is as im portant  a part  of his dut ies as his execut ive work. A knowledge of 

the accounts and financial rules relevant  to his dut ies is a necessary part  of the 

equipm ent  of every Governm ent  servant  through whose hands Governm ent  m oney 

passes, and he is expected to be sufficient ly fam iliar with financial and account  rules 

to keep an adequate check over the clerks or accountants in the office under his 

cont rol. He should check the accounts as frequent ly as possible in order to see that  

his subordinates do not  com m it  fraud, m isappropriat ion or any other irregularity. The 



Govern-  ment  will hold him  personally responsible for any loss that  may be found to 

be due to any neglect  of the dut ies laid upon him  by the provisions of this Code. The 

fact  that  a Government  servant  has been m isled or deceived by a subordinate, will in 

no way m it igate his personal responsibilit y, since every Government  servant  should 

be fam iliar with the financial rules laid down by the Government  and exercise a 

specially st r ict  and close cont rol over his subordinate in regard to the use of public 

funds and the m aintenance of proper accounts.  

RECEI PT  

 4. (a)  All t ransact ions to which any Governm ent  servant  in his official capacity 

is a party m ust , without  any reservat ion, be brought  to account , and all m oneys 

received should be paid in full without  undue delay in any case within two days, into 

a Governm ent  t reasury, to be credited to the appropriate account  and m ade part  of 

the general t reasury balance.  

  Note 1.-  I f in except ional circumstances, the t im e lim it  of two days cannot  

be observed, the Heads of Departm ents should by specific order, extend the said 

t ime lim it  up to seven days. Unless the t ime lim it  is so extended by a specific order, 

by the Head of Department , the t ime lim it  of two days will operate.  

  Except ion.-  The provisions regarding the t ime lim it  for credit ing Government  

money contained in clause (a)  of this Art icle are not  applicable to rem it tances like 

Land Revenue for which specific rules exist  in the ‘Department  Manuals’.  

  Note 2.-  The following procedure shall be observed if a Government  officer 

receives in his official capacity, m oneys which are not  Governm ent  dues: -   

 ( i)  All m oneys received by or deposited with any officer, other than Revenues 

or Public money raised or received by Government , shall be paid into the public 

account  ;  

 ( ii)  All moneys received by or deposited with any court  to the credit  of any 

cause, m at ter, account  or persons shall also be paid into the public account ;   

 ( iii)  Moneys not  being Government  dues received by a Government  servant  in 

his official capacity, i.e., Poor Fund in Hospitals, Sports Fund in Educat ional 

I nst itut ion, etc., shall be deposited in the Savings Bank of the Karnataka 

Governm ent / Post  Office Savings Bank.  

 ( iv)  The Head of Account  to which such moneys shall be credited and the 

withdrawal of moneys therefrom  shall be governed by the relevant  provisions of the 

Account  Code, Volum es I  and I I , the Karnataka Financial Code, ‘The Karnataka 

Treasury Code or such other general or special orders as may be issued in this 

behalf.  

  But  accounts of such t ransact ions should be kept  dist inct  from  those 

pertaining to State Funds.  

DEPARTMENTAL RECEI PTS  



 1[ (b)  Governm ent  dues paid in the form  of cash, cheques, bank drafts, postal 

orders and m oney orders should be accepted by the Departm ental Officers. The 

following procedure should be observed in accept ing the Governm ent  dues.  

 ( i)  Acceptance of Governm ent  dues in cash at  the Departm ental 

Counters:-   

  Governm ent  dues tendered in cash m ay be accepted by Departm ental 

Officers in their  office upto an am ount  not  exceeding Rs. 250/ -  in each case in 

Bangalore City and an amount  not  exceeding Rs. 100/ -  in each case in places other 

than Bangalore City. Wherever Departm ental regulat ions perm it  acceptance of 

Governm ent  dues tendered in cash, exceeding Rs. 100/ -  in each case, the 

regulat ions will cont inue to apply. The Departmental authorit ies should receive such 

rem it tance across their counters upto one hour before the closing of the office hours. 

I n offices where payments in cash are already being accepted beyond such hour, the 

exist ing arrangem ent  m ay cont inue.  

 ( ii)  Acceptance of Cheques and Bank Drafts draw n on local Banks:-  

  Cheques or Bank Drafts drawn on local Banks in payment  of Government  

dues m ay be accepted and inst ruct ions contained in Art icle 9 of Karnataka Financial 

Code will cont inue to be allowed. Cheques and Drafts should be t reated as cash and 

entered in the Cash Book of Departm ental Officers like other cash t ransact ions.  

 ( iii)  Acceptance of Money Orders and Postal Orders:-  

 a)  When the Departm ental Officers are in account  with a Bank Treasury.  

 ( i)  Money Orders:  

  For all money orders payable to the same Departmental Officer, the post  

office will prepare each day a list  in t r iplicate (showing the name and address of the 

rem it ter, the am ount )  and present  to the Departm ental Officer, through a Post  m an, 

a list  in duplicate together with the listed Money Orders. The Departmental Officer 

will scrut inise the list  to ensure that  they are intended for him  and the totals are 

correct  and return the original to the Post  Office duly corrected if necessary and with 

a request  to pay the amount  by a Crossed Cheque. The Post  Offices will issue a 

crossed cheque and send it  along with the accepted list  and m oney orders after 

carrying out  correct ions in his copy of the list .  The Departmental Officer will 

acknowledge the receipt  of the Cheque in the original copy of the list , detach the 

Money Order coupons, sign the Money Order acknowledgem ents and return the list  

and Money Orders.  

  Thereafter the Cheque will be sent  to the Bank along with the Challan duly 

filled in for credit  to the appropriate Head of Account .  

 ( ii)  Postal Orders:-   

  On receipt  of Postal Orders the Departmental Officers should prepare a list  in 

t r iplicate and send to the Bank the Postal Orders together with first  and second 



copies of the list  and the necessary challan for credit  to the appropriate Head of 

Account .  

 ( iv)  W hen the Departm ental Officers are in account  w ith the Non Bank 

Treasury:-   

 a)  Money Orders:-   

  The procedure to be followed will be the same as in the case of a Bank 

Treasury except  that  the post  office will pay the Money Orders by a Treasury voucher 

instead of by a Cheque which will be presented by the Departmental Officer at  the 

Treasury for adjustm ent  by credit  to the Head of Account  as indicated in the Challan.  

  b)  Postal Orders:-   

  The procedure to be followed will be the same as in the case of a Bank 

Treasury except  that  the postal orders with the list  in t r iplicate alongwith a Challan 

duly not ing the appropriate Head of Account  is presented to the Post  Offices. The 

Post  Master after necessary check and verificat ion will issue a Treasury Voucher for 

the am ount  of the Postal Orders and send it  alongwith the copy of the list  to the 

Treasury Officer for adjustm ent  and return one copy of the list  duly indicat ing 

thereon the voucher num ber and date of the Treasury Voucher.  

 ( v)  W hen the Post  Office is not  in account  w ith Treasury/  Bank:-  

  I n place where the Post  Offices are not  having account  either with the 

Treasury or Bank the Departmental Officers may receive the dues rem it ted by Postal 

Orders and Money Orders and will be guided by the normal rules.  

  These should be t reated as cash and accounted for. in the Departm ental 

Cash Books.  

 5. The appropriat ion of departmental receipts to departmental expenditure, 

except  when specially authorised, is st r ict ly prohibited. 

  This rule is relaxed : -  

 (a)  I n regard to money received on account  of the service  of  summons, and 

diet   m oney of  witnesses  in Civil cases;  and  

 (b)  I n cases covered by the rules in other authorised Codes. 

 (c)  I n regard to money received as daily collect ions at  the Legislator’s Home, 

Bangalore, for the purpose of refunding the advance of lodging charges to the 

occupants at  the t im e of vacat ing the rooms in the Legislator ’s Home. 

 6. A Government  Officer receiving money on behalf of Governm ent  m ust  give 

the payer a receipt . 

  Note 1.-  This rule applies also to moneys received by Postal Money Orders.  

I n such cases the receipts should be despatched to the rem it ters by post . 

  Note 2.-  Form  K.F.C. I  will be used for the purpose. Educat ional I nst itut ions 

will use Form  K.F.C.-1A. Use of manuscript  forms is st r ict ly prohibited. 



  Note 3.-  Only Heads of Offices or I nst itut ions are authorised to sign these 

receipts. With the sanct ion of Governm ent  Officers subordinate to them may also be 

authorised to sign such receipts on behalf of the concerned Heads of Offices or 

I nst itut ions.  

  Personal Assistants to the Superintending Engineers of Circles in the Public 

Works and Elect r icity Departm ent  are authorised to sign the receipts. 

  Note 4.-  Heads of offices or I nst itut ions should keep a complete account  of 

the receipt  books that  they have received and should be able to produce them 

always, used or unused. Ordinarily m ore than one book should not  be used at  one 

and the sam e t im e, and a new book should be brought  into use only after the old 

one is exhausted. The Stock Register of Receipt  Books should show the date on 

which a book was brought  to use and the date on which it  was completed. Before a 

receipt  book is brought  into use, the number of forms contained therein shall be 

counted and the result  recorded in a conspicuous place in the book over the 

signature of the Governm ent  officer in charge of the book. Counterfoils of used 

receipt  books shall be kept  in his personal custody. The receipt  books m ust  be kept  

under lock and key in the personal custody of the officer authorised to sign the 

receipt  on behalf of Government .  

  Note 5.-The m oney received should be brought  into the Cash Book 

immediately, the receipt  number being noted therein.  

  Note 6.-The required printed receipt  books (m achine num bered)  should be 

obtained by the Head of each Department  or other cont rolling officer and dist r ibuted 

to all subordinate officers  a stock account  thereof being maintained showing the 

num ber of the books (and num ber of form s contained in each)  received by him  and 

issued to each individual officer.  

  Note 7.-At  the t im e of inspect ions it  should be seen that  all the receipt  books 

supplied to each office have been accounted for properly and that  the am ounts 

received as per receipts granted have been brought  to the Cash Book.  

  “Except ion.-The provisions of’ this Art icle will not  apply in the case of 

charges collected  from   occupants of I nspect ion Bungalows/ Travellers’ 

Bungalows/ Circuit  Houses, under the cont rol of Public Works Department  or other 

departm ents of Governm ent  and the Chamundi Guest  House at  Mysore where 

adequate arrangem ents exist  to collect  the charges through the prescribed registers. 

This exempt ion however, will not  apply in the case of other State Guest  Houses 

under the cont rol of General Adm inist rat ion Departm ent .”   

 7. No departm ent  m ay require that  funds pertaining to it  be kept  apart  from  

the general t reasury balance, or, be received for safe custody and kept  out  of 

account  or be received at  all except  under ordinary rules.  

  Detailed rules regarding the receipt  of departm ental cash chests, etc., in the 

t reasury for safe custody and the registers to be maintained in this connect ion are 

given in Appendix  I I .   



 8. (a)  Any person paying money into a Government  Treasury will present  with 

it  a memorandum (challan)  in duplicate (Form  2)  which will show dist inct ly the 

nature of the paym ent , the person or officer on whose account  it  is m ade and the 

head of account  in the Treasury accounts to which the am ount  has to be credited, 

and will thus contain all the informat ion necessary for the preparat ion of the receipt  

to be given in exchange. Receipts for sum s less than ‘[ Rs. 2500]  do not  require the 

signature of the Treasury Officer, but  only of the Accountant  and the Treasurer.  

  1[ As regards receipts for sums received by t ransfer in accounts which do not  

require the signature of the Treasurer, the Treasury Officer shall by an office order 

designate the person who shall at tach the second signature in the case of sum s 

under Rs. 2,500. Receipts for sum s of Rs. 2,500 and over must  invariably be signed 

by the Treasury Officer.]   

  Note.-  Challans writ ten/ signed by Ball Pens will be accepted.  

 (b)  As regards paym ent  of m oney into a Bank Treasury, reference is invited to 

Sect ion C-  I I  of Chapter V of Karnataka Treasury Code-Volume I  and Appendix I X of 

Karnataka Treasury Code-Volum e I I  containing the detailed rules in the m at ter.  

 (1)  Challan form s printed in both Kannada and English should be supplied by the 

Treasury. One copy will be returned to the tenderer duly signed as a receipt , and the 

other retained in the t reasury for record.  

 (2)  Duplicate challans are not  required when rem it -  tances are m ade to the 

t reasury for obtaining Rem it tance Transfer Receipts, or when such rem it tances are 

accompanied by Rem it tance or Pass Books in which the Treasury Officer is required 

to acknowledge receipt  of the rem it tance.  

 (3)  When m oney is paid by a private party into a Treasury, the copies of the 

challan should be init ialled by the departmental officer to whose account  the money 

is to be credited, I f he is at  the sam e stat ion, otherwise the paym ent  should be m ade 

in t r iplicate challans, one of which should be forwarded by the t reasury to the 

departmental officer. Amounts creditable to heads failing under the group head “P. 

Loans and Advances by the State Governm ent”  should also be rem it ted in t r iplicate 

challans, one copy of which will be forwarded by the t reasury to the Departmental 

Officer maintaining the loan accounts.  

 (3A)  When money is paid into the Treasury, by a Government  I nst itut ion to the 

credit  of an officer of another department , in another stat ion, duplicate challans may 

be presented in addit ion to the Rem it tance Book. One copy of the challans will be 

retained by the Treasury Officer for his account  purposes. The other challan will be 

signed by the Treasury Officer and returned to the Governm ent  servant , who 

rem it ted the am ount , for being sent  to the officer to whose credit  the am ount  was 

rem it ted. The Treasury Officer will also sign the Rem it tance Register of the 

I nst itut ion and return the sam e to the I nst itut ion concerned.  



  Note.-  Depots of the Karnataka Governm ent  Road t ransport  Departm ent  

while m aking rernit tances into t reasuries to the credit  of the Karnataka Governm ent  

Road Transport  Departm ent  Rem it tance Head of account , m ay present  challans in 

duplicate in addit ion to the Rem it tance Register. One copy of the challans will be 

returned to the rem it ter (along with the Rem it tance Register)  for being sent  to the 

Divisional Office.  

 (3B)  Rem it tances to Treasury of amounts creditable to, ‘XXI -Miscellaneous 

Departments’ or L I I  Miscellaneous’ and also rem it tances in respect  of recoveries of 

service payments, under all heads should be supported by challans in t r iplicate.  

  Note.-  I n every case of recovery of over paym ent  m ade in cash a challan 

shall be presented in t r iplicate containing full part iculars of the number and date of 

encashm ent  of the voucher and also the head of account  under which the am ount  

was originally drawn, one copy of the challan being forwarded by the Treasury to the 

Accountant  General in support  of the credits incorporated in the m onthly schedule of 

receipts of the departm ent  concerned.  

 (3C)  Sale proceeds and other receipts in respect  of Food Supply t ransact ions 

which are creditable to the P.D. Account  of the Deputy Com m issioner, should be 

supported by challans in t r iplicate.  

 (4)  Special challan forms prescribed for part icular receipts, such as Land 

Revenue, Sales Tax, Agricultural Receipts, should be used when such sum s are 

credited. 

  “Note.-1 Rem it tances of Sales- tax should be accompanied by a Challan in 

quintuplicate as per Rule 60-A (3)  of the Karnataka Sales Tax Rules, 1957. The 

copies marked ‘Original’ and ‘Duplicate’ shall be returned to the dealer duly receipted 

as proof of paym ents, of which the copy m arked ‘Duplicate’ shall be at tached by him  

to the return or statem ent  to be subm it ted to the Assessing Authority. The third copy 

marked ‘t r iplicate’ shall be retained by the t reasury for being sent  to the audit  office 

with m onthly accounts. The fourth copy m arked ‘quadruplicate’ shall be forwarded as 

soon as possible by the Treasury Officer to the Assessing Authority concerned and 

the fifth copy m arked ‘quintuplicate’ to the Karnataka Governm ent  Com puter Cent re, 

Bangalore immediately after the close of the week.”   

  Note.-2 The challan form  for indent ing stamps by the Licensed Vendors will 

be in Form  KFC 2-A.  

  Note.-3 Rem it tances of m ajor item s of Excise Revenue should be 

accompanied by a challan in KFC-2B and of m inor items in Form  KFC 2-C. The Sub-

t reasury Officers should t ransm it  these challan’s in batches to the concerned 

Tahsildars every week on 3rd, 10th, 17th and 26th of each m onth and the Dist r ict  

Treasury Officers to the Tahsildar of Dist r ict  Headquarters Taluk on 8th, 16th, 24th, 

and the first  working day of the following m onth.”   

 (5)  Receipts should bear the nam e of the t reasury and be stam ped with the 

Treasury stam p (seal) . I t  should dist inct ly show the date of’ issue, the designat ion of 



the Governm ent  servant  grant ing it  and the head of account  to which the am ount  

was credited.  

  Each t reasury will maintain two seals, one to be in the custody of the Head 

of the Cash Branch to be used solely on cash challans and the other to be in the 

custody of the Head of the Accounts Branch to be used in respect  of challans 

tendered for receipt  of m oney by t ransfer.  

 (6)  Receipts given by a Taluk Treasury should be signed by the Shroff, the 

Nagadi Gum asta and the Sheristedar or the Tahsildar.  

 (7)  I n the case of rem it tance by Money Orders to the t reasury the Money Order 

coupon, which contains full details of rem it tances will be the challan in support  of the 

credit  and a separate challan is not  necessary.  

 (8)  I n the case of the amounts deducted from  bills towards Court  at tachments, 

the Courts m ay return the deduct ion statem ents to the Treasuries alongwith the 

Receipt  Orders not ing thereon the Receipt  Order number, instead of preparing 

separate challans therefor. The deduct ion statements themselves will be t reated as 

challans by the Treasuries.  

 (c)  All receipts (challans)  must  be writ ten in figures and in words in the original 

and such other copies of challans in Form  2, prescribed in Art icle 8(a)  as are required 

to be given to the tenderer of m oneys, and signed in full over the ‘Cash 

received/ Received payment ’ stamp. Other copies of the challan m ay however, be 

init ialled against  the amount  already indicated therein over the “Cash 

received/ Received paym ent ”  stam p.  

CHEQUES TENDERED I N  PAYMENT 0 F                    GOVERNMENT DUES  

 (9)  (1)  (a)  At  places where the cash business of the t reasuries is conducted by 

the Bank, cheques on local banks m ay be accepted in paym ent  of Governm ent  dues, 

or in set t lem ent  of other t ransact ions with the Governm ent , if the cheques have been 

crossed by the drawer or the acceptance of uncrossed cheques in that  class of 

t ransact ions has been perm it ted by the Governm ent . Unt il.  however, a cheque has 

been cleared, the Governm ent  cannot  adm it  that  paym ent  has been received and 

consequent ly final receipt  shall not  be granted when a cheque is tendered. A receipt  

for the actual cheque only may be given in the first  instance, but  if a person m aking 

paym ent  in this m anner so desires, a formal payment  receipt  shall be sent  to his 

address after the cheque has been cleared. Collect ion charges of the Bank, if any, 

will be recovered by or under inst ruct ions of the Bank from  the  party present ing the 

cheque.  

  The prelim inary acknowledgement  of the receipt  of the cheque will be given 

in the form  below : -   

  “Received cheque No.... . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  for Rupees 

... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  on account  of 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  as per challan No.  



  Note.-1 The Reserve Bank of I ndia, the State Bank of I ndia and the State 

Bank of Mysore reserve themselves the r ight  to refuse to accept  cheques collect ion 

of which, in their opinion, cannot  reasonably be undertaken and which they would 

not  accept  on behalf of their  own const ituents.  

  Note.-2 The Bank drafts issued by the State Bank of I ndia and its 

subsidiar ies and received as payment  o Governm ent  dues, or towards other 

paym ent , m ay be t reated as cash and final receipts granted, subject  however to the 

condit ion that  an indemnity bond in Form  75 of Karnataka Financial Code, is obtained 

from the part ies to indemnify Government  against  any possible loss to Governm ent .  

 (b)  in the event  of the cheque being dishonoured by the bank on presentat ion. 

the fact  shall be reported at  once to the tenderer with a dem and for paym ent  in 

cash, but  the Government  cannot  accept  any liabilit y for loss or damage which may 

possibly occur as a result  of delay in int im at ing that  the cheque has been 

dishonoured.  

 (c)  when Governm ent  dues which are payable by certain fixed dates are paid by 

cheque, the person desir ing to m ake such paym ent  in this m anner without  r isk m ust  

take suitable precaut ions to ensure that  his cheque reaches the t reasury or the 

receiving office at  the latest  on the working day preceding the date on which the 

paym ent  is to be m ade. Cheques received on the last  day of paym ent  of Governm ent  

dues m ay be refused at  the discret ion of the officer to whom  they are tendered and 

those received later will not  be accepted.  

  Except ion.-  Cheques payable on dem and, presented by private individuals, 

firms or companies in payment  of Motor Vehicle taxes m ay be t reated as cash and 

accepted even on the last  day of the grace period. I n such cases, the following 

endorsem ent  should be m ade on the receipt  in Form  K.F.C.I . granted to the 

presenter of the  cheque] .  

  Received by Cheque No.... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .on 

... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  Bank.  

  This receipt  is subject  to its realisat ion.  

  I n the event  of such a cheque being dishonoured at  the bank, the owner of 

the vehicle on whose behalf the cheque was tendered will be subject  to all penalt ies 

prescribed under the law, or the rules fram ed thereunder, for non-paym ent  of the 

tax on or before the due date.  

 (2)  The Governm ent  m ay, in relat ion to any part icular class of t ransact ions 

involving payment  of Government  dues issue orders varying or relaxing any of the 

condit ions prescribed in this rule. 

  Note.-  The term  “Local Banks”  as used in this rule m eans banks ( including 

the Reserve Bank, the State Bank of I ndia and the State Bank of Mysore) , located in 

the stat ion in which a Bank t reasury is situated. 



  Dem and Drafts shall not  be dist inguished from  cheques for the purpose of 

these rules and, provided that  a cheque tendered in paym ent  of Governm ent  dues is 

accepted under the provisions of clauses 1 and 2 of this Art icle and is honoured on 

presentat ion, paym ent  shall be deem ed to have been m ade. 

 ( i)  I f the cheque is handed over to the Governm ent ’s bankers or to a 

Government  officer authorised to receive money on behalf of the Governm ent  on the 

date on which it  is so handed over. 

or 

 ( ii)  I f it  is sent  by post  in pursuance of an inst ruct ion to make payment  by post , 

on the date on which the cover containing it  is put  into the post  :  

  Provided that  where a cheque is marked as not  payable before a certain 

date, the paym ent  shall not  be deem ed to have been made unt il the date on which it  

becomes payable. 

  Note.-  The provisions of clause ( ii)  above apply m utat is m utandis to 

paym ents m ade to the Governm ent  by Postal Money Order or by any other 

recognised m ode of rem it t ing m oney by post . 

 10. Special rules for the acceptance from  the public of cheques, bank pay orders 

and bank credit  challans in some departments are prescribed in their departmental 

regulat ions.  

CHECK OF RECEI PTS 

 11. I t  is ordinarily the duty of the Revenue Departm ent  concerned and not  of 

the Audit  Departm ent  to see that  the dues of Government  are regularly paid into the 

Treasury. Detailed rules are given in Chapter I I I .   

CUSTODY OF MONEY  

 12. Public money in the custody of departm ental officers should be kept  in cash 

chest  under single or double locks as m ay have been prescribed in each case. The 

officer in charge of a chest  should carefully observe any detail orders prescribed in 

each departmental manual regarding the arrangem ents for the custody of the key or 

keys and the proper disbursement  of all moneys, and where no special orders have 

been laid down, he should make the necessary arrangem ents for the purpose. I f 

necessary, cash chest  m ay be lodged in the t reasury for safe custody under the rules 

in Art icle 7.  

 13. When a large amount  of cash is frequent ly kept  in the chest , it  shall be fit ted 

with double locks of different  pat terns and the keys of the two locks shall be kept  in 

the custody of two different  Governm ent  servants, unless Governm ent  have given 

special perm ission in any case to dispense with this procedure.  

EXPENDI TURE 

 14. No Government  servant  may incur any item  of expenditure from  public 

funds unless the following two condit ions are both sat isfied :  



 (a)  The expenditure m ust  have been sanct ioned by a general or special order of 

the authorit ies com petent  to sanct ion such expenditure ;  and  

 (b)  Sufficient  funds m ust  have been provided for the expenditure in 

Appropriat ion Acts for the current  financial year or by a reappropriat ion of funds 

sanct ioned by the authority com petent  to sanct ion such a reappropriat ion. 

 14-A. I n the event  of the orders com m unicat ing the allotm ent  of funds for each 

year not  being received before the commencem ent  of the financial year, Drawing 

Officers may authorise expenditure in ant icipat ion of funds on pay and other charges 

on the basis of that  incurred in the last  m onth of the preceding year. 

CANONS OF FI NANCI AL PROPRI ETY 

 15. Further, every Governm ent  servant  who incurs or authorises the incurr ing of 

expenditure of public money shall see that  it  does not  cont ravene the following 

principles which are termed as the canons of financial propriety and which shall be 

observed by all Government  servants vested with powers of sanct ioning expenditure 

: -  

 (1)  Every Governm ent  servant  should exercise the same vigilance in respect  of 

expenditure incurred from  Governm ent  revenues as a person of ordinary prudence 

would exercise in respect  of the expenditure of his own m oney. 

 (2)  No authority should exercise its powers of sanct ioning expenditure to pass 

an order which will be direct ly or indirect ly to its own advantage.  

 (3)  Government  revenues should not  be ut ilised for the benefit   of  a   part icular  

person  or  sect ion  of  the   com m unity unless : -   

 ( i)  a claim  for the am ount  could be enforced in a court  of law, or  

 ( ii)  the expenditure is in pursuance of a recognised policy or custom.  

 (4)  No authority should sanct ion any expenditure which is likely to involve at  a 

later date expenditure beyond its own powers of sanct ion:   

 (5)  The amount  of allowances, such as t ravelling allowances, granted to meet  

expenditure of a part icular type, should be so regulated that  the allowances are not  

on the whole sources of profit   to the recipients.  

  The Accountant  General will br ing to the not ice of Government  in the 

Finance Departm ent  breach of any of these canons.  

  I t  must  be remembered that  a Governm ent  servant  has to sat isfy not  only 

him self but  also the Audit  Officer that  there has been no breach of any one of these 

canons.  

 16. I t  is the duty of every Governm ent  servant  not  m erely to observe com plete 

integrity in financial mat ters, but  also to be constant ly watchful to see that  the best  

possible value is obtained for all public funds spent  by him  or under his cont rol and 

to guard scrupulously against  every kind of wasteful expenditure from  public funds.  

RESPONSI BI LI TY OF TREASURY OFFI CERS             REGARDI NG PAYMENTS 



 17. (a)  A Treasury Officer has no general authority to deal with dem ands 

presented at  the t reasury, his authority to make payments being st r ict ly lim ited to 

the rules contained in the Financial Code. I f a dem and of any kind is presented at  a 

t reasury,  which is not  provided for by the rules in the Code, or is not  covered by a 

special or general order received from the Audit  Office, the duty of the Treasury 

Officer is to decline payment  for want  of authority. A Treasury Officer has no 

authority, to act  under an order of Governm ent  sanct ioning a special paym ent  unless 

it  is an express order to him  to make the paym ent , and even special orders should, 

in the absence of urgency, be sent  through the Accountant  General.  

  Note.-A Treasury Officer should not  refuse to pay a bill merely on the ground 

that  the drawing officer has not  compiled with a final rule requir ing that  the 

part iculars of the order sanct ioning a charge of a certain kind should be quoted on 

the bill.  I f the drawing officer fails to obtain sanct ion before incurr ing a charge when 

the rules require him  to obtain sanct ion, be alone is responsible.  

  1[ Except ion 1.-  The Treasury Officers can start  m aking paym ent  as soon as 

they receive the Government  Order sanct ioning Dearness Allowance to the 

pensioners without  wait ing for authorisat ion from  the Accountant  General] .   

  2[ Except ion 2.-  Treasury Officers can start  m aking paym ent  as soon as they 

receive the Government  order sanct ioning Dearness Allowance to the Municipal 

Pensioners drawing pension from  Consolidated Fund, without  wait ing for 

authorisat ion from  the Cont roller of State Accounts Departm ent .]  

“17(aa)  “Non- recurr ing Honoraria m ay be drawn by the Gazet ted officer him self by 

present ing a bill in the t reasury in a . simple receipt  form  on the authority if the 

sanct ion issued by the com petent  authority,, or a duly cert if ied copy thereof 

appended to the bill,  without  the authorisat ion of the Accountant  General, 

Karnataka” .  

 (b)  t reasury Officers m ay pay on the authority of the signing or countersigning 

officers without  any special inst ruct ions from  the Accountant  General, the following : -   

 (1)  Establishment  bills in respect  of all old establish-  ments irrespect ive of any 

addit ions and alterat ions that  m ay have occurred in such establishm ents.  

  Note.-  The Accountant  General will not  int imate to t reasuries changes in the 

scale of establishment , such as. addit ions or reduct ions nor will he issue inst ruct ions 

to the t reasury for the paym ent  of the above claim s.  

 (2)  Cont ingent  and t ravelling allowance bills of all old establishments. 

 (3)  Bills for grant - in-aid, st ipend, scholarship or cont r ibut ions supported by a 

copy of the order of sanct ion and signed or countersigned by the com petent  

authority of the departm ent  concerned.  

 (4)  Advances sanct ioned to Governm ent  servants whether for their personal use 

or public purposes, which are drawn on the bills signed or countersigned by a 

gazet ted Governm ent   servant  to which the cert ified copy   of the  original 



sanct ioning order is at tached, a note being made in the forwarding memo to the 

effect  that  the original has been retained in the office of the sanct ioning authority.  

  Note.-  When an advance is drawn in more than one instalment  it  is enough 

if the num ber and date of the order sanct ioning the advance already at tached to the 

first  bill are quoted in the receipt  on which the second and subsequent  instalments 

are drawn. The Treasury Officer should see that  such reference is given before 

paying the second and subsequent  instalm ents.  

  As regards House Building, Motor Car and Bicycle advances, the procedure 

laid down I n the relevant  rules will apply.  

  Note 1.-  Whenever loans and advances are sanct ioned to Governm ent  

servants in relaxat ion of the provisions of Karnataka Financial Code, the Treasury 

Officers should pass such claims only on the receipt  of authorisat ion from  the 

Accountant  General and should not  pass them  m erely on the st rength of copies of 

Governm ent  Orders issued in the m at ter, unless Governm ent  them selves have 

passed Orders to the effect  that  such paym ents m ay be m ade without  authorisat ion 

from  the Accountant  General in view of urgency.  

  Note 2.-  Reference is invited to Art icle 99-A in respect  of personal advances 

granted to Gazet ted Governm ent  servants.  

 (5)  Bills for Loans and Advances to private persons granted under general rules, 

such as, Land I m provem ent  or Takavi Loans and special charges, such as special 

advances, special  loans etc., sanct ioned in favour of a private individual by 

Government  when the original order sanct ioning the loans, etc., accom panies the 

bills.  

 (6)  Bills for the remunerat ion to the Exam iners in respect  of the exam inat ions of 

the Educat ion Departm ent  or the Karnataka Local Service Exam inat ions drawn in the 

prescribed form s and duly countersigned by the Commissioner for Exam inat ions, 

Educat ion Departm ent  or the Secretary of Karnataka Local Service Exam inat ions 

{ except  in the case of Gazet ted Governm ent  Servants -  vide Note under Rule 

55(26) , Manual of Cont ingent  Expenditure 1958} .  

 (7)  Bills for remunerat ion for review of Text  Books of non-officials and non-

Gazet ted Governm ent  servants, when countersigned by the Joint  Director of Public 

I nst ruct ion or the Secretary, Text  Book Com m it tees.  

 (8)  Bills for remunerat ion for set t ing quest ion papers and/ or Valuat ion of answer 

papers due to Gazet ted Officers in connect ion with the various Public Exam inat ions, 

whether conducted under the direct ion of the Karnataka Public Service Commission 

or the Departm ents them selves should be honoured at  the t reasuries on the basis of 

sanct ions com m unicated by the Chairman/ Secretary, Commissioner or Cont roller or 

other authorised Officer of the concerned exam inat ion without  insist ing on the 

authority from  the Accountant  General.  



  The Bills should be prepared in the prescribed form , separately for each 

Gazet ted Officer and countersigned by the concerned authorit ies of the 

exam inat ions. The Treasury Officer will record the payment  individually, so as to 

watch the recovery of incom e- tax.  

 (9)  Bills for remunerat ion preferred by Doctors perform ing operat ions under the 

Fam ily Planning Schem e duly countersigned by the Superior Officers under whose 

adm inist rat ive cont rol they are working should be honoured at  the Treasuries, 

without  any authorisat ion from  the Accountant  General. The Bills containing sim ilar 

claims of the Dist r ict  Health Officer him self countersigned by the Deputy Director of 

Health Services (Fam ily Planning and Maternity and Child Health)  should also be 

honoured at  Treasuries without  insist ing on any authority from  the Accountant  

General.  

 “9(a) . Bills for honorarium  of Rs.5 per visit  lim ited to Rs. 50 per rnensum to the 

doctors appointed as authorised Medical At tendants for at tending on the Ministers 

and Ministers of State.  

  The claim  of the doctors appointed as authorised Medical At tendants for 

paym ent  of Honorarium  m ay be adm it ted on the basis of the cert if icate issued by the 

concerned private Secretaries without  the authorisat ion of the Accountant  General” .  

 (10)  Bills for remunerat ion to supervisors and invigilators of departmental 

exam inat ions conducted by the Public Service Commission, the Deputy 

Commissioners who appoint  the supervisors and invigilators will draw the amounts 

required for disbursement  of rem unerat ion to the supervisors and invigilators as and 

when required, by present ing Bills at  the Treasury in Form  KFC-3 (Payees’ Receipts)  

separately for Gazet ted and non-Gazet ted Officers. The remunerat ion to the 

supervisors and invigilators will be disbursed by the Deputy Commissioners at  the 

end of each day of duty after the exam inat ion for the day is over, obtaining a proper 

receipt , duly stamped, whenever necessary. The amount  will be debitable to the 

head “Allowances and Honoraria”  of the Public Service Commission. I n the case of 

paym ents to the Gazet ted Officers, the Treasury Officers or the Accountant  General 

( I .R.L.A. Sect ion) , if the Officer is covered by the I .R.L.A. system , should be 

int im ated so that  act ion can be taken to calculate income- tax and deduct  the sam e 

from  the salary of the Officer.  

  After the Exam inat ion is over, the Deputy Commissioners will send to the 

Public Service Commission statem ent  of paym ents so m ade. The receipted 

acknowledgements should be filed in the Office of the Deputy Commissioner and 

produced when required by local audit .  

 (11)  Bills pertaining to the interest  on Depreciat ion Fund, Reserve Fund 

I nvestm ents and Provident  Fund investm ents due to the Karnataka State Road 

Transport  Corporat ion, duly scrut inised and countersigned by the Departm ental 

Officer concerned.  



 ( c)  I n the cases noted below, the t reasuries will make payments only on the 

authority of int im at ion issued by the Accountant  General : -   

 (1)  Changes in the pay of gazet ted and other Governm ent  servants who draw 

separate bill for their own salaries.  

 (2)  Establishment  and cont ingent  bills of newly opened offices.  

 (3)  Perm anent  Advances for cont ingencies sanct ioned whether by Governm ent  

or by Heads of Departm ents under the powers vested in them .  

 (4)  Paym ent  on account  of the Governm ent ’s investm ents in a Com pany, 

Corporat ion or sim ilar autonom ous Organisat ion unless the Government  specially 

direct  otherwise.  

  1[ except  Governm ent ’s investm ents in Co-operat ive societ ies.]  

 (d)  A Deputy Com m issioner m ay, in circum stances of urgency, by an order in 

writ ing, authorise and require a Treasury Officer  to  m ake  a  paym ent ,  not   being  

a  paym ent  of pension without  com plying with the provisions of these rules. I n any 

such case, the Deputy Com m issioner shall at  once forward a  copy  of his order and a 

statem ent  of the circum stances requir ing it ,  and the Treasury Officer shall at  once 

report  the paym ent  to the Accountant  General.  

  Note.-  The need for exercising the special power under this rule should not  

arise at  all in normal condit ions. The power should be used only in real cases of 

urgency, e.g., floods, earth-quake and the like, and withdrawals of m oney, under 

this rule should, as far as possible, exclude all personal claims of Government  

Servants. The m axim um  am ount  which can be withdrawn in each case is fixed as 

Rs.5,000 (Rupees five thousand only) .  

 18. 2[ The arrears claim s of non-gazet ted Governm ent  servants and cont ingent  

claims either of special nature or of periodical nature shall be authorised for payment  

by the authorit ies who are delegated powers to sanct ion invest igat ion of claims. To 

avoid double claims and payments, the drawing officers shall make a note of the 

payments, in acquit tance rolls, service registers, office copies of or iginal bills and 

other registers kept  in the office. The inspect ing officers, while inspect ing the offices 

of the drawing officer shall ensure that  the procedure is scrupulously followed.  

  This art icle shall not  apply to the following categories of claim s:  -  

 (a)  claim s on account  of pensions, the paym ents, of which is regulated by 

Art icle 136 of K.T.C.- .  

 (b)  claim s on account  of pay and allowances other than reim bursem ent  of 

m edical expenses of such non-gazet ted Governm ent  servants whose nam es are not  

required to be shown in the pay bills in accordance with art icle 117 of KFC ;   

 (c)  claim s on account  of interest  on Governm ent  securit ies, and  

 (d)  any other class of paym ents which are governed by special rules or orders of 

Governm ent  ;   



 (e)  claim s by one Departm ent  against  another or by a State Governm ent  and 

the Cent ral Governm ent  ;  

 ( f)  claim s of Gazet ted Governm ent  servants whose pay and allowances are 

authorised by the Accountant  General.]  

  Note 1.-  The t ime lim it  of one year prescribed in this Art icle should be 

calculated from  the date on which the charge becomes payable.  I n the case of 

sanct ion to the claim , accorded with ret rospect ive effect  the t im e lim it  should, 

however, be calculated from the date of sanct ion only and not  from  the date from  

which the sanct ion takes effect .  

  Note 2.-  A claim  for an amount  of fine deducted from  a pay bill by the Head 

of an office and subsequent ly excused by him  may, if it  is preferred within one year, 

be paid without  the sanct ion of the Accountant  General, just  as withheld pay claimed 

within one year of it s becom ing due.  

  Note 3.-  Claims pre-audited or passed by the Accountant  General but  

remaining unpaid after the financial year, preferred at  the Treasury within the first  

quarter of the next  financial year, need not  be returned to the drawing officer for 

revalidat ion, except ing those claims com ing under the purview of Note 3 below 

Art icle 305 of Karnataka Financial Code;  and no revalidat ion by the Accountant  

General is necessary in cases other than those covered by Note 3 below Art icle 305 

ibid, provided the payment  thereof is claimed within three m onths from  the date of 

enfacem ent .  

  Note 4.-  Deleted.  

  Note 5.-  The claims for arrears of pay and allowances of non-  gazet ted 

Government  servants whose names are om it ted from  bills and which do not  require 

pre-audit  by the Accountant  General, should be set t led as expedit iously as possible 

and in any case within a year of their becom ing due. Claims which are prepared after 

one year, require the orders regarding condonat ion of delay, by the Head of 

Departm ent  or the Governm ent  as the case m ay be.  

  Note 6.-  ( i)  For the purpose of count ing the period of one year referred to in 

this Art icle, the date on which the claim  is presented at  the Treasury should be 

considered to be the date on which it  is preferred. A claim  which is presented  for 

paym ent  within one year m ay be paid by the Treasury Officer in the usual way even 

if the period of one year elapses between the date of presentat ion and the date of 

payment , due to delay in passing the bill for payment  in the t reasury.  

 ( ii)  Bills which are presented within the prescribed period of one year, but  are 

returned due to their being imperfect , etc., cannot  be paid without  pre audit  if they 

are not  presented after supplying the om issions or rect ifying the defects,  etc., within 

the prescribed t ime lim it  of one year from the date on which they becom e due. The 

fact  that  this bill was presented on the previous occasion with the prescribed t ime 

lim it  of one year in imperfect  manner shall not  exempt  it  from  the operat ion of this 

Art icle.  



  The above principle will apply, also to the claims not  exceeding 1[ Rs.500]  

presented within three years of their becom ing due and do not  require pre-audit  by 

the Accountant  General and also to the claims falling under Art icles 20, 21, 22 and 

146-A.  

 19. Bills on account  of arrears of pay and allowances and other claims affect ing 

the em olum ents of an officer, revised with ret rospect ive effect , do not  require pre-

audit  before payment , if the claims are preferred at  the t reasury within one year of 

sanct ion.  

  Note 1.-  When the amount  involved is considerable, it  should be clearly 

indicated on such bill whether requisite appropriat ion (Budget  provision)  exists or 

whether addit ional appropriat ion has been applied for.  

  Note 2.-  I n the case of claims arising from  general revisions of pay scales, 

the rules of which provide for elect ion of such case by individual Governm ent  

servants, for the purpose of pre-audit  of arrears claims, the period of one year 

should be counted from  the date of exercise of opt ion, or the last  date prescribed for 

the exercise of opt ion, as the case m ay be.  

 20. (a)  Except  under the special orders of Government  or of some other 

com petent  authority to which the power is delegated under this Art icle, the 

Accountant  General will not  invest igate any claim  of a Government  servant , whether 

gazet ted or not , for arrears of pay or allowance or for an increment , when the claim  

has rem ained in abeyance for over a year.  

  Heads of Departments  are authorised to sanct ion the invest igat ion of 

arrears claims of all Government  servants appointed by them .  I n exercising this 

power, they should bear in m ind that  the invest igat ion of such claims often involves 

a large amount  of labour in the Audit  Office out  of all proport ion to the amount  or 

importance of the claims preferred. They should, therefore, exercise the power with 

caut ion and call upon the Audit  Office to report  on cases in which there appears to be 

a prima  facie reasonable claim  and reasonable cause for delay.  

I t  is necessary that  belated claims which are not  capable of proof should be 

disallowed. The invest igat ion by the heads of Departments of arrears claims of 

Governm ent  servants appointed by them  is rest r icted to those claims which are not  

over 1[ six years old]  When, however, the validity of an old claim  is established by 

acceptable evidence, a report  of the circumstance in which the delay occurred should 

be made to Government , so that  suitable act ion m ay be taken to prevent   the 

recurrence of such cases.  

  Note 1.-   The potgi allowance due for a year may be paid by Tahsildars 

within twelve m onths after it  becom es due without  the sanct ion of the Deputy 

Com m issioner. Deputy Com m issioners are empowered to sanct ion the invest igat ion 

of all arrear claims of pay and potgi of any am ount  when the period for which they 

have been outstanding does not  exceed twenty- four m onths, and up to a m oney 

lim it  of Rs.100 when the delay in preferr ing the claim  is not  m ore than three years.  



  Claims beyond these lim its, will be sanct ioned by the Divisional 

Commissioners.  

  The Divisional Commissioners will obtain orders of Government  in doubt ful 

cases.  

  The power delegated to the Deputy Commissioners may be exercised by 

them  in respect  of Muzrai  m at ters also, i.e., in respect  of pay of Muzrai 

Establishm ent  paditara and other charges,  provided in the sanct ioned scale of 

expenditure of Muzrai I nst itut ions, and potgi of Village Officers in villages belonging 

to muzrai I nst itut ions.  

  Note 2.-  The Commissioner for Charitable Endowments is empowered to 

pass arrears claim s of Malnad Cash Grants and Muzrai St ipends, when the delay does 

not  exceed three years or the am ount  involved does not  exceed Rs. 500.  

  Note 3.-  Deputy Com m issioners are authorised to sanct ion the invest igat ion 

( i)  of all arrears claims of Malnad Cash Grants not  exceeding 24 m onths, and ( ii)  of 

arrears claim s of such grants up to a m oney lim it  of Rs. 100 when the delay in 

preferr ing the claim  is not  m ore than three years.  

  Note 4.-  I n respect  of arrears claims of the staff of Com m unity Developm ent  

Projects and Nat ional Extension Service, falling under this Art icle, the Divisional 

Commissioners shall exercise the power to condone the delay in preferr ing them , 

upto a period of five years. 

  1[ Note 5.-  I n respect  of the following claim s of Non-  Gazet ted officers, the 

t ime lim it  of one year prescribed in Art icles 18 and 19 of Karnataka Financial Code 

has to be calculated from  the date of the order sanct ioning the claim  and not  from  

the date from  which the sanct ion takes effect : -  

 ( i)  Ret rospect ive revision of pay scales;   

 ( ii)  Ret rospect ive promot ion consequent  to review of promot ions involving 

paym ent  of arrears of salary and;   

 ( iii)  Claims which were inadm issible according to the then exist ing orders/ rules 

but  which were considered adm issible consequent  on Court  decisions of revised 

orders issued by com petent  authorit ies and have been sanct ioned with ret rospect ive 

effect .  

  When the delay involved in set t lement  of the above claim  computed from  

the date of order sanct ioning the claim  does not  exceed six years, the Heads of 

Departm ents are authorised to condone the delay under Art icle  20 (a) .  Before 

issuing  orders condoning the delay, the following checks should be exercised: -   

 (a)  Claims should be scrut inised by the Financial Advisor/ Chief Accounts Officer 

at tached to Heads of Departm ents wherever such posts exist  ;   

 (b)  The correctness of claim s should be verified with reference to original 

records;  



 (c)  That  the claim s has not  been preferred before, should be established 

conclusively beyond doubt  with reference to or iginal records;   

 (d)  I t  should be ensured that  the payment  of claim  will not  result  in wrong or 

double paym ent  ;  

 (e)  The Heads of Departments should maintain a suitable register detailing all 

such sanct ions accorded by them .  

 (b)  Delays in payment  are opposed to all rules and are highly inconvenient  and 

object ionable. The Heads of Offices and Departm ents should dist inct ly understand 

that  the personal claims of Governm ent  servants under the orders of com petent  

authority should be discharged with the least  possible delay and that  the provisions 

for entertainm ent  of belated claim s m ade in Art icles 18, 19 and 20 above are 

intended for except ional cases where from  unavoidable causes, the speedy 

set t lements of claim   is rendered impossible. Every case of deferred claim  forwarded 

for pre audit  by the Accountant  General under Art icle 18 and 19 and sanct ion of 

Government  or the Head of a Department  under Art icle 20(a)  should invariably be 

accompanied by a clear explanat ion of the necessity for postponing the set t lem ent  of 

the claim  and where the postponem ent  was avoidable, also by a report  of the names 

of Governm ent  servants responsible for the delay and of the act ion taken to prevent  

the recurrence of such cases.  

 ( c)  All sanct ioning authorit ies should bear in m ind the inadvisabilit y and 

inconvenience of sanct ioning claim s with ret rospect ive effect  as it  throws 

unnecessary burden on the Audit  Office and leads to undeserved hardship on the 

Governm ent  servants concerned. 

 (d)  All Promot ions, permanent  or officiat ing and other arrangements involving 

alterat ions in the pay of a Governm ent  servant  should be sanct ioned by the superior 

authorit ies with the greatest  prom pt itude as soon as the occasion for the same 

arises. I f any such arrangem ents are not  sanct ioned within the period of one year 

from  the earliest  date on which they could be ordered, they cannot  be sanct ioned 

afterwards except  with the special sanct ion of Government  which will be accorded 

only in except ional cases and on sat isfactory explanat ion being payable.  

  Note 1.-  Heads of Departm ents are em powered to sanct ion perm anent  or 

officiat ing promot ions and other arrangements involving alterat ions in the pay of 

Governm ent  servants within 1[ six years]  from  the earliest  date on which they could 

be ordered. They are also empowered to sanct ion invest igat ion into the claim  for 

arrears of increm ents within five years of the date on which they becom e payable. 

  Note 2.-  Except  in the case of an increm ent  which has been specially 

withheld or which is next  above an efficiency bar in a t ime-scale which requires the 

specific sanct ion of the com petent  authority under Rule 52 of the K.C.S.Rs. the 

period of one year prescribed in Art icles 18 and 20 should be reckoned from  the date 

on which the increm ent  falls due for paym ent , irrespect ive of the date on which the 

increment  cert if icate is passed by the Drawing Officer, since that  is the earliest  date 



on which the claim  could have been put forth. Even where an increment  is specifically 

withheld it  accrues from  the date on which it  falls due after taking into account  the 

period for which it  is withheld. On the expiry of that  period, the accrual of the 

increment  is a mat ter of course. The period of one year should, therefore,  be 

counted in such a case from  the date on which the increm ent  falls due after taking 

into account  the period for which it  is withheld.  

  I n a case in which the increment  next  above the efficiency bar is to be 

allowed under Rule 52, K.C.S.Rs., or in which a pre-mature increment  is to be 

granted under Rule 57 of K.C.S.Rs.. the period of one year should be counted from  

the date of sanct ion or the date of accrual of the increment , whichever is later.  

  I n the case of an increm ent  which can be drawn only after the increm ent  

cert ificate has been passed by the Accountant  General in terms of Art icle 126 of 

Karnataka Financial Code the period of one year should be reckoned from  the date of 

passing of the increm ent  cert ificate by the Accountant  General or from  the date of 

accrual of the I ncrement , whichever is later. 

 (e)  When old claim s which cannot  be verified from  Government  records are 

preferred, the Accountant  General will return the papers to the party concerned with 

a remark to that  effect . I t  will then be the duty of the claimant  to subm it  the claim  to 

Governm ent  with independent  evidence of a conclusive nature.  

  Note 1.-  As the claims under Art icle 20(e)  will not  be scrut inised by the 

Accountant  General, it  is necessary subject  to such claim s to a detailed scrut iny by 

the Heads of Departm ents and the Adm inist rat ive Departm ents of the Secretariat  so 

as to ensure that  no claim s which are not  supported by sat isfactory evidence are 

recommended for payment . The following procedure has therefore to be followed in 

such cases:   

 ( i)  All t ime barred claims which are more than 1[ 6 years]  old and which fall 

under Art icle 20(e)  should cont inue to be sent  to Governm ent  in Finance Departm ent  

through the respect ive adm inist rat ive Departm ents in the Secretariat . 

 ( ii)  Only such claims which are found to be correct  in all respects beyond doubt  

should be recom m ended. Others should not  at  all,  be entertained.  

 ( iii)  All such claims should contain the following cert if icate duly signed by the 

concerned drawing Officers:   

 (a)  the correctness of the claim  is verified with the relevant  original records ;   

 (b)  the claim  has not  preferred before and it  is established conclusively beyond 

doubt , with reference to such original records,  and 

 (c)  the payment  of the claim  will not  result  in wrong or double payment .  

 ( iv)  Claim s which do not  sat isfy the above condit ions and which also pertain to 

the period prior to the reorganisat ion of States should be, however, forthwith 

rejected unless entertain-m ent  of such belated claims, in very except ional cases, is 

considered absolutely necessary, since it  would be difficult  for Governm ent  to ensure 



the correctness of such old claims and to prevent  the possibilit y of double or 

incorrect  paym ents being m ade on account of sanct ion of such old claim s.  

  Note 2.-  I n all cases of arrear claim s which are recom m ended for sanct ion of 

Governm ent  under clause (e) , pr ior rem arks of the Accountant  General, regarding 

his inabilit y to verify the claim  should invariably be obtained and that  every sanct ion 

order issued under the aforesaid clause, should quote the reference of the Audit  

Office wherein its inabilit y to verify the claim  is int imated.  

  1[ Note 3.-  I n respect  of the following claim s of Non-Gazet ted Officers the 

period of one year prescribed in Art icle 18 and 19 of Karnataka Financial Code has to 

be calculated from  the date of the order sanct ioning the claim  and not  from  the date 

from  which the sanct ion takes effect .  

 ( i)  Ret rospect ive revision of pay scales ;   

 ( ii)  Ret rospect ive promot ion consequent  to review of promot ions involving 

paym ent  of arrears of salary and ;   

 ( iii)  Claims which were inadm issible according to the then exist ing orders/ rules 

but  which were considered adm issible, consequent  on Court  decisions or revised 

orders issued by the com petent  authority and have been sanct ioned with 

ret rospect ive effect .  

  When the delay involved in set t lement  of the above claim  computed from  

the date of order sanct ioning the claim  exceeds six years, the Heads of Departm ents 

are authorised to condone the delay under Art icle 20(e) . Before issuing the orders 

condoning the delay, the following checks should be exercised;   

 (a)  Claims should be scrut inised  by the Financial Adviser/  Chief Accounts Officer 

at tached to Heads of Departm ents wherever such post , exist :   

 (b)  The correctness of claim s should be verified with reference to original 

records ;   

 (c)  That  the claim  has not  been preferred before should be established 

conclusively beyond doubt  with reference to or iginal records;   

 (d)  I t  should be ensured that  the payment  of claim  will not  result  in wrong or 

double paym ent  ;   

 (e)  The Heads of Departments should maintain a suitable register detailing all 

such sanct ions accorded by them .  

 ( f)  All bills, whether payable at  Bangalore or elsewhere, subm it ted to 

Governm ent  for sanct ion, are returned   by Governm ent  with  orders,  to the office 

subm it t ing them and only copies of the orders sanct ioning  the bills are sent  to the 

Audit  Office. 

 (g)  ( i)  I t  is of the utm ost  importance that  claim s against  Governm ent  should be 

liquidated at  the earliest  possible moment  as belated claims cannot  be effect ively 

checked in the Audit  Office.  



 ( ii)  Claim s against  Governm ent , which are barred by t im e under the provisions 

contained in Sect ion 3 read with the First  Schedule of the I ndian Lim itat ion Act  of 

1908 or under any other provisions of law relat ing to lim itat ion, should ordinarily be 

refused and no claim  on account  of such a t ime barred item  should be paid without  

the sanct ion of Governm ent . The onus is upon the claim ant  to establish a claim  to 

special t reatm ent  for a t im e-barred item  and it  is the duty of the authority against  

which such a claim  is m ade to refuse the claim  unt il a case for other t reatment  is 

made out . All pet ty t ime-barred claims are to be rejected forthwith and only 

important  claim s of this nature considered.  

 ( iii)  I t  is the duty of the authority against  which a claim  is made to consider in 

the first  instance the quest ion of a t im e-bar before subm it t ing it  to the Accountant  

General for the issue of’ authority for payment . The Accountant  General will refuse 

paym ent  of all claim s found to be t im e-barred unt il the sanct ion of Governm ent  has 

been obtained.  

 ( iv)  All pet ty claims of a Government  servant  not  exceeding  Rs. 100 and which 

are m ore than five years old, other than those that  effect  his pension, and all such 

claims for whose delayed subm ission an adequate explanat ion is not  forthcom ing 

should be rejected forthwith. I n considering old claims recommended for sanct ion, 

the authority concerned will also take into account  the fact  that  it  is normally not  

possible owing to the lim ited period of preservat ion of records to audit  claims more 

than six years old.  

 (v)  The authority com petent  to authorise the invest igat ion of a belated claim  

should be told why the claim  was not  subm it ted when it  becom e due.  

 (vi)  I n respect  of non-Gazet ted Governm ent  servants whose pay and allowances 

are drawn on establishment  bills by the Heads of Office,  the responsibilit y for 

m aking claim s rests on the lat ter and they should invariably see that  all claims are 

presented within one year of their falling due. Sanct ioning authorit ies should 

jealously scrut inise all old claims preferred for condonat ion of delay, and reject  such 

of them in respect  of which convincing reasons for the delay are not  forthcom ing.  

 CONTI NGENT CHARGES 

 21. The liabilit ies incurred on account  of these charges should be discharged 

with the greatest  prom pt itude. I n the case of paym ents m ade out  of perm anent  

advances, the am ount  should be recouped at  once as laid down in the Manual of 

Cont ingent  Expenditure ;  and in other cases, the liabilit y discharged at  the earliest  

possible date. I n either case, the liabilit y should not  be allowed to remain 

undischarged for over a period of one year nor should it  be carr ied forward as a 

charge on the grant  for the subsequent  year without  adequate reasons. Claims 

preferred within one year (even though they relate to the previous year)  can be 

set t led by the head of the office, without  higher   sanct ion. Before preferr ing Such 

claim s in a subsequent  year, the Drawing Officer has to ensure that  sanct ion to the 

charge where necessary, cont inues to exist  and that  sufficient  funds are available in 



the budget . Heads of Departm ents can sanct ion on their own authority paym ent  of 

claim s on account  of cont ingent  charge ( including supplies and services)  preferred 

after one year of their becom ing due if they are subm it ted in the same or the next  

financial year, provided funds for meet ing the same are available in the budget . The 

general pr inciples laid down in Art icle 18 will apply equally to claims covered by this 

Art icle. Clause (e)  of Art icle 20 of the Karnataka Financial Code will also be applicable 

to old claims covered by this Art icle which cannot  be verified from  Governm ent  

records.  

  Note 1.-  The Heads of Departm ents are empowered to sanct ion all arrear 

claims of other Government  departments or Governm ent  I ndust r ial Concerns not  

m ore than three years old, subject  to a m onetary lim it  of 1[ Rs.3,000] . 

  Note 2.-  The Director of Public I nst ruct ion is empowered to sanct ion arrear 

claim s in respect  of rent  when such claims are not  over three years old.  

  Note 3.-  Cont ingent  bills not  preferred for recoupment  within three  years 

should, as a rule, not  be sanct ioned or perm it ted to be encashed.  

  Note 4.-  The claims for t ravelling allowance to non-  officials for at tending 

meet ings and also for monthly recurr ing grants- in-aid will also be dealt  with under 

this Art icle.  

  Heads of Departments are empowered to sanct ion arrears claims of 

t ravelling allowance to non-officials for at tending the meet ing, etc., when such 

claims are not  over three years old.  

  Note 5.-  The Director of Public I nst ruct ion is empowered to sanct ion arrear 

claims on account  of fees payable to the Doctors for medical inspect ion of pupils, 

when such claim s are not  over one year old.  

  Note 6.-  A claim  falling under cont ingencies should normally deemed to have 

become due immediately on complet ion of the relevant  supply or service. I n the case 

of claims which can be paid only on receipt  of a dem and therefor e.g., m unicipal and 

water taxes payable to Corporat ions, Municipalit ies, etc., and claim s of the officers of 

the Elect r icity Board towards cost  of elect ric energy supplied by them  the period of 

one year should be reckoned from  the last  date fixed in such dem and not ices, for 

paym ent .  

  1[ “Except ion.-  The Director of Print ing, Stat ionery and Publicat ions is 

empowered to incur the cont ingent  liabilit y on account  of supply of stat ionery and 

sanct ion payment  of such cont ingent  claims in the third financial year or later subject  

to Budget  provision” .]   

TRAVELLI NG  ALLOW ANCE 

 22. The general pr inciples laid down in Art icles 18 and 20 apply equally to claims 

of T.A. to Governm ent  servants in service.  

  The t ime lim it  of one year (Art icle 18)  is to be counted from the date 

succeeding  the date of com plet ion of the journey in respect  of which the claim  is 



made to the date of presentat ion of bills at  the Treasury. However, in case of 

journeys undertaken to at tend an obligatory exam inat ion, where adm issibilit y or 

otherwise of the Travelling Allowance is condit ional and can be determ ined only after 

the results of the exam inat ion are declared the t ime lim it  of one year is to be 

counted from  the date of the announcem ent  of the result . 

 22-A. The r ight  of a Government  servant  to t ravelling allowance, including daily 

allowance, is forfeited or deemed to have been relinquished if the claim  for it  is not  

preferred to the head of the office or, the Cont rolling Officer or the Accountant  

General as the case m ay be, within one year from  the date on which it  becom e due.  

  I f the T.A. claim  is not  preferred by the adm inist rat ive authority concerned 

for paym ent  within one year from  the date of its becom ing due wherever the claims 

have been preferred by the Government  servants well in t ime it  shall not  be paid 

unless the reasons for delay are invest igated in detail by the authority competent  to 

sanct ion invest igat ion of the claims and a specific sanct ion is issued by it .   

  I f the invest igat ion shows that  the claim  could not  be preferred in t ime due 

to adm inist rat ive delay without  adequate and cogent  reasons, suitable act ion shall be 

taken against  the officer (s)  concerned so that  such delays do not  recur in future. 

  I n cases where T.A. advance is drawn and the adjustment  bill therefor is not  

preferred within one year from  the date the Travelling Allowance became due, the 

claims for T.A. will also stand forfeited and the advance of T.A. drawn shall be 

recovered from  the pay or any other dues of the concerned officer/ official in one 

installment  by the authority com petent  to sanct ion such an advance.  

  Note.-  1[ The provisions of this Art icle apply to tour/ Transfer t ravelling 

Allowance and Conveyance  Allowance claims. But  in case of journey on tour where 

Travelling Allowance advance has been drawn the amount  of the advance drawn 

shall be adjusted by the end of the m onth succeeding the m onth in which the 

journey is completed in the final T.A. bills  of the Government  servant  concerned.]   

  2[ The provisions of this Art icle shall also apply to claims in respect  of Home 

Travel Concession and Leave Travel Concession availed by a Governm ent  servant  

once in a block period of two years and 1[ during ent ire service]  respect ively, for 

which no advances are drawn and these shall be deemed to have come into force 

with effect  from  I st  August  1980.  But  in cases in which advance has been drawn. 

the adjustment  bill therefor shall be preferred : -   

 ( i)  Within one year from  the Date of com plet ion of return journey when the 

return journey is com pleted between 1st  August  1980 and 31st  Decem ber 1980.  

and 

 ( ii)  Within three m onths from  the date of com plet ion of return journey or 31st  

December 1981 whichever is later when the return journey is com pleted on or after 

I st  January 1981.  

and 



 1[ ( iii)  I n the case of leave t ravel concession, the final bill in adjustment  of the 

advance or T.A.  claim s for journey, if no advance is drawn shall be subm it ted within 

one m onth when the return journey is completed on or after  

6-6-1990, along with the cert ificate I n the following form :   

CERTI FI CATE  

Cert ified that  I  and the members of  my fam ily have undertaken journey from   

... . . . . . . . . . .  to  . . . . . . . . . .  (declared place of visit )  by railway /  bus/ sea, vide t icket  

Num bers  .. . . . . . . . . . . .   during the period from  ... . . . . . .  to... . . . . . . . . . . . . . . . . . . . . . . . . . . . . .   

              

            

Signature 

      Name  

 Date:      Designat ion:  

 

  I f the adjustment  bill is not  preferred within the period ment ioned above the 

claims will stand forfeited and the advance drawn shall be recovered from  the pay or 

any other dues of the concerned officer/ official in one instalment  by the authority 

com petent  to sanct ion such an advance.]   

 CLAI MS AGAI NST GOVERNMENT 

 23. 1[ Save as hereinafter provided, bills presented                         by a 

departmental Officer,  personal claims preferred by a Government  Officer and all 

cheques tendered at  the Treasury or at  an authorised office of disbursement  shall be 

duly receipted for paym ents and stam ped, where necessary. Receipts, duly stam ped, 

where necessary, for all other payments made on bills shall be given at  the t ime of 

paym ent .]  

  At  places where the cash business of the t reasury is conducted by the Bank, 

this Art icle shall apply subject  to the provision of Sect ion ‘C’ in Chapter V of the 

Karnataka Treasury Code, Volum e 1.  

  Note 1.-  Governm ent  servants receiving stam ped docum ents should 

invariably see that  all stamps affixed to such docum ents are prom pt ly punched, as 

failure to do so affords scope for fraud and is likely to lead to loss of revenue to 

Governm ent .  

  Note 2.-  The disbursing and audit  officers should see that  receipts on 

account  of partnership firm s are signed by one of the partners for and on account  of 

it  as any partner of partnership firm  m ay receive m oney on behalf of the firm  and 

give valid receipts therefor. I n cases where the Accountant  General is unable to 

sat isfy him self that  the person giving a receipt  is a partner of the firm , he m ay 

accept  the cert ificate of the disbursing officer that  paym ent  was m ade to the best  of 

his knowledge, to the correct  party in the case of obscure firm s which have 

t ransact ions once in a way. I n the case of partnership firm s having frequent  



t ransact ions, they should be asked to deposit  with the disburser before receiving first  

paym ent , a declarat ion specifying the nam es of partners sworn to before a 

st ipendiary m agist rate and At tested by him  under the seal of his court . As a rule, 

either the officer countersigning the bills or the Audit  Officer should in every case 

sat isfy himself that  the person who has signed the bill has authority to do so and 

give a valid receipt .  

PREPARATI ON AND FORM OF VOUCHERS 

 24. The following general inst ruct ions regarding the preparat ion and form  of 

vouchers should be observed: -   

 (a)  A bill or other vouchers presented at  the t reasury as a claim  for the payment  

of any am ount  by the Governm ent  shall contain part iculars of :   

 (1)  the nature of the claim , 

 (2)  the am ount  claim ed,  

 (3)  the period to which the claim  relates if it  ar ises periodically, e.g., a claim  for 

pay and fixed allowances,  

 (4)  the orders sanct ioning the charge, if it  was incurred  under special orders.  

 (5)  the authority for any deduct ion made in the bill,   

 (6)  the m ajor head, m inor head, sub-head and detailed  account  head to which 

the charge (or each part  of it )  is debitable, and  

 (7)  the allocat ion of the charge between Governm ents and departm ents, if any 

such allocat ion is necessary.  

 (b)  Vouchers should as far as possible, be in printed forms in English or 

Kannada. Where no special form  is prescribed, Form  3 (Payees’ Receipt )  should be 

used.  

  When the use of a voucher in any other language is unavoidable, a br ief 

abst ract  should be endorsed in English or Kannada under the signature of the 

preferr ing officer stat ing the am ount , the nam e of the payee and the nature of the 

paym ent .  

  All vouchers must  be filled in and signed in ink. 

  Note 1.-  Bills affixed with the facsim ile signature of the authorised officer, 

presented by the following departm ents and inst itut ions form ing sub-vouchers of the 

Cont ingent  Bills, may  be accepted for payment , if otherwise in order: -   

 1. Posts and Telegraphs Departm ent  for telegram and t runkcall charges and 

telephones bills.  

 2. Public Works Departm ent  for water charges.  

 3. Karnataka Elect r icity Board for elect r icity charges.  

 4. Municipalit ies and Corporat ions for tax, water and     elect r icity charges.  



 5. Air I ndia I nternat ional on account  of their dues against  Governm ent  ( for 

passage fares, cargo and excess luggage charges) .  

  Note 2.-  Vouchers prepared on a typewriter where ink is used m ay be 

accepted, care being taken to reject  carbon copies.  

  Note 3.-  Bills prepared on Computers may be accepted.  

  Bills writ ten/ Signed by Ball Point  Pens will be accepted at  the Treasury/ Bank 

provided the writ ings and the signature are both clear and legible.  

 (c)  The am ount  of each vouchers (Rupees and Paise)  should be always writ ten 

in words as well as in figures. Care should be taken to have no space  for  

interpolat ion.  When writ ing the amount  in   words “Paise”  should always be prefixed 

to the amount  as illust rated below :  

 (1)  Rs. 700.09 should be writ ten as Rupees seven hundred and Paise nine  only.  

 (2)  Rs. 35.23 should be writ ten as Rupees thir ty- five and Paise twenty three 

only.  

 (d)  All correct ions and alterat ions in the total of a voucher whether m ade in 

words or figures should be at tested by the full signature of the drawing officer with 

date as m any t im es as such correct ions and alterat ions are made;  sim ilar ly, 

correct ions and alterat ions in the orders of paym ent  m ust  be at tested in the sam e 

way by the Treasury Officer. The space left  blank either in the money column or in 

the column for part iculars of the bill should invariably be covered by oblique lines.  A 

note to the effect  that  the amount  of the bill is below a specified amount  expressed 

in whole rupees should invariably be recorded in the body of the bill in red ink. The 

amount  so specified should be a sum slight ly in excess of the total amount  of the bill.  

Erasures and overwrit ing in any bill are absolutely forbidden and must  be avoided;  if 

any correct ion be necessary, the incorrect  ent ry, should be cancelled neat ly in red 

ink and the correct  ent ry inserted. Each such correct ion or any interpolat ion deemed 

necessary should be authent icated by the drawing officer set t ing his dated init ials 

against  each.  

  Note.-  I m portant  correct ions in all enfacements for payment  at  the 

Treasuries, such as charges in the nam e of the payee, am ount  payable and the 

Treasury of paym ent , should be at tested by the full signature of the drawing or 

countersigning officers.  

 (e)  Except  when specially ordered by the Accountant  General otherwise, charges 

against  two m ajor heads should not  be included in one Voucher but  the Treasury 

Officer will not  take except ion to a voucher on this ground unless the items require 

different  act ion by him , such as ent ry in different  registers. This order does not  apply 

to the allowances of a Government  servant , or of an establishment , as in such a case 

the whole of the allowances, even if belonging to two or more major heads of 

account  should be drawn on a single bill if they are chargeable wholly to the 

revenues of the State.   



 ( f)  Unless the Governm ent  have expressly  authorised it  in the case, of any 

specified office, no bill or other voucher and no payment  order shall be signed by a 

clerk for the head of the office, even if it  is custom ary  for the clerk to sign let ters for 

him  when he is absent . No bill or other voucher and no payment  order shall be 

signed with a stam p. The head of an office m ay authorise a gazet ted Governm ent  

servant  serving under him  to sign bills,  vouchers and payment  orders for him  but , if 

he does so, he shall communicate the Governm ent  servant ’s nam e and specim en 

signature to the t reasury or t reasuries concerned. A delegat ion of powers of this kind 

shall not  in any way relieve the Head of the office of his responsibilit ies for the 

accuracy of the bills, etc., and for the disposal of the moneys drawn from  the 

t reasury.  

  Note.-  Whenever Head Accountant  of the Dist r ict  Treasury is in charge of the 

Dist r ict  Treasury during the absence of Dist r ict  Treasury Officer on casual leave or on 

other duty such as I nspect ion of sub- t reasuries, etc., he shall sign the bills and other 

vouchers of the Dist r ict  Treasury for and on behalf of the Dist r ict  Treasury Officer.  

  When a claim ant  or payee is unable to sign his nam e he m ay furnish his 

signature on a bill or other vouchers I n the form  of a mark or preferably a thumb 

impression. No payment  shall be made on any bill or other voucher so signed unless 

som e person known to the Treasury or Bank, as the case m ay be, appears with the 

payee and ident ifies him  and at tests his mark or thum b im pression in token of its 

genuineness. Signatures in vernacular other than Kannada m ust  always be 

t ransliterated.  

 (g)  When any kind of bills is prepared in duplicate or t r iplicate, only one copy 

should be signed or countersigned in full,  the other copy or copies being init ialled.  

 (h)  When the payee sends a m essenger to receive paym ent  on a voucher, the 

Signature of the messenger or his thumb impression, if illiterate, should also be 

taken on the voucher as a proof of the m essenger having actually received the 

m oney on behalf of the payee.  

 ( i)  When a rule or order requires that  bills of a certain kind shall be 

countersigned before payment , no such bill shall be presented at  the t reasury unt il it  

has been duly countersigned. 

 ( j )  When a bill relates to a charge incurred under a special order of sanct ion, 

the part iculars of the order shall be entered on the bill,  and a copy of it  shall be 

at tached to the bill and duly cert if ied to be a t rue copy by the Government  servant  

who signs the bill.   

 ( k)  Dates of paym ent  should, whenever possible, be noted by payee in their 

acknowledgm ents on sub-vouchers, acquit tance rolls. etc. I f,  for any reason, such as 

illiteracy or the presentat ion of receipts in ant icipat ion of payment  under Art icle 23, it  

is not  possible for dates of paym ent  to be noted by the payees, the dates of actual 

paym ent  should be noted by disbursing officers on the docum ents under their 



init ials,     either separately for each paym ent  or by groups as m ay be found 

convenient .  

 ( l)  I n cases in which the endorsement  on a bill is unauthorised, incomplete or 

otherwise, irregular, the t reasury officer should refuse payment  of the bill and return 

it  to the person with a m em orandum  explaining why payment  is refused.  

 (m )  When a bill is presented by a person who is not  the drawing officer himself 

or his duly authorised agent  (banker) , he shall be required to produce a let ter in 

Form  KTC. 12, authorising him  to receive paym ent . The signature of the m essenger 

or his thumb impression, if illiterate, shall be taken on the bill as a proof that  the 

messenger actually received the money on behalf of the drawing officer.  

  Pay to .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .(designat ion)  whose  specimen  

signature  below,  is  hereby  at tested. 

 

      Signature of Messenger,  

     Signature of the Drawing Officer.  

  Note 1.-  The above endorsem ent  should not  be combined with other 

endorsements on the bills as for example, ‘Received Payment ’ or ‘Received content ’ 

usually recorded by the drawing officers at  the end of the bill.  I n other words, the 

drawing officers’ discharge should be quite separate from  the authority to receive 

paym ent  on their behalf.  

  Note 2.-  The procedure laid down in clause (m)  should be followed also 

when paym ent  has to be m ade to a firm  or a private party for service rendered or 

supplies m ade to Governm ent .  

I NEVI TABLE PAYMENTS  

 24-A. I t  is an important  financial pr inciple that  money indisputably payable should 

not , as far as -possible, be left  unpaid [ vide also Art icle 20 (b) ]  and that  m oney paid 

should under no circum stances be kept  out  of accounts a day longer than is 

absolutely necessary even though the paym ent  is not  covered by proper sanct ion. I t  

is no economy to postpone inevitable paym ents even for the purpose of avoiding an 

excess over a grant  or appropriat ion and it  is very important  to ascertain, liquidate 

and record the payment  of all actual obligat ions at  the earliest  possible date. I t  must  

be borne in m ind that  if an inevitable payment  is required to be made in the absence 

of funds, the error lies not  so m uch in the paym ent  as in the entering into of the 

relevant  liabilit y.  

  Note.-When preparing Budget  Est im ates or applying for addit ional grants or 

appropriat ion suitable provision should always be made for ant icipated liabilit ies.  

 24-B.  A Disbursing Officer m ay not  on his own authority authorise any paym ent  in 

excess of the funds placed at  his disposal;  but  absence of funds should not  

necessarily prevent  the paym ent  of any sum s really due by Governm ent . I f the 

disbursing officer is called upon to honour a claim  which is certain to produce an 



excess over the allotment  or appropriat ion at  his disposal he should take the orders 

of the adm inist rat ive authority to which he is subordinate before authorising 

paym ent  of the claim  in quest ion.  

  I t  is the responsibilit y of the adm inist rat ive authority to arrange for 

necessary funds either by re.-appropriat ion or by obtaining a supplem entary grant , I f 

savings are not  available within the Grant  to which the paym ent  is required to be 

debited or if payment  cannot  wait  t ill funds are made available through 

supplem entary est im ates or if the expenditure is on ‘New Service’, the adm inist rat ive 

authority should obtain necessary advance from  the Cont ingency Fund in accordance 

with the Karnataka Cont ingency Fund Rules, 1957.  

DOUBTFUL CLAI MS  

 25. A Treasury Officer m ust  not  honour a claim  which on the face of’ it  is 

disputable;  he will request  the claimant  to refer the quest ion to the Accountant  

General.  

  He m ay not  undertake correspondence for a Government  servant  making a 

claim  to any special allowance but  will request  him  to address the Accountant  

General either direct  or through his official superior.  

VERI FI CATI ON OF CLAI MS BY TREASURY OFFI CERS 

 26. I t  m ust  be rem em bered that  the Treasury Officer has to sat isfy not  only 

him self, but  also the Audit  Departm ent , that  the claim  is valid;  and has further to 

prove that  the payee has actually received the sum charged. Careful at tent ion must  

therefore be given to the rules regarding the complet ion of vouchers referred to in 

Art icle 24. The Treasury Officer m ust  have sufficient  inform at ion as to the nature of 

every paym ent  he is m aking and is without  excuse if he accepts a voucher which 

does not  form ally record that  inform at ion.  

  Note.-  I n respect  of bills prepared on  Computers, the Treasury Officer may 

carry out  only test  checks of ar ithm et ical com putat ions.  

 ( i)  I n the case of establishment  bills, the Treasury Officer should see that  the 

arithmet ical computat ions are correct  that  the drawer of the bill is a Government  

servant  who had been hitherto drawing such bills or that  he has been specially 

authorised by the Accountant  General to draw such bills and that  it  is countersigned 

by the proper authority, in cases where such countersignature is required under any 

rule or pract ice.  

  1[ The Treasury Officers in addit ion, should also see that  the Com pulsory Life 

I nsurance prem ium payable to the Karnataka Governm ent  I nsurance Departm ent  are 

recovered at  the prescribed percentage from all the officials included in the pay bill.  

This check should be exercised in such a way, that  all the Drawing Officers whose 

bills are drawn at  the Treasury are covered at least  once in six months.  I n  exercising  

such checks, he will be assisted by the Dist r ict  I nsurance Officer. The Dist r ict  

I nsurance Officer will int imate the cases of short  deduct ion or non-  deduct ion of 

prem ia to the Treasury Officer as per Art icle 87 of this Code and also inform  the 



Drawing Officer concerned. The Drawing Officer, shall be responsible for deduct ing 

the correct  prem ium  am ount  from  the pay of the officials concerned for the m onth 

following the m onth in which the com m unicat ion is received from  the Dist r ict  

I nsurance Officer. I f the Drawing Officer fails to recover the prescribed prem ium 

amount  even then, the Treasury Officer will himself deduct  the prem ium amount  as 

m ent ioned by the Dist r ict  I nsurance Officer from  the pay of the official and pass the 

bill for the reduced amount .]   

 ( ii)  The Treasury Officer, before paying a bill of a gazet ted Government  servant ,  

m ust  see that  the deduct ions, 1[ at  the prescribed rate]  if any, on account  of 

insurance, etc., and those required to be m ade by the Accountant  General or other 

authority have been m ade.  

 ( iii)  Treasury Officers, when encashing bills for Government  servants at  a 

distance from  the t reasury, should furnish a note explaining the am ount  of cash and 

t ransfer receipts, if any, issued and any deduct ions or alterat ions that  m ay have 

been made in the bills presented. The note should be in bilingual  form ,  as it  is 

important   that  the guard or m essenger  who receives the m oney should ascertain 

that  the am ount  stated agrees with the actual cash or t ransfer receipts delivered to 

him , and when that  person is unable to read, the Treasury Officer should him self 

explain to him  the am ount  entered on the note.  

 ( iv)  Any deduct ions m ade by the Treasury Officer reducing the net  am ount  

claimed on a bill should be explained in a memorandum signed by him  to be given to 

the presenter.  

BI LLS PAYABLE AT STATE HUZUR TREASURY 

 27. All salary, establishment , t ravelling allowance cont ingent  and other bills 

payable at  Bangalore, are paid by cheques drawn on the Reserve Bank of I ndia, 

Bangalore by the Treasury Officer, State Huzur Treasury, Bangalore, Sim ilar ly, such 

claims payable at  Gulbarga, Raichur and Bidar are paid by cheques drawn on the 

Agency Banks by the Dist r ict  Treasury Officers of Gulbarga, Raichur and sim ilar ly 

such claims payable at  Gulbarga, Raichur and Bidar. Appendix VI  of Karnataka 

Treasury Code, Volume I I  details the procedure for paym ent  of claim s by cheques on 

Banks.  

 28. The special rules prescribed for withdrawal of funds from  the Bank 

Treasuries are contained in Sect ion C.I I I  of Chapter V of Karnataka Treasury Code 

Volum e I  and Appendix I X of Karnataka Treasury Code, Volum e I I . 

 29. Paym ents of pet ty am ounts of Rs.10 or less for rem it tance of money on 

Governm ent  account  within the State, but  outside the headquarters of a Governm ent  

servant , or at  a t reasury other than the one on which he has a drawing account  m ay 

be arranged for by m oney order,  by all offices, the money order commission 

incurred being debited to the cont ingent  grants of the respect ive offices.  

PAYMENTS OUTSI DE KARNATAKA 

 30. Paym ents outside Karnataka  



 (a)  I n I ndia-   

  As a general rule, all payments of Rs.50 and upwards outside the Karnataka 

State should invariably be arranged for, by m eans of Bank drafts, the Bank 

commission being charged to Governm ent .  

  Payments of less than Rs.50  may be arranged for by means of money 

orders, the money order commission being charged to Governm ent . 

  Note 1.-  Whenever Paym ents are m ade by postal money order, separate 

receipts from  the Payees prepared in accordance with the inst ruct ions contained in 

Art icle 24 supra should be obtained.  

  Note 2.-  The refund of the Earnest  Money Deposits (vide Art icle 213 of 

Karnataka Treasury Code)  to a party outside the Karnataka State will be made by 

the Departm ental Officer concerned by m eans of Bank draft  by drawing the m oney 

from  the Treasury, on deposit  refund bill.  The draft  commission shall be debited to 

office cont ingencies of the Departm ental officer.  

 (b)  Outside I ndia .-  

 1[ I n respect  of paym ents to be arranged through an I ndian Mission on behalf of a 

State Government  in foreign currency, the State Accountant  General will forward two 

copies of the relevant  sanct ions with the concurrence of Minist ry of Finance issued by 

the State Governm ent  to the Cont roller of Accounts, Minist ry of External Affairs. One 

copy of the sanct ion duly signed in ink should bear the special seal of authority of the  

State Accountant  General. The sanct ion will either specify the exact  amount  payable 

in the designated authorised foreign currency or indicate the manner in which the 

am ount  is to be ascertained by the Mission. The Cont roller of Accounts, Minist ry of 

External Affairs, will thereafter authorise the payment  by forwarding the copy signed 

in ink bearing special seal to the concerned m ission] .  

  Note.-  I f paym ents are required to be arranged for urgent ly by m eans of 

Cablegrams, the charges incurred thereon will be debited to the grants of the 

Departm ents concerned.  

DUPLI CATE OF COPI ES OF DOCUMENTS 

 31. (a)  No Governm ent  servant  m ay issue duplicate or  copies of receipts 

granted for money received, or duplicate or copies of bills or other documents for the 

payment  of money which has already been paid, on the allegat ion that  the originals 

have been lost . I f any necessity ar ises for such a docum ent , a cert ificate m ay be 

given that  on a specified day, a certain sum  on a certain account , was received from  

or paid to a certain person, and a fee of rupee one shall be levied for every such 

cert if icate issued to a private party.  

  The above prohibit ion extends only to the issue of duplicate on the allegat ion 

that  the originals have been lost  and does not  apply to cases in which, by exist ing 

rules, duplicates are prepared and tendered with the originals. I n the case of a bill 

passed by the Drawing Officer/ Cont rolling Officer for presentat ion at  a Treasury, but  



lost  either before payment  or   before presentat ion at  the Treasury, the Governm ent  

Officer who drew the original bill shall ascertain from  the Treasury that  payment  has 

not  been made on it  before he issues a duplicate thereof. The duplicate copy, if 

issued, must  bear dist inct ly on its face the word ‘duplicate’ writ ten in red ink. The 

fact  that  a duplicate bill has been issued shall be immediately communicated to the 

Treasury Officer with inst ruct ions to refuse payment  on the original bill,  if presented.  

  Note.-  For the purpose of this Art icle, the Treasury Officer on receipt  of a 

request  from  any Drawing/ Cont rolling Officer shall after due verificat ion from  his 

records furnish a cert if icate in the following form : -   

  “Cert ified that  Bill No.... . . . . . . .  dated.... . . . . . . . . . . . . . . . . . . . . for Rs.... . . . . . . .  

(Rupees.... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .) reported by ( the drawing officer)  to 

have been drawn by him  on this Treasury in favour of.. . . . . . . . . . . . . . . . . . . . . . . . . . . . .  . . . . . .  

. . . . . . . . . . .  . . . . . . . . . . . .  has not  been paid, and will not  be paid, if presented hereafter” .  

 (b)  When a cheque is lost  before payment  and                                      a 

duplicate is required, a guarantee in the following form  should be furnished by the 

person in whose favour the cheque was originally issued and an applicat ion made to 

the officer who issued the cheque for the issue of a duplicate cheque: -   

  “ I  do hereby guarantee to m ake good to Governm ent  the sum  of 

Rs.... . . . . . . . . . . . . . . . . . . .  being the am ount  of the cheque bearing No.... . . . . . . . . .and 

dated.... . . . . . . . . . . . . . . . . . .  . . .due to .. . . . . . . . . . . . in      case a double paym ent  is m ade in 

consequence of the loss of the original cheque. A duplicate thereof m ay be issued at  

m y requests” .  

  The Bank or the t reasury drawn upon will see that  the payment  on the 

cheque originally issued is thereafter stopped. 

CHAPTER I I I   

REVENUE RECEI PTS AND THEI R CHECK  

Departm ental Revenue  

 32. (a)  I n the case of Departm ental Revenue, e.g., Land Revenue, State Excise, 

Stamps, Jail Receipts, Regist rat ion Receipts. Sales-Tax Receipts, etc., the duty of 

seeing that  the dues, of Governm ent  are regularly paid into the Treasury and 

checked against  demands, rests with the departmental cont rolling officers, who 

receive from  their subordinates, accounts and returns claim ing credits for the 

am ounts paid into the Treasury and to whom  the Accountant  General sends for 

com parison with these, ext racts from  the accounts showing the am ounts brought  to 

credit  in them.  

 (b)  Prom pt  act ion should be taken for recovery of m oneys due to Governm ent .  

  Note 1.-  The following dates for issue and receipt  of the above return are 

prescribed for adopt ion: -   

  Date of despatch from  the  20th of 2nd Month   

Accountant  Generals Office. following.  



  Date of the  return by the   10th of 3rd Month   

Departm ent  after   following.  

  verificat ion.  

  Regarding the yearly   Not  later than the  

  accounts.    end of June.  

  1[ Note 2.-  Each Departmental Cont rolling Officer should furnish a cert if icate 

to the Accountant  General every m onth to the effect  that  the receipt  figures 

according to his registers have been reconciled with those of the Accountant  General. 

This cert if icate should be sent  not  later than 15th of the 3rd following month.  

  The Cert ificate noted below should be recorded in the monthly pay bill of 

each of the Cont rolling Officer.  

  “ I  cert ify that  the figures of Revenue Receipt  received from  the Accountant  

General are reconciled with those received from  the subordinate officers and a 

cert if icate of reconciliat ion due from  me for the third previous month, has been 

furnished to the Accountant  General vide No.... . . . . . . . . . . .Date... . . . .  . . . . . .  

             

   Cont rolling Officer.]  

REALI SATI ON OF DUES TO GOVERNMENT 

 33. (a)  Every Governm ent  servant  who is responsible for the collect ion of any 

m oneys due to Governm ent  should see that  demands are made at  once as payments 

becom e due, that    effect ive steps are taken to ensure the prompt  realisat ion of all 

am ounts due and that  proper records are kept  to show in respect  of item s of revenue 

whether recurr ing or non- recurr ing, the assessm ents and dem ands m ade, the 

progress of recoveries and the outstanding am ounts due to Governm ent . The 

cont rolling officer of every department  of Government  should closely watch the 

progress of the realisat ion of the revenues under his cont rol and check the recoveries 

m ade against  the dem ands.  

 (b)  I f any wrong credits are brought  to not ice by the cont rolling officer, 

consequent  on the check of recoveries, he should at  once inform  the Accountant  

General to enable the later to effect  necessary correct ions in the accounts on hand. 

I f any credits   are claim ed but  not  found in the accounts, it  is usually m ore 

convenient  to make enquir ies first  of the departm ental officer.  

  Sim ilar ly, in the case of funds managed by Governm ent  servants, detailed 

accounts should be kept  by them to whom the Accountant  General will send monthly, 

for comparison and verificat ion, the figures passing through his books. To facilitate 

comparison, the     ‘Accountant  General’  will enter separately the figures appearing 

in the Treasury cash account  and the adjustments and correct ions made in his office 

explaining the lat ter in the rem arks colum n.  

VERI FI CATI ON OF CREDI TS  



 34. Every departmental cont rolling officer should obtain regular accounts and 

return from  his subordinates for the am ount  realised by them and paid into the 

t reasury and consolidate the figures I n a register so as to show the total receipts for 

each m onth classified according to the heads of account  in the Budget  Est im ate.  

  The subordinate officers are required to send their accounts/ returns only 

after verificat ion of credits shown therein, with those in the t reasury accounts. To 

ensure that  this has been done they should furnish a cert if icate in their 

accounts/ returns as under:   

  Cert ified that  credits included in the accounts/ returns have been verified and 

agreed with those in the t reasury accounts.  

      (Signature.)   

  Note.-  For detailed procedure in this behalf See  

Art icle 329 (V) . 

 (1)  I t  is essent ial that  the accounts of the departmental cont rolling officers 

should not  be com piled from  returns of the Treasury.  But  the Treasury Officer is, in 

som e cases, required to verify returns prepared for subm ission to departmental 

cont rolling officers. I t  is the duty of Tahsildars and Deputy Commissioners to have 

the “Demand, Collect ion and Balance Statem ent ”  prepared in the Accounts 

Departm ent  of their  office independent ly of the Treasury Departm ent  and then get  

them  verified with the Treasury figures.  

 (2)  A reconciliat ion of departmental revenue figures with those of actual credits 

into the Treasuries on which the accounts of the Accountant  General are based is of 

the utm ost  im portance. Such a com parison is the only check on the  proper 

realisat ion of departmental revenue, and every department  should maintain regular 

accounts of revenue, which should be carefully verified every month with the credit  

statem ents received from  the Accountant  General.  

 (3)  Cont rolling Officer should prompt ly compare the returns received from  

Dist r ict  Officers with those received from  the Accountant  General and have all 

difference reconciled as early as possible, in com m unicat ion with the Dist r ict  Officers, 

and if necessary, with the Accountant  General. This is specially important  in the case 

of the returns for March as all correct ions required in the books of the Accountant  

General should be effected before the accounts of the year are closed.  

 (4)  All differences between the t reasury and departm ental officers’ Classificat ion 

Of receipts would be avoided by the lat ter rem it t ing m oney to the Treasury with 

challans showing the proper heads of account .  

 (5)  The departm ental accounts should be verified with those of the Treasury 

only after both are  independent ly compiled and any difference discovered in the 

course of such verificat ion should be simply int imated to the departm ent  concerned 

and only such correct ions as are warranted by details found in the challans, should 

be m ade in the t reasury accounts. I f the challans themselves are inaccurately 



prepared, the t reasury should require the departm ents concerned to correct  them  

before com plying with their request  to alter the classificat ion once made in the 

t reasury accounts.  

FI NES  

 35. The duty of realising fines and of checking the receipts and refunds rest  with 

the Governm ent  servants of the departm ents concerned.  

  Each Court , Civil or Crim inal, is required to subm it , to the Dist r ict  Judge or 

the Dist r ict  Magist rate, as the case m ay be, on the last  working day of each calendar 

m onth a statem ent  in Form  4, of Fees, Fines, etc., realised in each Court  and 

rem it ted to the Treasury during the m onth.  

  The statem ent  should be m ade up for the account  m onth of the Dist r ict  

Treasury or Taluk Treasury with which the Court  deals.  

  The Dist r ict  Judge and the Dist r ict  Magist rate, should each consolidate these 

returns into a m onthly fines statem ent  for the Courts under him , and forward it  to 

the Treasury Officer, as soon as possible, after the beginning of the  following m onth, 

for verificat ion of  the   am ounts shown   as rem it ted into the Treasury with the 

credits appearing in the Treasury account . The Treasury Officer should cert ify as to 

the correctness of or otherwise of these am ounts. When there is any discrepancy 

between a consolidated statem ent  and the Treasury account , the Treasury Officer 

m ay, if necessary, before giving his cert if icate, request  the Dist r ict  Judge or the 

Dist r ict  Magist rate, as the case m ay be, to explain the discrepancy.  

 ( i)  Com pensat ion fines due to an injured party which are creditable to deposits, 

and fines which, under com petent  sanct ion, are credited to a Municipal or other Local 

Funds will be excluded from this return.  

 ( ii)  Fines to be credited to Municipalit ies or other Local Funds will be entered in 

separate registers for each Municipality or Fund, and when the Municipality or Fund 

banks with a local t reasury, the amounts will be rem it ted by the Court  direct  to the 

Treasury for being credited to the account  of such fund.  

 ( iii)  Courts realising arrears of Municipal Taxes under the Municipal Acts or fines 

which under any law in force are credited to municipal or other Local Funds, will 

furnish at  the end of the m onth in which the realisat ions are effected, a statement  in 

the prescribed form ,(No.194 Crim inal)  to the Municipality or other body concerned.  

 36. A register in Form  5 will be maintained in the Offices of the Dist r ict  

Magist rates and the Dist r ict  Judge, for consolidat ing the figures of the several Courts 

in each month. As the Dist r ict  Judge will receive statements from  Courts situated in 

different  Dist r icts, the figures of the Courts  of each Dist r ict  will be entered on 

separate pages in the register.  

 (1)  All f ines realised by the Police on warrants should be paid, as far as possible, 

into the Court  concerned for paym ent  into the Dist r ict  Treasury;  but  when the fine is 

realised in a Taluk, it  must  be paid into nearest  Taluk Treasury and a receipt  



obtained, which the police officer will send with the warrant  to the Court . The Court  

will then enter the fine in the proper register as realised and as paid into the Taluk 

Treasury, sending the Taluk Treasury receipt  to the Dist r ict  Treasury.  

 (2)  All fines levied and confiscat ion ordered under the State Excise Regulat ions 

by Judicial Officers should be shown in the separate colum n  the statem ent  of fees 

and fines.  

 (3)  When any am ount  is realised in any dist r ict  on account  of a fine imposed in 

another dist r ict  of the State the am ount  should not  be rem it ted to the Court  which 

inflicted the fine, but  should be t reated for the purpose of the fines statem ent , as if a 

fine equal to the amount  realised had been inflicted by the Court  in which it  is 

realised. The Court  which realises the amount  should send an advice of the recovery 

to the Court  which inflicted the fine, and should also m ake a note of the Court  to 

which the amount  realised relates, against  the credit  in its fines register, and 

monthly statement . The Court  which inflicted the fine should, on receiving the 

int im at ion, note in its fines register, and m onthly statem ent , the am ount  of the 

recovery so advised, and the nam e of the t reasury into which the am ount  was paid.  

 37. All fees and fines, civil or cr im inal, stamp penalt ies, deficient  stamp duty, 

and any other items belonging to Government  realised by Court  will be entered in 

rem it tance books, one to be headed “Administ rat ion of Just ice”  and the other 

“Stam ps” , with part iculars of the date of rem it tance, nature of item  and am ount . The 

books will be signed by the Nazir and the Judge in the proper columns and sent  with 

the m oney to the t reasury within two days to be credited under the proper head. The 

Treasurer and the Treasury Officer will sign in the proper columns and return the 

books, At  the end of the month the ent r ies will be totalled by the Nazir and 

forwarded to the t reasury, where the totals will be checked with the Treasury 

account  and signed by the Treasurer and Treasury Officer, if correct .  

  Note 1.-  Provision of Note 1 below Art icle 4 are also applicable.  

  Note 2.-  The annual Cash Balance statem ents of Civil Courts and the half-

yearly Fines Statements of Crim inal Courts will be got  cert if ied by the Treasuries 

before Subm ission to the High Court . To enable the t reasuries to furnish these 

cert if icates, the Courts will furnish them with part iculars of rem it tances and a copy of 

the rem it tance register relat ing to the period.  

MI SCELLANEOUS DEMANDS 

 38. Miscellaneous demands of Government  not  falling within the ordinary 

revenue adm inist rat ion are entered by the Accountant  General in a register of special 

recoveries and their realisat ion watched by him . The Departm ental Officers m ust , 

however, take the init iat ive for the recovery of these dem ands.  

 39. I n respect  of supplies made or services rendered by Service Departments to 

Local Bodies, etc., (e.g., value of m edicines supplied from  the Medical, Stores value 

of vaccine lym ph supplied from  the Vaccine I nst itute, cost  of stat ionery supplied from  

the Stat ionery Depot  value of pr int ing work done. at  the Governm ent  Presses) , the 



departmental officer concerned should see that  the value thereof is recovered and 

rem it ted to the Treasuries prompt ly. For such supplies and services, bills containing 

full details of the t ransact ions, (e.g., part iculars of work done or supplies made, 

inst itut ion to which the bill relates, etc.) , should be sent  to the concerned offices 

prompt ly. These bills should be numbered serially and a record of bills sent  out  

should be maintained in Form  6. The receipt  of replies from  the offices concerned 

should be watched and necessary act ion taken prom pt ly in cases of delay. A copy of 

this Register, i.e., a statement  showing the bills sent  out  during each quarter (with 

columns of recoveries left  blank)  will be sent  to the concerned State Local Audit  

Circle for taking act ion in cases of delayed paym ents.  

CLASSI FI CATI ON  

 40. Rules regarding the classificat ion of receipts are found in the Budget  Manual.  

RENTS OF PUBLI C W ORKS DEPARTMENT BUI LDI NGS 

 41. Rents due from  Governm ent  servants occupying Government  buildings shall 

be recovered regularly by deduct ion from  the salary or establishment  bills of such 

Governm ent  servants.  

 (1)  Changes in the am ount  of rent  to be paid by the occupants of Governm ent  

buildings owing to increase in the capital cost  of buildings, rem issions, occupat ion for 

a port ion if a month only or other causes will be int imated by Execut ive Engineers to 

the Governm ent  servants concerned. I n the absence of such inform at ion, a 

Government  servant , gazet ted or non-gazet ted, will cont inue to deduct  from  the 

Salary or Establishment  bill,  the amount  deducted in the previous bill on this 

account .  

 (2)  All gazet ted Governm ent  servants and official superiors in the case of non-

gazet ted Governm ent  servants who occupy Government  buildings and are liable to 

paym ent  of rent  therefor, should int im ate to the Execut ive Engineer any change in 

their  pay which m ay affect  the rate of rent  and send a quarter ly report  whether there 

is any change or not  so as to, enable the Execut ive Engineers to levy rents in 

accordance with rules.  

 (3)  When recoveries of rent  are to be effected through a Treasury Officer,  a 

dem and in Form  No. KFC-7 (Statem ent  of rent  recoverable in cash or by deduct ion 

from  pay bills)  should be sent , in duplicate, by the 25th of each month to that  officer 

or the Accountant  General in the case of officers covered by I .R.L.A. system, who will 

m ake the necessary recoveries and return one copy of the statement  duly completed 

before the close of the following month, the other copy being at tached to the bills 

from  which the recovery has been m ade vide Art icle 274 of Karnataka Treasury 

Code. I n the case of rents recoverable from  non gazet ted Governm ent  servants, 

whose pay is drawn by the heads of their officers on a consolidated bill cashed at  the 

Treasury, a consolidated statement  of demand, in Form  No. KFC-7 will be sent  to   

the drawing officer concerned, in duplicate, by the 25th of the m onth to which the 

dem and relates, for taking sim ilar act ion.  



 (4)  When rent , for any reason, is not  regularly paid by a Governm ent  servant , 

the  Execut ive Engineer will int imate the concerned Treasury Officer, in the case of 

gazet ted officers drawing their salary on such t reasuries, the Accountant  General, in 

the case of gazet ted officers whose salary is drawn by the Accountant  General under 

the I .R.L.A. system  and the concerned drawing officer in respect  of a non-gazet ted 

Government  servants, by a special let ter to recover the rent  from  the salary bill,  etc., 

of the Governm ent  servant  concerned and endorse a copy of the same to the 

Governm ent  servant , for his inform at ion. The Treasury Officer, Accountant  General 

or the drawing officer on receipt  of such an int im at ion from  the Execut ive Engineer 

should recover the amount  from  the salary bill,  etc., st raight -away and they should 

not  conduct  any correspondence with the tenants on the subject  of their  rent  but  

should leave it  to the Government  servant  to represent  his/ her case to the Execut ive 

Engineer.  

 (5)  I f the Governm ent  servant  is perm it ted to occupy the quarters even after 

handing over charge of the post  or does not  vacate the quarters, that  inform at ion 

should be int imated to the authority responsible for issuing the Last  Pay Cert ificate 

well in t ime by the Public Works Department  Officers. I n case of late receipt  of this 

informat ion from  the Public Works Department  Officers regarding dem and for rent  

after the issue of Last  Pay Cert ificate, the Treasury Officer m ay forward the dem and 

to the new Treasury from  where the t ransferred officer will draw his salary. The 

future dem and    for rent  upto the date he vacates the quarters should be  sent  to 

the officer who disburses  his salary in respect  of the post  to which he is t ransferred. 

Art icle 275 (c)  ( ii)  of the Karnataka Treasury Code m ay also be referred to.  

 (6)  The statement  of deduct ions to be at tached to the establishment  bill will be 

in Form  7.  

 (7)  I n order that  the rents due are properly assessed, the Accountant  General 

will send to the Divisional Officers/  officers concerned a copy of the Pay slip issued to 

each Gazet ted Officer who is occupying a Government  resident ial building. For this 

purpose, the Divisional Officer/ Officer should send to the Audit  Office, as soon as a 

Gazet ted officer has occupied a building, int im at ion regarding the date from  which 

rent  is recoverable from  that  Officer. The Audit  Office will then int imate the Divisional 

Officer/  Officer the rate of pay of the Gazet ted Officer and will also cont inue to 

endorse copies of the Pay slips whenever there is a change in rate of pay when the 

building is vacated by the Officer, the fact  should again be reported to the Audit  

Office by the Divisional Officer/ Officer.  

  Each Gazet ted Officer who will be occupying a Government  resident ial 

building should also int imate the Audit  Office the part iculars of the building occupied 

by him , the date of occupat ion and the Public Works Divisional Officer/ Officer 

responsible for watching the recovery of rent  in respect  of that  building, as soon as 

he occupies the building, so that  there may be no complicat ion in regard to date of 

occupat ion, etc. On vacat ing the building, a sim ilar int imat ion has also to be sent  to 

the Accountant  General.  



RECOVERY OF RENTS OF RESI DENTI AL BUI LDI NGS I N  CHARGE OF 

DEPARTMENTS  OTHER THAN PUBLI C W ORKS  

 42. Heads of Department  of Other Civil Departments concerned will be 

responsible for the due recovery of rents of resident ial buildings under the charge of 

their respect ive departments. The main Principle of assessment  and procedure for 

recovery of rent  of such buildings will be the same as in the case of other resident ial 

buildings in charge of the Public Works Department . Concession in the shape of 

reduced rents or free quarters will be governed by specific orders of Government  

passed from  t im e to t im e.  

  Note.-  Heads of Departments will furnish the informat ion to the Accountant  

General or the Treasury Officer, as the case m ay be, in respect  of Officers and 

officials occupying departm ental resident ial buildings.  

  When new quarters are const ructed and rent  is to be recovered, the 

Government  servant  in charge will,  in consultat ion with the Execut ive Engineer of the 

Division, Prepare a statement  for the calculat ion of rent  liveable in accordance with 

the rent  rules for buildings in charge of the Public Works Department  and obtain the 

approval of Governm ent  through the Accountant  General.  

  Rents recovered on account  of buildings in charge of departm ents other than 

the Public Works Department  should be t reated as departm ental revenues and not  as 

revenues of the Public Works Departm ent .  

  Recovery of rents due on Forest  Buildings are regulated in accordance with 

the rules contained in the Karnataka Forest  Account  Code.  

VEHI CLE TAX  

 43. All Taxes collected under the Karnataka  Motor “Vehicles Taxat ion Act . 1957, 

shall be credited to the head XI  Taxes on Vehicles” .  

 44. According to Sect ion 20 of the Act , ( i)  there shall be paid to each local 

authority, which pr ior to the com m encem ent  of the Act , was being paid any am ount , 

under the previous Acts, a sum  equivalent  to the said amount  and ( ii)  there shall be 

paid annually to each local authority which, at  the com m encem ent  of’ the Act , was 

levying tax or toll or both on m otor vehicles, a sum  equivalent  to the average annual 

income derived by such local authority during the three years ending on 31st  day of 

March 1957 from  such tax or toll or both, as the case m ay be.  

  Note.-  The following procedure should be followed for the paym ents of these 

com pensat ion am ounts: -   

  The am ount  payable to each Local Body under the statute shall be 

determ ined by the Commissioner for Transport  and a form al sanct ion order issued by 

him . On the basis of this sanct ion, the Regional Transport  Officer concerned will 

prepare a bill for the amounts due to Local Bodies under his jur isdict ion and present  

the sam e to the concerned Dist r ict  Treasury request ing the Treasury Officer to credit  

the deposit  account  of the Local Bodies concerned with the am ount  due to the 



part icular Local Body. The Treasury Officer, shall furnish to each Local Body, a copy 

of its m onthly t ransact ions.  

REMI SSI ONS AND ABANDONMENT OF CLAI MS TO  REVENUE  

 44-A. I f a claim  be relinquished, the value of the claim  shall not  be recorded on 

the expenditure side as a specific loss (vide Art icle 377) .  

  Rem issions and abandonment  of claim s to revenue shall be reported to the 

Accountant  General in the form  of an annual statem ent , as indicated below for 

inclusion in the Appropriat ion Accounts of Governm ent .  

 (a)  The statem ents should show the rem issions of revenue and abandonm ent  of 

claim s to revenue sanct ioned during the preceding year by competent  authorit ies in 

exercise of the discret ionary powers vested in them otherwise than by Law or Rule 

having the force of Law. For inclusion in these statem ents, rem issions and 

abandonments should be classified broadly with reference to the ground on which 

they were sanct ioned and a total figure should be given for each class. A brief 

explanat ion of the circum stances leading to the rem ission should be added in the 

case of each class.  

 (b)  Subject  to any general or special order issued by Governm ent , individual 

rem issions below Rs.100 need not  be included in the statem ents.  

 (c)  The statem ents for a financial year should be arranged to be sent  to the 

Audit  Office before the 1st  June of the next  financial year.  

 44-B. (1)  The Elect r icity Tax payable to Governm ent  under the Karnataka 

Elect r icity (Taxat ion on Consum pt ion)  Act , 1959, shall be collected by the licences 

along with the cost  of energy supplied, and credited to Governm ent  under the Head 

“XI I I . Other Taxes and Dut ies, B, Elect r icity Dut ies, ( i)  Tax on consum pt ion of 

Elect r icity” .  

 (2)  The licensees are ent it led to the reimbursement  of collect ion charges at  the 

prescribed rates on the am ount  of tax collected. The charges should be claimed by 

them in payees receipts (Form  3 K.F.C.) . which will be payable at  the Treasury after 

they are countersigned by the Elect r ical I nspector to Governm ent . The expenditure is 

debatable to “13-Other Taxes and Dut ies, Charges under the Elect r icity Acts-5. Other 

charges.”   

 (3)  The Elect r ical I nspector to Government  will watch the prompt  realisat ion of 

the tax revenue.  

1[ 44-C SHARE OF ENTERTAI NMENT TAX TO LOCAL BODI ES 

  The following procedure shall be followed for the paym ent  of share of 

Entertainment  Tax to Local Bodies under Sect ion 17 of the Karnataka Entertainm ent  

Tax Act  1958: -   

  The Commercial Tax Officer of the area concerned sanct ions the paym ent  of 

compensat ion to each local body for each quarter. He should prepare a payee’s 

receipt  for the am ount  payable to each local body and present  the same to the 



Dist r ict  Treasury along with  a  copy  of    his  sanct ion  order  and   a  challan  in 

duplicate request ing the Treasury to credit  the am ount  of the payee’s receipt  to the 

deposit  account  of the local body concerned. The Treasury Officer shall furnish to 

each Local Body a copy of its m onthly t ransact ions.]   

CHAPTER I V  

RESPONSI BI LI TI ES FOR MONEYS W I THDRAW N 

Treasury Officers -  Responsibility of the Treasury 

OFFI CERS I N  RECOVERI NG AMOUNTS DI SALLOW ED BY THE ACCOUNTANT 

GENERAL  

 45. When the Accountant  General disallows a paym ent  as unauthorised, the 

Treasury Officer should prompt ly recover the am ount  disallowed, without  regard to 

any representat ion or protest , and if the item  is a recurr ing one, should also refuse 

to make sim ilar payments in future unt il the Accountant  General authorises him  to 

do so;  that  no warning slip has been received by the Governm ent  servant  

ret renched, or that  being received, it  has been answered, are facts with which the 

Treasury Officer has no concern. The Accountant  General is responsible for seeing 

that  Treasury Officers carry out  his inst ruct ions. His object ion must  prevail absolutely 

and immediately over every authority under the Governm ent .  

  I f a Treasury Officer received an order to make a recovery from  the salary, 

etc., of a Governm ent  servant  who has in the m eant im e been t ransferred to another 

dist r ict , he should immediately forward it  to the Treasury Officer of that  dist r ict . The 

Treasury Officer should not  enter into any correspondence regarding any such 

recovery.  

  Recoveries may not  ordinarily be made at  a rate exceeding one third of pay 

unless the Governm ent  servant  affected has (a)  in receiving or drawing, the excess, 

acted cont rary to orders of without  due just ificat ion or (b)  taken an advance for a 

specific purpose, not  ut ilised it  for the purpose for which the advance was sanct ioned 

within the prescribed period and failed to refund  the outstanding am ount  within the 

st ipulated  date.  

 46. Object ions and orders which  ar ise out  of the exam inat ion by the Accountant  

General of the Treasury accounts are communicated to the Treasury Officers and 

departmental officers by let ters, audit  m em oranda, or periodical object ion 

statements. To these, the earliest  at tent ion should be given and it  is most  important  

that  these object ion statem ents should be returned punctually within the prescribed 

period and also that  the replies to them should be such as will enable the Accountant  

General to adjust  the item s under object ion without  further correspondence.  

 47. Every Treasury should maintain a register of recoveries, in which separate 

pages should be set  apart , as m ay be convenient , for each Governm ent  servant  or 

department  ent it led to draw bills etc., on the t reasury, As soon as any order to make 

a recovery is recovered, whether through an object ion statement  or a separate slip, 

an ent ry should be made in the register. Before any bill is passed for payment , the 



register should be consulted to see whether any recovery has to be m ade. When 

any, amount  is recovered, it  should be duly noted in the register along with the 

num ber and date of the voucher.  

 48. The Treasury Officer should ordinarily recover from  the next  pay bill of the 

Governm ent  servant  concerned any am ount which the Accountant  General orders 

him  to recover be account  of pay and sim ilar ly from  the next  Travelling Allowance bill 

any recovery ordered on account  of Travelling Allowance. When, however, a recovery 

has to be made on account  of Travelling Allowance and the Government  servant  

concerned does not  present  a Travelling Allowance bill within a month, he should be 

requested to refund the amount  at  once in cash and if he fails to do so, it  should be 

recovered from  his next  pay bill.   

DRAW I NG OFFI CERS  

 49. A Governm ent  servant  supplied with funds for expenditure shall be 

responsible for such funds unt il an account  of them  has been rendered to the 

sat isfact ion of the Audit  Office. I n cases in which the acquit tances of the actual 

payees are not  sent  for audit , the Governm ent  servant  supplied with funds shall be 

held personally responsible for seeing that  the paym ents are m ade to the person 

ent it led to receive them .  

  I f any doubt  ar ises as to the ident ity of the Governm ent  servant  by whom  

account  of such funds shall be rendered, it  should be decided by Governm ent .  

DI SBURSEMENTS MADE ON BEHALF OF GOVERNMENT 

 50. (a)  ( i)  Subject  to the provisions of clause (b)  below, a Governm ent  servant  

shall obtain, for every disbursement  which he m akes on behalf of Governm ent  

including every repaym ent  of m oneys which have been deposited with the 

Governm ent  a voucher set t ing forth full and clear part iculars of the claim , using as 

far as possible the part icular form , if any, prescribed for the purpose, and shall 

obtain at  the t im e of m aking paym ent , either on the voucher or on a separate paper 

to be at tached to it ,  an acknowledgem ent  of the paym ent  signed by the payee by 

hand and ink. I n doing so, he shall observe carefully the direct ions contained in 

Art icles 23 and 24 supra in regard to the stam ping of receipts and the preparat ion of 

vouchers. When possible, he shall require the payee to note the actual date of 

payment  in his acknowledgement . When it  is not  possible for the payee to note the 

actual date of payment  either because he is illiterate, or because he is required to 

present  a signed receipt  before payment  is made, the disbursing officer shall enter 

the actual date of paym ent  on the relevant  voucher with his init ials either separately 

for each paym ent  or for groups of paym ents, as m ay be found convenient .  

  Note 1.-  As adjustment  bills for ‘nil’ amount  involve no payment , it  is not  

necessary to insist  upon any acknowledgement  of payment  in respect  of such bills.  

  Note 2.-  A single receipt , stam ped where necessary given by a payee in 

acknowledgem ent  of several paym ents or a lum psum  paym ent , either in cash or by 

cheque, m ade to him , on one occasion, shall const itute a valid acquit tance and the 



disbursing officer, in such cases, should give cross reference on all vouchers to which 

the receipt  relates.  

 ( ii)  I f a payee is not  able to write, his signature on the acknowledgment  should 

be taken in the form  of his m ark or preferably by his thum b im pression at tested 

invariably by some known person.  

 ( iii)  I f a payee signs his acknowledgement  in a language other than in English he 

shall be required to write also the amount  acknowledged in words in that  language in 

his own handwrit ing. His acknowledgem ent  including the am ount  acknowledged and 

any remark made by him , shall be t ranslated into English and his signature shall be 

t ransliterated in rom an characters. I f a payee cannot  sign his nam e in a scr ipt  known 

to the disbursing officer or a member of his staff or if he can sign in a scr ipt  known 

to one of them  but  cannot  write the amount  acknowledged in words in I t ,  the 

procedure applicable when a payee is not  able to write shall be followed.  

  Except ion.-  A special procedure is prescribed for obtaining the payee’s 

acknowledgem ents of paym ent  on account  of the pay and allowances of Governm ent  

servants-see Art icle 52 infra.  

 (b)  I f,  in very except ional circumstances, it  is quite impossible to furnish a 

proper voucher with the payee’s acknowledgem ent  in support  of a paym ent , a 

cert if icate of payment  showing the part iculars of the claim , signed by the disbursing 

officer and endorsed by his immediate superior shall be placed on record. Part iculars 

of the claim  should invariably be set  forth.  

  Note.-  Product ion of vouchers for cooly charges, cart  or jutka hire, incurred 

on public service in the course of journeys by Railway or public buses need not  be 

insisted on provided the charges are reasonable and are supported by a cert ificate of 

the Governm ent  servant  incurr ing them  that  the amounts were actually paid by him  

for the purpose.  

 (c)  I f a disbursing officer ant icipates any difficulty in obtaining an 

acknowledgement  in the proper form  from   a person to whom  any m oneys are due 

he shall decline to deliver the cheque or cash to him  or to m ake a rem it tance to him  

as the case may be, unt il he receives a proper acknowledgem ent  of the paym ent  

with all the necessary part iculars. Whenever a payment  is made by rem it tance, a 

note of the date and mode of rem it tance shall be made on the bill or voucher at  the 

t im e of rem it tance. When a rem it tance is made by postal money order, its purpose 

shall be briefly stated in the acknowledgement  port ion of the money order form  in 

cont inuat ion of the ent ry “Received the sum  specified above on.... . . . . . . . . . . . . . . . . .”  and 

sufficient  space shall be left  below the m anuscript  addit ion for the signature or 

thum b im pression of the payee.  

 (d)  When an art icle is obtained by value payable post , the value payable cover, 

together with the invoice or bill showing full details of the items paid for, shall be 

t reated as a voucher, and the disbursing officer shall note on the cover that  the 

paym ent  was m ade through the post  office and includes postal commission.  



 (e)  A disbursing officer may retain a cert if ied copy marked “Duplicate”  of a 

receipted voucher, when this is necessary in order to com plete the record in his 

office, but  the payee shall not  be required to sign any such copy or to give a 

duplicate acknowledgment  of the paym ent .  

 51. No voucher shall be t reated as a valid voucher unless it  bears a dist inct  pay 

order. specifying the am ount  payable both in words and in figures separately and 

signed or init ialled, and dated by hand and in ink by the responsible disbursing 

officer. Cashiers and other Governm ent  servants, who are authorised to m ake 

paym ents on passed vouchers, shall not  m ake any paym ent  on a voucher unless it  

bears a pay order sat isfying these requirem ents.  

ACQUI TTANCE ROLL 

 52. The Head of the Office is personally responsible for all moneys drawn as 

pay, leave salary allowances, etc., on an establishment  bill signed by him  or on his 

behalf unt il he has paid them  to the persons who are ent it led to receive them and 

has obtained their dated acknowledgm ents, duly stam ped when necessary. These 

acknowledgments shall be taken as a rule on the office copy of the bill.  When the 

Head of the Office concerned considers that  an establishment  is so large or scat tered 

that  the payee’s acknowledgm ents cannot  without  undue inconvenience be obtained 

on the office copy of the bill,  he shall maintain a separate acquit tance roll I n Form  9 

and obtain the Payee’s acknowledgements in it .   

  Note 1.-  A separate acquit tance roll may also be maintained in every office 

in respect  of paym ents ( including refunds)  m ade to pr ivate persons for which 

vouchers are not  required to be sent  to the Audit  Office under the rules.  

  Note 2.-  The acquit tance rolls or office copies of bills containing 

acknowledgments of payees are not  required to be sent  to the Accountant  General, 

but  being im portant  records they should be preserved carefully for the periods 

prescribed.  

  I n respect  of paym ents m ade through acquit tance rolls or Office copies of 

bills on the pay day, the disbursement  cert if icate which, should be recorded at  foot  

of the  last  page of the acquit tance roll or office copy of the bill should invariably be 

signed by the disbursing officer in token of the total am ount  actually paid. The “paid”  

stam p should also be affixed against  the daily total shown as disbursed in the 

acquit tance roll or office copy of the pay bill and at tested by the disbursing officer.  

  I n respect  of undisbursed am ounts or am ounts drawn on supplem ental and 

other bills paid subsequent ly the items should be stamped “paid”  individually in the 

acquit tance roll or office copy of the bill,  as the case may be and at tested by the 

drawing officer while signing the cash book.  

 53. The Acquit tance Roll should be drawn after approval of the pay and 

Travelling Allowance bills by the Head of the Office.  



  I n cases in which Governm ent  servants cannot  them selves take paym ent  at  

the office, stam ped and signed receipts should be separately obtained from them, 

the signature of the agents being obtained on the let ters of authority granted by the 

form er.  

  This register should be exam ined every m onth by the Head of the Office or 

other Governm ent  servant  deputed by him  for the purpose, who should sat isfy 

himself that  proper receipts have been taken for all sum s disbursed and that  the 

amounts of cashed bills and payments have been posted in the cash book.  

  Note 1.-  For am ounts recovered at  the t ime of disbursement  of salary from  

Governm ent  servants in cash, such as recoveries on account  of court  at tachm ent  or 

on account  of purchase from  Jails or I ndust r ial I nst itut ions, a receipt  should be given 

as required in Art icle 6.  

  Note 2.-  A Bill Register, in Form  No. K.F.C. 9-A, should be maintained by the 

all Heads of Offices who are authorised to draw moneys from  the t reasury on bills 

signed by them . The register should be reviewed m onthly by the officer concerned 

and the result  of the review recorded thereon.  

“PAYMENT OF LEAVE SALARY”  

 54. Subject  to any orders of procedure that  may be specially prescribed by 

Governm ent  in the case of Gazet ted Government  employees and in the Departm ental 

regulat ions in the case of a non-Gazet ted Government  employees, the leave salary of 

Government  Employee shall be drawn from  the Treasury or office of disbursement  

from  which his pay was being drawn im m ediately before proceeding on leave. 

Normally, the Government  employee shall m ake his own arrangem ents for get t ing 

his leave salary rem it ted to him . However, if the employee during the period of 

earned leave exceeding a month, specially requests the Treasury Officer ( in the case 

of Gazet ted Em ployees)  and disbursing Officer ( in respect  of non-Gazet ted 

employees)  for the rem it tance of his net  dues by m eans of dem and draft , the officer 

concerned should arrange to. send to the Government  employee demand draft  at  

par, by registered post . The charges incurred in this regard should be debited to 

office cont ingencies. I n cases where a period of leave is followed by t ransfer, such 

port ion of leave salary as would not  be drawn at  the old stat ion m ay, however, be 

drawn at  the t reasury or office of disbursem ent  from  which the pay in respect  of the 

new post  is drawn.  

 55. I f a Governm ent  servant  who is ent it led to receive any m oneys drawn from  

the Treasury on his behalf fail to claim  payment  in person or in accordance with the 

preceding Art icle before the end of the m onth in which they are so drawn, the 

moneys drawn for him  shall ordinarily be refunded by short  drawing in the next  bill 

and drawn afresh when he claim s them , if the rules  regarding arrears claims perm it  

it .  When the drawing officer consider that  the earlier refunding of any such moneys 

would cause undue inconvenience, he m ay retain them  for a period not  exceeding 

three months, but  he will cont inue to be held personally responsible for them and 



m ust  m ake sat isfactory arrangem ent  for keeping them  safely. Undisbursed pay, 

allowances and leave salary shall not  under any circum stances be placed in deposit .  

 56. I n addit ion to watching, the disbursem ent  of pay and allowances through the 

office copies of bills or the acquit tance rolls, a register in Form  No.10 shall be 

m aintained in each office for effect ive watch over the disposal of undisbursed 

am ounts. The Head of the Office should review all the undisbursed items regularly. 

The same register shall also be used, when necessary, for watching the disposal of 

the undisbursed balances, if any, of amounts, drawn on cont ingent  bills in excess of 

the Perm anent  Advance.  

  Note.-  I n this Register, ent r ies of the total amounts of bills or cheques and 

part iculars of amounts undisbursed shall be made against  each bill,  serially, and 

subsequent  paym ent  thereof entered in the appropriate Columns of the Register and 

the Cash Book. Each such ent ry should be at tested by the disbursing officer. From 

this register, an abst ract  of amounts of pay and allowances remaining undisbursed 

for 3 m onths should be prepared to ensure their refund either in cash or by short  

drawl from the next  bill.   

CUSTODY OF VOUCHERS AND ACQUI TTANCES 

 57. All vouchers and acquit tances are important  documents and shall be filed 

and preserved carefully in the office concerned, when they are not  sent  elsewhere for 

audit  in accordance with the rules.  

CANCELLATI ON  OF SUB- VOUCHERS  

 58. (a)  Sub-vouchers   to cont ingent  bills should be cancelled in such a manner 

that  they cannot  subsequent ly be used fraudulent ly to claim  or support  a further 

paym ent .  

 (b)  Whenever a drawing officer signs a fully voucher cont ingent  bill for 

presentat ion at  the t reasury for payment  or a detailed cont ingent  bill for subm ission 

to the cont rolling authority, he should at  the same t ime cancel all the sub-vouchers 

which relate to the bill but  are not  at tached to it  or retained for record in his office. 

He should endorse the word “cancelled”  across each such sub-voucher in red ink or 

by a rubber stamp, and init ial it  with the date. He should cert ify on the bill that  all 

the sub-vouchers relat ing to it  other than those at tached to it  have been so cancelled 

that  they cannot  be used again. When the am ount  of a sub-voucher exceeds the 

permanent  advance, it  should be cancelled in the manner described above as soon 

as the paym ent  has been m ade and entered in the cont ingent  register.  

  Whenever a cont rolling authority forwards a  detailed cont ingent  bill to the 

Accountant  General, he should cancel in the manner described above, all the sub-

vouchers received with the bill,  but  not  required to be forwarded to the Accountant  

General and should cert ify on the bill that  all such sub-vouchers have been so 

cancelled that  they cannot  be used again.  

CHECK OF CHARGES  



 59. The Accountant  General is responsible for the audit  of all expenditure 

charged against  Governm ent .  

  I f any item  of expenditure is found to be  irregular or in excess of what  is 

due, he proceeds to  remove the irregularity or recover the excess amount  paid 

through the Treasury Officer, and he usually issues  warning slip to the drawing 

officer concerned at  the same t ime. When an item  of expenditure is less than what  is 

actually due for payment , and the amount  involved is not  insignificant , the 

Accountant  General inform s the drawing officer of the fact , leaving him  to prefer an 

addit ional claim  or not  as he thinks proper.  

 60. Every Governm ent  servant  should give proper at tent ion to all object ions and 

orders received from  the Accountant  General without  any avoidable delay. I f there 

should be any delay in at tending to them, a let ter explaining the cause of delay 

should be sent  to the Audit  Office.  

  A Register shall be maintained in each office in Form  11 for recording the 

object ions com m unicated by the Audit  Office. The fact  that  som e of the object ions 

are st ill under reference is no reason for keeping back the statement . Such cases 

m ay be ext racted for subsequent  explanat ion.  

RESPONSI BI LI TY OF DRAW I NG OFFI CERS AND TREASURY OFFI CERS  

 61. An adm inist rat ive authority should not  ordinarily consider any representat ion 

or protest  against  a recovery ordered by the Accountant  General unless the 

representat ion or protest  is received within six m onths from  the date when the 

Governm ent  servant  m aking the representat ion received the first  int im at ion of the 

order. 

 62. Every Government  servant  who draws bills for pay and allowances or 

cont ingent  expenses is primarily responsible for the correctness of the am ount  for 

which each bill is drawn. I f any amount  is drawn in excess of what  is due, the 

drawing officer will be required to make good the excess amount  so drawn. I f the 

excess am ount  cannot  for any reason be recovered from  the drawing officer, The 

Government  servant , if any, who countersigned the bill will be liable to make good 

any loss arising from  culpable negligence on his part  and the Treasury Officer who 

passed it  will be sim ilar ly liable to make good any loss arising from  culpable 

negligence on his part . The Treasury Officer who m akes paym ents without  pre-audit  

will be responsible for checking any culpable errors and in the case of change of 

office or of rate of salary of Government  servants for passing the new rate with 

reference to the orders direct ing the change.  

  Note 1.-  The Treasury Officer is required under the above ruling to exam ine 

the accuracy of the arithmet ical computat ions in a bill.   

  Note 2.-  Besides gazet ted Governm ent  Servant  som e classes of non-

gazet ted Government  Servant , exercise the privilege of drawing bills. Each t reasury 

Shall maintain a correct  and up- to-date list  of officers authorised to draw bills from  

the t reasuries.  



 63. Each head of an office will maintain a register in Form  12 for all special 

advances drawn by him . I t  is the duty of every Governm ent  servant  to see to the 

prom pt  adjustm ent  of advances and item s under object ion outstanding against  him  

in the books of the audit  Office. I f,  owing to delay in dealing with the mat ter, any 

amounts become unadjustable, they will be recovered pro rata from  all the 

Governm ent  servants during whose t im e they rem ained under object ion. Cases in 

which adjustments of advances are unduly delayed will be reported to Government .  

 64. I n the challan with which a cash recovery of service paym ent  is rem it ted to 

the t reasury or in the bill in which such recovery is adjusted by short -drawing, the 

num ber (sect ional)  and date of the object ion slip of the Audit  Office should invariably 

be entered and the nature of the original payment  (Salary Bill,  Travelling Allowance 

Bill or Cont ingent  Bill)  should also be specified. The challan presented by the 

Departmental Officers without  the above informat ion will be returned by the 

t reasuries for supplying the om ission.  

 65. The requisit ions of the Audit  Department  for supply of informat ion necessary 

for purposes of audit  should be com plied with by all departm ents prom pt ly.  

 CHEQUES ON TREASURI ES  

 66. Cheque books required by Disbursing Officers authorised to draw on 

Treasuries should be obtained by them  from  the Treasury Officers on a requisit ion 

signed by the Disbursing Officer him self.  

  Ordinarily not  more than one cheque book will be sent  at  a t ime.  

 67. A separate cheque book should be used for each t reasury (Dist r ict  or Taluk)  

and the drawing officer should not ify to the t reasury the num ber of the cheque book 

which from  t im e to t im e he brings into use and the num ber of cheques it  contains. 

Each cheque book m ust  be kept  under lock and key in the personal custody of the 

drawing officer, and when a t ransfer of charge takes place, a note should be 

recovered over the signature of both the relieved and the relieving officers showing 

the num ber of unused cheques and cheque books m ade over and received in t ransfer 

by them , respect ively. The note should be made in the Cash Book or other 

perm anent  register in which the expenditure for which cheques are drawn is 

recorded.  

  Note.-  I n cases where withdrawal of funds by Cheques is no longer 

necessary, all the cheque form s of cheque books, which remain part ly or wholly 

unused, shall be Cancelled by writ ing the word ‘cancelled’ prom inent ly across each 

cheque form  and counterfoil,  with signature of the drawing officer, and thereafter 

returned to the Treasury Officer concerned who shall dest roy them by incinerat ion in 

the presence of the Director of Treasuries or the Deputy Director of Treasuries, after 

keeping a note of the fact  in the relevant  records of the t reasury under proper 

at testat ion.  

 68. Whenever a Governm ent  servant  draws a cheque other than a cheque, the 

amount  of which is typed in words with perforated let ters by a special cheque-writ ing 



m achine he shall see that  it  has been writ ten across it  at   r ight  angles to the type the 

word “under”  followed by an am ount  a lit t le larger than that  for which he draws the 

cheque. No abbreviat ion such as ‘Eleven hundred”  for “One thousand and one 

hundred’ m ay be used. The am ount  of a cheque shall be writ ten in the m anner 

prescribed for bills [ vide Art icle 24 (c)  supra] .  

  Note.-  Under thir ty rupees will mean that  the cheque is for a sum not  less 

than Rs.29 but  less than Rs.30, and sim ilar ly ‘under eight  hundred rupees’ will m ean 

that  it  is for a sum  not  less than “Rs.799 but  less than Rs.800.”   

 69. A com m on form  of fraud in regard to cheques consists in alter ing the word 

“one”  into “ four”  by prefix ing an “ f”  and changing the “e”  into an  “ r”  as the figure 

can easily be altered corresponding to 4. The word “ twenty’ when writ ten carelessly 

has also som et im es been changed into “seventy” . A Governm ent  servant  who draws 

a cheque  in which the word “one”  or “ twenty”  occurs shall therefore write the word 

very carefully in order to m ake such a fraud impossible. The Treasury Officer shall 

exam ine the words “ four”  and “seventy”  and the corresponding figures in cheques 

with special care.  

  Note 1.-  The provisions  contained in Art icle 24(d)  apply m utat is m utandis to 

correct ions and alterat ion in cheques.  

  Note 2.-  I m portant  correct ions in cheques, pay orders, enfacem ents for 

paym ent  at  t reasuries or Banks R.T.Rs.,  Cash Order, etc., such as changes in the 

name of the payee, the amount  payable and the Treasury of paym ent , should be 

at tested by the full signature of the drawers.  

 70. No advice of the issue of any cheque need be sent  to the t reasury. As a 

general rule, no cheque shall be issued for a sum  less than Rs.10 except , when it  is 

done in order to comply with the provisions of law or a rule having the force of law. 

Cheque shall be payable at  any t ime within three m onths after the m onth of issue;  

thus a cheque bearing date and t im e in January is payable at  any t im e up to 30th 

April.   

  Note.-  I f the currency of the cheque should expire owing to its not  being 

presented at  the Bank or the Treasury within the period specified above, it  may be 

received back by the Drawing Officer, Who should then deface it  and issue a new 

cheque in lieu of it .  The fact  of the defacem ent  and the num ber and date of the new 

cheque should be recorded on the counterfoil of the old cheque, and the num ber, 

date And am ount  of the cancelled cheque should be entered on the counter foil of 

the new cheque issued. Necessary ent r ies should be made in the relevant  register.  

 71. When a Governm ent  servant  is authorised to draw cheques on Taluk 

Treasuries, he should give not ice to the Dist r ict  Treasury Officer, from  t im e to t im e, 

of the probable am ount  of his drawings on each Taluk Treasury in order that  funds 

may be provided as far as possible. Cheques drawn on Taluk Treasuries should be 

dist inguished by different  numbers and let ters from  those drawn against  the Dist r ict  

Treasury.  



 72. (a)  When a Governm ent  servant  draws cheques in favour of another 

Government  servant , he shall make it  payable to ‘Order’ only. When a Governm ent  

servant  draws a cheque in favour of a person who is not  in Government  service, he 

may, if the payee request  him  to do so make it  payable to bearer. The Treasury 

Officer shall not  cash a cheque made payable to A.B. or bearer if A.B. is a 

Governm ent  servant . All cheques/ drafts on Banks for am ounts exceeding Rs.1,000 

(Rupees one  

thousand only)  in each case, other than in payment  of salary, allowances, pensions 

etc., of Governm ent  servants and pensioners, drawn in favour of an individual, a 

firm , a com pany, statutory body, etc., for services rendered or supplies made by 

them  to the State Governm ent , should invariably be ‘Crossed’ with the addit ion of 

the Words ‘Account  Payee only’ between the crossings. I f the amount  involved is less 

than Rs.1,000 the Treasury Officer m ay decline to m ake any paym ent  on a cheque 

payable to a person not  in Government  service ‘or bearer’ if he is unable to sat isfy 

him self as to the ident ity of the person claim ing payment . He may also decline to 

m ake any paym ent  on a cheque payable to person or persons not  in Governm ent  

service “Or Order”  if he is unable to sat isfy him self as to the ident ity of the person 

claim ing paym ent  or as to the validity of the chain of endorsem ents, if any, by vir tue 

of which that  person has becom e the holder of the cheque.  

  “The above procedure is also applicable to the cases of cheques/ drafts for 

am ounts exceeding Rs.1,000 in each case, issued in favour of Gazet ted Governm ent  

servants and pensioners in paym ent  of their personal claim s. But  such 

cheques/ drafts will always be to the ‘order, of the payee, and ‘crossed’. The 

superscript ion ‘Account  Payee only’ referred to above, need not  however, be added 

thereon.”   

  Note.-  All Cheques preferred at  a Governm ent  Treasury including pre-audit  

cheques for paym ents, are to be t reated as non-negot iable inst rum ents and such 

cheques can be endorsed only once in favour of a banker or messenger to whom the 

money is to be paid.   The words “Contents Received’ should invariably be noted on 

such cheques ‘while receipt ing the sam e. A Bank shall not  re-endorse any such 

cheques otherwise than to a m essenger for collect ion only.  

 (b)  Ordinarily a cheque 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 . I n special cases, when the Head of an Office is unable him self 

to receipt  cheques payable to his order, owing to his being absent  on tour or for 

other causes and when he considers that  st r ict  compliance with the ordinary rule 

would cause inconvenience, he may specially authorise in writ ing a subordinate 

gazet ted Governm ent  servant  to endorse for him  cheques drawn in his favour by his 

official designat ion.  

 (c)  When a Governm ent  servant  sends a cheque to a Treasury not  for cash 

payment , but  for credit  of it s amount  in the t reasury accounts, he m ust , before 

endorsing the sam e add the words ‘Received paym ent  by t ransfer credit  to ‘and 



should also cross the cheque if it  is not  already crossed. Omission to do this 

facilitates fraudulent  appropriat ion of money. Treasury Officers should not  make cash 

pavem ents on such cheques. 

LOST CHEQUES  

 73. When a drawing officer receives a report  that  a cheque drawn by him  has 

been lost , he shall at  once report  the fact  to the Treasury Officer and request  him  to 

stop paym ent  of the cheque. The Treasury Officer shall at  once exam ine the lists of 

paid cheques and, if he finds that  the cheque has not  been paid, take steps to stop 

paym ent . A board showing the part iculars of all “ stopped”  cheques shall be hung up 

before the clerk concerned.  I f the cheque referred to has already been paid, such a 

fact  may be reported immediately by the Treasury Officer to the drawing officer for 

taking further needful act ion.  

  The Treasury Officer shall also send the drawing officer a cert if icate in the 

accom panying form , when a cheque reported as lost  has not  been paid and he has 

stopped paym ent ,.-   

  ‘Cert ified that  cheque No.... . . . . . . . . .  dated.... . . . . . . . . . .  for Rs 

... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  reported by the (Drawing Officer)  to have been drawn 

by him  on this t reasury in favour of . . . . . . . . . . . . . . . . . . . . . . . . . . .  has not  been paid, and will 

not  be paid if presented hereafter... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

      Treasury  

The    . . . . . . . . . . . . . . . . . . . . . .  19    “Treasury Officer” . 

  Note.-  The procedure to be followed by the Bank-  Treasuries in the m at ter of 

issuing non-payment  cert if icates for lost  Government  cheques, is as follows : -  

 ( i)  On receipt  of a request  for issue of a fresh cheque in lieu of a cheque alleged 

to have been lost , the drawing officer should send an int im at ion by Registered Post  

A.D., to the Bank regarding the alleged loss of the cheque and advise it  to stop 

payment  if the cheque alleged to have been lost  is presented thereafter. A writ ten 

confirm at ion about  the Bank having recorded the ‘Stop Order’ should also be 

obtained from it .  However in cases where the currency of the cheque alleged to have 

been lost  has already expired, in terms of Art icle 70, at  the t im e when the request  

for recording the ‘Stop Order’ by the Bank is m ade, no acknowledgm ent  of the ‘Stop 

Order’ by the Bank, other than a postal acknowledgm ent  due, is necessary. 

 ( ii)  The Drawing Officer should then int im ate the Treasury Officer concerned, 

that  the cheque has been lost  and that  the fact  thereof has been int im ated to the 

Bank and their acknowledgem ent  obtained.  

 ( iii)  The Treasury Officer should then issue the non-payment  cert if icate after 

verifying the Treasury schedules of paym ents.  

 ( iv)  I f the currency of a cheque expires on a Saturday  the Treasury Officer shall 

also verify the list  of cheques paid for the subsequent  working day of the Bank 

before issue of non-paym ent  cert ificate wherever necessary.  



 ( v)  The party request ing for a fresh cheque in lieu of a lost  one should execute 

an indem nity bond in Form  K..F.C. No.73.  However in the case of a Government  

Departm ent  or a Bank the execut ion of an indemnity bond is not  necessary but  a 

fresh cheque should be issued in its favour only on receipt  of a cert if icate stat ing that  

it  has not  received the cheque alleged to have been lost  or having received it ,  it  has 

been lost  and that  it  will be returned to the drawer if found later.  

 74. On complet ion of the requirem ents in clause ( i)  to ( iv)  of the Note below 

Art icle 73, the drawing officer shall cancel the original cheque and make the 

necessary ent r ies in his accounts and m ay then issue another in its place.  

  I f any “stopped”  cheque is presented at  the Treasury for paym ent , the clerk 

concerned shall at  once bring the fact  to the not ice of the Treasury Officer, and the 

lat ter shall refuse paym ent  and return the cheque to the person who presented it  

with the words “Paym ent  stopped’ writ ten across it .   

CANCELLED CHEQUES  

 75. The Drawing Officer shall cancel any  cheque which has rem ained unpaid for 

twelve m onths from  the date of issue. When a cheque is cancelled for any reason, 

the fact  shall be recorded on its counterfoil and the cheque, if in the Drawing 

Officer’s possession. shall be dest royed. I f the cheque is not  in his possession and 

paym ent  has not  already been stopped under the preceding rule, he shall at  once 

request  the Treasury Officer to stop paym ent  of the cheque. I f the Treasury officer 

then finds that  the cheque has not  been paid, he shall stop payment .  

  The cheques issued by any Treasury which are outstanding for a period of 

twelve m onths from  the date of issue, should be cancelled and adjusted.  

  The following procedure is prescribed for the account ing of the cancelled 

cheques : -   

 (1)  The Treasury Officer should prepare a list  of cheques outstanding for m ore 

than twelve m onths from  the date of issue on the 15th of May each year. This list  

should furnish the cheque num ber and date nam e of drawer and am ount  and 

voucher num ber assigned in the schedule of paym ent  of the m onth concerned. 

Simultaneously he will prepare Alterat ion Memoranda, in duplicate, showing the 

heads of debit  and credit  and send the first  copy to the Accountant  General and the 

second copy to the Drawing officer concerned. The Drawing Officer will note the fact  

of receipt  of Alterat ion Mem oranda (with part iculars of num ber, date and am ount  

thereof in the office copy of the bills, if the Alterat ion Memoranda proposed is in 

order, on verificat ion. Otherwise it  I s the responsibilit y of the drawing Officer to 

inform  the Treasury Officer and the Accountant  General for any correct ions or 

alterat ions that  are required before the 1st  June. The second copy m ay be retained 

by the Drawing Officer.  

 (2)  The Alterat ion Mem oranda should be rendered to the Audit  Office along with 

the list  referred to above, in duplicate. This list  should reach the Audit  Office on the 

1st  June.  



 (3)  The Audit  Office will verify the correctness of the list  with reference to the 

list  of outstanding cheques and propose necessary adjustm ents immediately. After 

effect ing this adjustment , one copy of the list  not ing the t ransfer ent ry num bers and 

date should be returned to the Treasury Officer and the Treasury Officer is required 

to furnish a cert if icate that  necessary ent r ies have been made in the relevant  

register.  

 (4)  All f inal adjustments will be int imated to the Drawing Officer concerned by 

the Audit  Office.  

TRANSACTI ONS W I TH BANKS  

 76. No Governm ent  servant  m ay open an account  with a pr ivate bank for the 

deposit  of moneys by him  in his official capacity ( the Reserve Bank of I ndia and its 

agencies are not  pr ivate banks since they conduct  cash business on behalf of the 

Treasuries) . I n cases where a Governm ent  servant  is associated with a quasi-

Governm ent  Body, Private Body, I nst itut ion, etc., otherwise than in his official 

capacity, he m ay deal with the m oneys thereof according to the Rules or Regulat ions 

Governing Bodies or I nst itut ions. 

 77. Cheques drawn on Governm ent  account  on a Bank in which Governm ent  

keeps m oney should be addressed to the Bank itself as “Bank of 

.. . . . . . . . . . . . . . . . . . . . . . . . . . . .”and not  to any officer thereof. 

SPECI MEN SI GNATURES OF DRAW I NG OFFI CERS 

 78. When a Governm ent  servant , whether Gazet ted or non-Gazet ted, who 

usually draws cheques or bills or countersigns bills payable at  a t reasury makes over 

charge of his office to another he should send a specimen of the relieving officer’s 

signature to the Treasury Officer in order that  the lat ter m ay sat isfy him self as to the 

validity of the bills presented by him . Sim ilar ly, when a subordinate Government  

servant  is perm it ted to sign the establishment  and cont ingent  bills for the Head of an 

Office, the lat ter should send to the Treasury int im at ion of such fact  as also the 

specimen of the signature of such subordinate Governm ent  servant  who has been 

perm it ted to sign bills.  

  Note 1.-  Only gazet ted assistants m ay be delegated with the duty of signing 

bills.  

  Note 2.-  The specim en signature of a countersigning officer is necessary 

only when the bills he countersigns are signed  a private person and not  by  

Governm ent  servant .  

  Note 3.-  Treasury Officers are required to keep such slips pasted in a 

register for reference. Government  servant  who draw funds on several t reasuries 

should send a specimen of the relieving officer’s signature to each of the Treasury 

Officers concerned. 

 ERASURES I N  GOVERNMENT RECORDS  



 79. A Governm ent   servant   should  on no account  erase or overwrite any ent ry 

in any cash book, account  register, or schedule;  if any correct ion be necessary, the 

incorrect  ent ry should be cancelled neat ly in red ink, and the correct  ent ry inserted. 

Each Such correct ion or any interpolat ion deem ed necessary should be authent icated 

by the Head of the Office set t ing his dated init ials against  each. Special care should 

be taken by the Treasury Officer as regards all vouchers and accounts showing signs 

of alternat ion and if such docum ents be frequent ly received from  any office, the 

at tent ion of’ the Head of the Office should be form ally drawn to the irregular ity. 

CHAPTER V 

PAY AND ALLOW ANCES GENERAL RULES 

DUE DATE  

 80. (a)  Except  as provided in clause (d)  below, pay, leave salary and other 

m onthly recurr ing paym ents, becom e due for paym ent  on the expiry of the m onth to 

which they relate and no such paym ent   should be m ade before the first  working day 

of the next  m onth and any claim  relat ing to the last  few days of the m onth after the 

subm ission of the bill which is subsequent ly, found not  payable shall be refunded by 

short  drawing the bill of the next  month.  

  Note.-  The monthly pay bills of officers and establishments payable on the 

first  working day of the following month m ay be signed and presented to the 

t reasuries concerned a few days before the last  working day of the month to which 

they relate, as noted below, to facilitate scrut iny of the bills at  the t reasuries before 

arranging paym ent .  

 (a)  State Huzur Treasury Bangalore-9 days:   

 (b)  Dist r ict  Treasury, drawing cheques (other than SHT)  

-  7 clear days;   

 (c)  Other Dist r ict  Treasuries -  5 clear days;   

 (d)  Sub- t reasuries-3 clear days.  

 (b)  1[ The pay and allowance of Governm ent  Servants except   for the m onth of 

March shall be disbursed on the last  working day of the m onth for which the pay and 

allowances are due and if the last  working day in any month falls on a Bank Holiday 

or Saturday, the pay and allowances shall be disbursed on the working day 

immediately preceding such a Bank Holiday or Saturday as the case m ay be. The pay 

and allowances for the m onth of March shall be disbursed on the first  working day of 

April only.]   

  1[ Except ion:  I n respect  of offices situated in Bangalore and who draw pay 

by encashing cheques at  the Reserve Bank of I ndia, Bangalore, pay and allowances 

of Governm ent  servants except  for the m onth of March shall be disbursed on the last  

two working days of the m onth for which the pay and allowances are due. I f the last  

working day in any month fall on Saturday or Bank Holiday the pay and allowances 

shall be disbursed on the last  two working days immediately preceding such a Bank 



Holiday or Saturday as the case may be. The pay and allowances for the m onth of 

March shall be disbursed on the first  working day of April only.  

  The dist r ibut ion of departm ents detailed in Annexure- I  and I I . The 

Departm ents can encash their salary cheque only on the days specified in the 

Annexures.  

ANNEXURE -  I   

  List  Of Drawing Officers to Whom  Salary is to be Disbursed on I  Day.  

  Nam e of the Departm ent   

 1. Anim al Husbandary  

 2. Archaeology & Museum   

 3. Adult  Educat ion  

 4. Appellate Tribunal   

 5. Agriculture  

 6. Bureau of Public Enterprises 

 7. Bio-Gas Departm ent   

 8. Co-operat ion Audit   

 9. Commercial Tax Department   

 10. Co-operat ive Departm ent  

 11. D.P.A.R. Accounts  

 12. Elect ion Office  

 13. Endowm ent  Departm ent   

 14. Enquiry Com m issions  

 15. Excise  

 16. Em ploym ent  and Training  

 17. Econom ics & Stat ist ics 

 18. Educat ion Departm ent   

 19. Fisheries  

 20. Fire Force Departm ent   

 21. Food & Civil Supplies  

 22. Governm ent  Flying Training School  

 23. Guest  House  

 24. Hom e Guards  

 25. Hort iculture  

 26. I nformat ion & Publicity  

 27. I ndust r ies & Commerce  



 28. I nsurance Departm ent   

 29. Judicial Departm ent   

 30. Lokayuktha  

 31. Legislature  

 32. Police Departm ent   

 33. Raj  Bhavan  

 34. Treasury  

ANNEXURE -  I I   

  List  Of Drawing Officers To Whom  Salary is to be Disbursed on I I  Day.  

  Nam e of the Departm ent   

 1. Backward Class & Minorit ies  

 2. Elect r ical I nspectorate  

 3. Forest   

 4. Health & Medical Department   

 5. Kannada & Culture  

 6. Library  

 7. Mines and Geology  

 8. Mid-day Meals Departm ent  

 9. Motor Vehicle Departm ent   

 10. Market ing Departm ent   

 11. Print ing & Stat ionery  

 12. Public Service Commission  

 13. PWD/ Nat ional High Way & PHE & I rr igat ion 

 14. R.D.P.R.  

 15. Revenue Departm ent   

 16. Regist rat ion  

 17. Small Savings & Lot tery  

 18. Scient ific Department   

 19. Survey and Set t lem ent   

 20. Store Purchase  

 21. Sericulture  

 22. Social Welfare  

 23. Technical Educat ion Departm ent   

 24. Tourism   



 25. Translat ion Departm ent   

 26. Town Planning  

 27. Youth Services  

 28. Weights & Measures  

 29. Women & Children Welfare  

 30. All other Departm ents 

 (c)  The paym ent  due for a part  of a m onth should ordinarily be made at  once 

without  wait ing t ill the end of the month, in the following circumstances: -  

  (1)  When a Governm ent  servant  proceeds out  of I ndia on deputat ion or on leave 

other than earned leave taken by itself.  

 (2)  When a Governm ent  servant  finally quits the service of Government  or is 

t ransferred to Foreign Service.  

 (3)  When a Governm ent  servant  is t ransferred to another Audit  Circle. 

 (3A)  When a non-gazet ted Governm ent  servant  is prom oted as a gazet ted officer 

or a gazet ted officer is reverted as a non-gazet ted Governm ent  servant .  

 (4)  When Government  so authorise specifically.  

 (5)  1[ When a Governm ent  servant  is t ransferred within the sam e Account  Circle 

from  one office to another in the same or different  stat ion involving change of 

Drawing and Disbursing officer.]   

  Note 1.-  I n the case of Governm ent  servants t ransferred from  or to the 

Bhadra Reservoir Project  or Ghataprabha Project  and Sharavathi Valley Hydro-

Elect r ic Project , paym ent  of salary due for a part  of a m onth is authorised. 

  Note 2.-  I n the case of t rainees of the Cent ral Recruits School, Bidar, leaving 

the School after com plet ion of their  t raining, drawal and disbursem ent  of their salary 

up to the date of leaving the school is authorised.  

 (d)  The last  paym ent  of salary should not  be m ade to a gazet ted Governm ent  

servant  finally quit t ing the service of Governm ent , unt il the Treasury Officer has 

sat isfied him self by reference to the Accountant  General, the departm ental 

authorit ies and to his own records, that  there are no dem ands outstanding against  

him . I n other cases, the paym ent  m ay be m ade without  reference to the Accountant  

General on the responsibilit y of Head of the Office concerned.  

  Note 1.-  The procedure prescribed in clause (d)  above, shall apply to the last  

paym ent  of dues or honorarium  to non-officials, including m em bers of any 

Com m ission or Com m it tee, whether statutory or not , as it  applies to the last  

paym ent  of pay or allowances to, or in respect  of a Governm ent  servant  who finally 

quits the service of the Governm ent .  

  Note 2.-  With a view to expedit ing the disposal of pension cases, the last  

paym ent  of pay and allowances m ay be m ade and the last  pay cert ificate issued 



pending final assessment  and realisat ion of outstanding demands, provided that  

adequate security for meet ing the likely dem ands is taken either in cash or by a 

surety bond from  the Governm ent  servant  concerned;  or by withholding a part  of the 

gratuity payable to him  in accordance with the provisions of the Karnataka Civil 

Services Rules.  

 (e)  Pay and allowances of a person who is cert if ied to be a lunat ic by a 

m agist rate should be paid in accordance with the following procedure.  

 ( i)  On receipts of informat ion that  a Governm ent  servant , not  covered by the 

individual Running Ledger Accounts  ( I RLA)  Schem e, has been cert ified to be a 

lunat ic, the Head of the Office in which the Governm ent  servant  before him  being 

cert ified to be a lunat ic was last  employed should, on the basis of the orders issued 

by the appoint ing authority indicat ing the person(s)  to whom  and the proport ion in 

which the pay and allowances adm issible to the Governm ent  servant  m ay be 

disbursed in accordance with the provisions of Sect ion 95(1)  of the I ndian Lunacy 

Act , 1912, draw the pay and allowances of the Governm ent  servant  in the 

appropriate bill form , gazet ted or non-gazet ted as the case may be, from  the 

Treasury or other office of disbursement . The claim  should be supported by all the 

relevant  cert if icates which the Head of the Office is required to furnish in the normal 

circum stances. However, in respect  of the cert if icates which solely depend on the 

personal knowledge of the Governm ent  servant  and which cannot  be furnished in 

such cases, the Head of the Office should record, if he is sat isfied about  the 

reasonableness of the claim , a cert ificate to the effect  that  the claim  is not  

suscept ible of verificat ion but  is considered reasonable. I f the Government  servant  is 

invalided from service, the claim  would be the last  one in respect  of him  and the 

requisite payment  in case he was a gazet ted Government  servant  shall be made only 

after the Head of the Office has sat isfied him self’ by reference to the Accountant  

General, the Departmental authorit ies, if any, and his own records that  no 

Governm ent  dues are outstanding against  him . I n other cases paym ent  m ay be 

made on the responsibilit y of the Head of the Office concerned.  

 ( ii)  The am ount  withdrawn in the m anner stated above m ay be paid to the 

person(s)  referred to in sub-para ( i)  above in the proport ion determ ined by the 

appoint ing authority and receipts obtained, stam ped where necessary.  

 ( iii)  I n cases where payments to Government  servants are made under the I RLA 

System and the ledger account  remains open, the am ounts due from  or due to a 

Governm ent  servant  m ay be debited or credited to that  account  and the credit  

balance left  over may be paid by the Accounts Officer concerned to the person(s)  by 

cheque or Bank draft  as the case m ay be, after ascertaining from  the appoint ing 

authority the proport ion in which am ount  is to be paid and also the person(s)  to 

whom it  is to be paid.  

  When a Governm ent  servant  has been invalided from service and it  is found 

that  som e Governm ent  dues are outstanding against  him  even after the adjustm ent  



of his claim s for pay and allowances, the sam e m ay be adjusted against  the am ount  

of death -  cum -ret irem ent  gratuity if any and if the same is also insufficient , the 

balance of the outstanding dues m ay be writ ten off under sanct ion of the com petent  

authority.  

PROVI SI ONAL PAYMENTS PENDI NG, RECEI PT OF            SANCTI ON FOR 

CONTI NUANCE OF TEMPORARY POSTS  

 80(A)  (1)  Where act ion for the cont inuance of temporary posts beyond the period 

upto which they stand sanct ioned has been taken but  the com petent  authority has 

not  accorded sanct ion, the holders of such temporary posts may draw provisionally, 

without  any authority from  the Accountant  General their pay and allowances at  the 

same rate as they were drawing in that  post , for a period of three m onths after the 

expiry of the period upto which the posts had been sanct ioned. The Gazet ted Officer 

availing of the facilit y should at tach to the bill drawing his pay and allowances a 

declarat ion by the officer who is empowered to countersign his T.A. bills, that  the  

officer cont inued to hold the post  and that  sanct ion for the cont inuance of  the post  

has been  applied for. I n respect  of officers governed by the I .R.L.A.  system  of 

paym ents, they should forward such declarat ions to the Accountant  General.  

 (2)  I n regard to non-Gazet ted Officers  holding tem porary posts, the concerned 

drawing officers are perm it ted to draw their pay and allowances for a period of three 

m onths after the expiry of the sanct ioned period provided the proposal for 

cont inuance of the posts have been subm it ted well in t ime and a cert if icate to this 

effect  is at tached to the relevant  pay bills. The concerned drawing officers are also 

perm it ted to draw cont ingent  bills towards office rent , postage, etc., without  which 

the establishm ent  cannot  funct ion.  

 (3)  I t  will be the responsibilit y of the Adm inist rat ive Department  concerned to 

take t im ely act ion for issuing sanct ion for the cont inuance of tem porary posts in such 

cases as soon as possible so as to cover also earlier periods governed by payment  of 

provisional salary to the officers.  

 (4)  The bills in which salary is drawn pending receipt  of sanct ion for the post , 

under the provision of this Art icle should be marked prom inent ly in red ink that  they 

relate to provisional payments.  

DEATH OF PAYEE  

 81. (a)  Pay, officiat ing pay, leave salary and other em olum ents can be drawn for 

the day of a Governm ent  servant ’s death;  the hour at  which death takes place does 

not  affect  the claim .  

 (b)  1[ Subject  to the provisions of Clause (c)  of Art icle 80, Pay and Allowances of 

all kinds claim ing on behalf of a deceased Governm ent  servant  m ay be paid without  

the product ion of the usual legal authority : -   

 (a)  if the gross am ount  of the claim  does not  exceed Rs. 5,000 under the orders 

of the Head of the Office in which the Governm ent  Servant  was employed at  the t ime 



of his death, provided that , the Heads of the Office is otherwise sat isfied about  the 

r ight  and t it le of the claim ant , and  

 (b)  if the gross amount  of the claim  exceeds Rs. 5,000 under the orders of Head 

of Departm ent  on execut ion of an indem nity bond in Form  13 duly stam ped for the 

gross am ount  due for paym ent  with such suret ies as may be deemed necessary 

provided that , in cases falling under clause (b)  the authority ment ioned in clause (a)  

may, subject  to the condit ion prescribed in that  clause, m ake ant icipatory paym ent  

of an am ount  not  exceeding Rs. 5,000.  

  Note 1.-  Normally there should be two suret ies both of known financial 

stabilit y, unless the gross am ount  of the claim  is less than Rs.7,500 in which case 

the authority accept ing indemnity bond in Form  No.13 for and on behalf of the 

Government  should decide on the merits of each case whether to accept  one Surety 

instead of two.  

  Note 2.-  Obliger as well as the suret ies execut ing the indemnity bond should 

have at tained m ajority so that  the bond m ay have legal effect  or force. The bond is 

also required to be accepted on behalf of the Governor by an Officer duly authorised 

in that  behalf.   

 (c)  I n case of any doubt  paym ent  shall be m ade only to the person producing 

the legal authority.  

  Note.-  Regarding the safe custody and disposal of indem nity bonds executed 

by the dependents of the deceased Governm ent  servants, reference is invited to 

‘Note’  below Rule 6 of Appendix- I I .   

 (d)  The procedure to be followed in regard to the preferm ent  of withdrawal and 

disbursement  of claims of deceased Governm ent  servants to the r ight ful claim ants 

will be as under: -  

  On receipt  of the claim  for paym ent  of arrears of pay and allowances on 

behalf of a deceased Governm ent  servant  from  his heir/ heirs, the Head of the Office 

in which the Government  Servant  was last  employed should draw the am ount  in the 

appropriate bill form  from the Treasury. I n case of claims of Gazet ted Officers 

necessary authorisat ion should be  obtained. The claims should be supported by all 

the relevant  cert if icates which the Head of the Office is required to furnish in the 

normal circumstances. However, in respect  of the cert if icates which solely depend on 

the  personal knowledge of the Governm ent  servant  and which obviously cannot  be 

furnished by the Head of the office, the Head of the Office should if he is sat isfied 

about  the correctness of the claim , furnish a cert ificate to the effect  that  the claim  is 

not  suscept ible of verificat ion but  is considered reasonable. I n the case of Gazet ted 

officer, the Head of office has to sat isfy him self by reference to the Accountant  

General, the Departmental authorit ies and his own records that  there are no 

dem ands outstanding against  the deceased Governm ent  servant . I n the case of other 

Governm ent  servants paym ents m ay be m ade without  reference to the Accountant  

General on the responsibilit y of the Head of the Office concerned. The amount  should 



be disbursed to the claimant / claimants by the Head of the office of his own authority 

where the gross amount  of the claim  does not  exceed Rs. 5,000 in term s of sub- rule 

(a)  above and under orders of higher authorit ies if the gross amount  of the claim  

exceeds  Rs.5,000 as m ent ioned in Sub- rule (b)  above. A formal receipt , stamped 

where necessary should be obtained from  the claim ant . 

  Note.-  The procedure prescribed in this rule shall apply to any claim  for 

paym ents of dues or honorarium  payable to deceased non-officials including 

deceased non-officials members of any Com m ission/ Com m it tee whether Statutory or 

not  as it  applied to the claim  for paym ent  of pay and allowances of a deceased 

Governm ent  servant .  

 (c)  I n any case of doubt  paym ent  shall be m ade only to the person producing 

the legal authority.  

  Note 1.-  Regarding the safe custody and disposal of indem nity bonds 

executed by the dependents of the deceased Governm ent  servants, reference is 

invited to “Note”  below Rule 6 of Appendix I I .   

  Note 2.-  The procedure prescribed in this Art icle shall apply to any claim  or 

paym ent  of dues or honorarium  payable to deceased non-officials including deceased 

non-official m em bers of any Commission or Commit tee, whether statutory or not , as 

it  applies to the claim  for paym ent  of pay and allowances of a deceased Government  

servants  

PAYMENT OF DUES OF A GOVERNMENT  SERVANT W HOSE W HEREABOUTS 

ARE UNKNOW N  

 82. Pay, etc., due to a Governm ent  servant  whose whereabouts are unknown 

should not  be paid t ill a presumpt ion of death of the Government  servant  is shown to 

be just ified. Act ion m ay be taken (when the presum pt ion of death is shown to be 

just ified)  as described in Art icle 81 (b)  supra, on the assum pt ion that  the 

Governm ent  servant  is dead if any one claim s the undisbursed pay, etc., in the 

capacity of legal heir of the Governm ent  servant .  

APPOI NTMENTS AND TRANSFERS  

 83. (a)  Every order of appointm ent , whether to gazet ted or non-gazet ted posts, 

should give clear and specific informat ion regarding (1)  the part icular sanct ioned 

post  filled up, (2)  the circumstances of the occurrence of the vacancy and (3)  the 

kind of tenure of appointm ent  ordered substant ive provisional, officiat ing, in charge 

of current  dut ies in addit ion to a Governm ent  servant ’s own dut ies or in charge of 

current  dut ies independent ly without  retaining charge of a Governm ent  servant ’s 

own dut ies. 

 (b)  Vacancies, permanent  or temporary, will be filled up by the authorit ies 

com petent  to do so, only when the work of vacant  appointm ents cannot  be ent rusted 

to other Governm ent  servants without  involving ext ra expenditure. 

 (c)  Transfers should be m inim ised as far as possible.  



PRODUCTI ON OF HEALTH CERTI FI CATE ON FI RST APPOI NTMENT I N  

SERVI CE  

 83-A. I n respect  of Gazet ted officers, cert if icates furnished by the com petent  

authority to whom the medical cert ificate has been subm it ted should be at tached to 

the first  pay bill.  I n respect  of non-gazet ted officers, the drawing and disbursing 

officers should furnish such cert if icates along with the first  pay bill of the 

Governm ent  servant  concerned.  

  Where the product ion of’ the Medical Cert ificate has been dispensed with 

under sub- rule (b)  and (c)  of Rule 9 of the Karnataka Civil Services Rules, a 

cert if icate to this effect  should be at tached to the first  pay bill of the Government  

servants concerned.  

I NCI DENCE OF CHARGE  

 84. The following rules govern the incidence of cost  of pay and allowances of 

Governm ent  servants: -   

 (a)  The whole pay and allowances of a Governm ent  servant  should be taken 

against  the Department  and the post  in which he is actually serving,  

 (b)  ( i)  The t ransit  pay and allowances of a Governm ent  servant  proceeding to 

join an office should, in the absence of special orders to the cont rary, whether in 

respect  of a part icular case or class of cases be debited to the office to which he is 

proceeding.  

 1[ ( ii)  The salary adm issible for the period of joining t ime and the salary adm issible 

for the period of leave of non-gazet ted Governm ent  servant , who on prom ot ion to 

Gazet ted post  avails joining t ime and then leave under the proviso to sub- rule (1)  of 

Rule 83 of Karnataka Civil Services Rules before joining the Gazet ted post , shall be 

drawn and disbursed by the drawing officer of the office in which the Governm ent  

servant  was working immediately before his promot ion. The last  pay cert if icate 

should be sent  to the Accountant  General’s office im m ediately thereafter.]   

  Note.-  Transfers to Local Funds will be t reated like t ransfers to Foreign 

Service.  

 (c)  The leave allowances of a Governm ent  servant  t ransferred from  one 

departm ent  to another while on earned leave, are from  the date of the order of 

t ransfer, charged to the new departm ent .  

 (d)  When, a Governm ent  servant  is t ransferred to another departm ent , while on 

leave, other than earned leave, the t ransfer does not  take effect  unt il he joins his 

new appointm ent . 

(e)   The t ravelling allowance of a Government  servant , on whatever duty he may be 

em ployed, is charged to the sam e head as his pay.  

  Except ion.-  The t ravelling allowance of a Government  servant  paid from  a 

Local Fund may when t ravelling in the execut ion of Government  duty, be paid and 

charged to general revenues. Sim ilar ly, the t ravelling allowance of a Government   



servant  paid from  the general revenues, when t ravelling on duty connected with a 

Local Fund, m ay be charged to the Local Fund. 

  The Travelling allowance of Government  servants deputed for t raining in 

connect ion with the Applied Nut r it ion Programme from  various departments to the 

Adm inist rat ive Training I nst itute, Mysore and Rural Developm ent  Training Cent re, 

Dharwar, Bagalkot , Gangavathi, Mandya and Kudige, adm issible as per rules in the 

K.C.S.Rs. both for the forward and return journeys and D.A. for the halts at  the 

t raining cent res shall be drawn and disbursed by the authorit ies of the t raining 

cent res by debit ing the expenditure on this account  to the allotm ents m ade available 

by the Departm ent  of Rural Developm ent  and Co-operat ion.  

  The principle laid down in the except ion applies also to Government  

I ndust r ial and Com m ercial undertakings.  

 ( f)  The t ravelling allowance of a Government  servant  called away from  his duty 

to give evidence in any court  in his official capacity, is during the period of his 

absence, charged to the departm ent  which would bear the charge if the Governm ent  

servant  were on duty. 

 (g)  The Governm ent  of Karnataka have entered into reciprocal arrangements 

with the Cent ral Governm ent , Governm ent  of Punjab, Rajasthan, Andhra Pradesh, 

Maharasht ra, Madras and West  Bengal in regard to the paym ent  of expenses to the 

Governm ent  servants sum m oned by cr im inal Courts to give evidence in their official 

capacity. The effect  of the arrangements will be as follows: -   

 (1)  I n cr im inal cases to which the State is a party, a Governm ent  servant  giving 

evidence regarding facts of which he has official knowledge will,  on product ion, of 

cert if icate of at tendance issued by the summoning court , be paid t ravelling allowance 

by the Governm ent  under whom  he is serving ;  

 (2)  I n cr im inal cases to which the State is not  a party, a  Governm ent  servant  

giving evidence regarding facts of which he has official knowledge will be paid 

t ravelling allowance by the summoning court  according to the rules under which such 

Government  servant  draws his t ravelling allowance for a journey on tour, and the 

charges will be borne by the Cent ral Government  or any of the five reciprocat ing 

Governm ents m ent ioned above according as the Court  is situated in the Union 

terr itory or in any of the State terr itory.  

 (3)  When a Governm ent  servant  serving in a commercial department , or when 

any other officer is summoned to give evidence as a technical or expert  witness, the 

pay of the Governm ent  servant  concerned for the period of his absence from  his 

headquarters and t ravelling allowance and other expences due to him  will f irst  be 

borne by the Governm ent  under whom  he is serving and subsequent ly be recovered 

from  the Cent ral  Governm ent  or any of the five reciprocat ing State Governm ents, 

according as, the Court  in which the officer is summoned to give evidence is situated 

in the Union terr itory or in the terr itory of any of the aforesaid State Governments 

respect ively.  



 1[ (h)  The Governm ent  of Karnataka have entered into reciprocal arrangements 

with the Governm ents of Tam il Nadu, Kerala and Maharasht ra in regard to the 

payment  of t ravelling allowance and other expenses to witnesses summoned for 

giving evidence in departmental enquir ies:   

 (a)  I n departmental enquir ies to which the State is a party, a Government  

servant  giving evidence regarding facts of which he has official knowledge will,  on 

product ion of cert ificate of at tendance by the sum m oning authority, be paid 

t ravelling allowance by the Government  under whom he is serving;   

 (b)  I n departmental enquir ies to which the State is not  a party, a Government  

servant  giving evidence regarding facts of which he has official knowledge will be 

paid t ravelling allowance by the summoning authority according to the rules under 

which such Government  servant  draws his t ravelling allowance for a journey on tour 

and the charges will be borne by  the  Government  of Karnataka or any of the other 

reciprocat ing Governments according as the authority is situated in this State or in 

the terr itory of the other reciprocat ing Governm ents ;   

   I n such cases the Government  servant  concerned will carry to the 

summoning authority a cert if icate duly signed by his cont rolling officer showing the 

rates of t ravelling allowance and daily allowance adm issible to him  for a journey on 

tour. I f the Government  servant  is his own cont rolling officer, the cert if icate will be 

signed by him  as such.]   

 84-A. The incidence of pay, leave salary, allowances, pensions, etc., of 

Governm ent  servants deputed or t ransferred to or from  the Cent ral Government  or 

the following State Governments are regulated by the provisions of Appendix 3 to 

Account  Code, Volum e I .  

  Note 1.-  The provision of this Art icle is applicable to deputat ions and 

t ransfers effected from  1st  Novem ber 1956 onwards and in respect  of the following 

State Governm ents : -  

 1. Andhra Pradesh  

 2. Assam   

 3. Bihar  

 4. Gujarat   

 5. Kerala  

 6. Madhya Pradesh  

 7. Madras  

 8. Maharast ra  

 8-A. Orissa  

 9. Punjab  

 10. Rajasthan  



 10-A. Ut tar Pradesh  

 11. West  Bengal  

  1[ Note 2.-The provisions of Note-1 shall be applicable to a permanent  

Governm ent  servant  of Governm ent  of I ndia ( including Union Terr itor ies)  or 

Governm ents of Assam , Bihar, Maharasht ra. Punjab and Rajasthan who is appointed 

to a post  under Governm ent  of Karnataka or to a perm anent  Governm ent  servant  of 

Karnataka appointed to any post  under any of the Governm ents specified above, 

through open com pet it ion provided the Governm ent  servant  concerned is not  

required to resign his previous appointm ent  and the Governm ent  under whom  he 

was employed prior to his appointment  agrees to retain his lien unt il he is finally 

absorbed by the other Governm ent . 

  (on m at ters covered by this Art icle ( i.e., note-2 below Art icle 84-A)  act ion 

taken or required to be taken in accordance with orders issued by Government  in 

that  behalf before the com m encem ent  of this Art icle shall be deemed to have been 

taken under the provisions of this Art icle) .  

  2[ 84-B. 1. The system of allocat ing the liabilit y on account  of leave salary 

and pensionary charges in respect  of both perm anent  and tem porary Governm ent  

servants who have served under the Central Government  and State Government  is 

as specified below:   

 (a)  The liabilit y for leave salary shall be borne in full by the Department  from  

which the Governm ent  servant  proceeds on leave whether it  be his parent  

departm ent  or a borrowing departm ent  with whom  he is on deputat ion.  

 (b)  The liabilit y for pension including gratuity shall be borne in full by the 

Cent ral/ State Governm ent  to which the Governm ent  servant  perm anent ly belongs at  

the t im e of ret irem ent .  

 ( c)  The liabilit y for Government  cont r ibut ions shall be borne by the parent  

departm ent  of the Cent ral Governm ent  or State Governm ent .]   

 

  ( i)  The last  pay cert if icate (Form  No. 14)  provides for details of the fund 

deduct ions, although the officer preparing the bills is responsible for their 

correctness;  but  the officer preparing the last  pay cert if icate is responsible not  only 

for entering in the cert ificate all demands against  the depart ing Governm ent  servant , 

including any m ade under an order of at tachm ent  of his pay by a court  of law of 

which he m ay have received not ice before grant ing the cert if icate, but  also for 

passing on any of which he m ay afterwards receive not ice, to the t reasury of the 

disbursing office from  which the Government  servant  will in future, draw pay.  

 ( ii)  I n all cases of t ransfer within the same Audit  Circle, the Last  Pay Cert ificate 

should specify the last  regular or monthly paym ent  ;  and the ent ire salary for the 

month in which t ransfer is made should be paid at  the new t reasury.  



 ( iii)  The blank spaces in the printed form  of the cert if icate should be carefully 

filled up to enable the Accountant  General to use and record the part iculars without  

further reference. 

 ( iv)  The Last  Pay Cert ificate of a Governm ent  servant  who is t ransferred or is 

proceeding on leave should not  be issued unt il the date and hour m aking over charge 

are known to the t reasury or other Governm ent  servant  who has to issue the 

cert ificate. 

 (v)  A Last  Pay Cert ificate is also necessary before the first  paym ent  of pension 

to a ret ired Governm ent  servant  and should therefore be issued to a Government  

servant  discharged on pension. The cert if icate should accompany the applicat ion for 

pension, unless the applicant  cont inues in service after subm ission of his applicat ion, 

in which case the Accountant  General in issuing orders for payment  will direct  that  

no payment  is to be made unt il the cert if icate is produced. 

  Note.-  So far as the preparat ion of Last  Pay Cert ificate is concerned, the 

disbursing officers should be guided by the provisions contained in Appendix 4 to the 

Cent ral Treasury Rules Volume I I .  

 (vi)  On reversion from  a gazet ted post  to a non-gazet ted post , the Last  Pay 

Cert ificate should be sent  by the t reasury officer to the Audit  Officer, who will 

countersign and t ransm it  it  to the head of office responsible for drawing pay of the 

Governm ent  servant  as a non-gazet ted officer. 

BOND OF I NDEMNI TY FOR DRAW I NG LEAVE ALLOW ANCE, ETC.  

 86. (a)  Governm ent  servants often m ake arrangem ents with their  agents to 

draw their leave or vacat ion allowances, pensions, etc., either grant ing them  powers 

of at torney to enable them to do so, or leaving their bills ready signed in the agents’ 

custody for presentat ion, the Agents in their turn giving Governm ent  a bond of 

indemnity ( in Form  No.15)  as security against  any loss in case of overpaym ent . 

  Note.-  A register of powers  of At torney will be kept  by the t reasury officers 

in Form  16.  

 (b)  The bond of indemnity in the case of a Firm  or Bank which must  be 

stam ped, shall be in Form  No.17.  

 (c)  The authority com petent  to accept  indem nity bond on behalf of Governm ent  

shall before accept ing the bond, verify that  the person who signs a bond of 

indemnity on behalf of a Firm  or Bank has authority to bind it .   

 (d)  I t  is not  necessary, however, for a separate bond to be entered into in the 

case of each individual Government  servant . Agents of standing and respectabilit y 

may, for this purpose, be allowed to enter into a general agreement  in Form  17 

covering the allowances, pensions, etc., of all their  const ituents.  

 (e)  A list  of Agents who have executed general bonds of indem nity under 

clauses (b)  and (d)  is contained in Appendix I V-A.  



 ( f)  Separate bonds m ust  be executed for payments relat ing to or for persons 

whose salaries or pensions are debitable to the Cent ral Government  and those 

debitable to a State Government .  

  The applicat ions for such bonds will be dealt  with by the Government  

(Cent ral or State)  concerned. 

FUND DEDUCTI ON  

 87. Every Government  servant  who draws any pay bill should enter in it  

correct ly the deduct ions, if any, to be m ade but  no discret ion is given to the Treasury 

Officer in carrying out  an order received from  the Accountant  General or from  the 

Secretary, Karnataka Governm ent  I nsurance Departm ent  to m ake any part icular 

deduct ion.  

 88. (a)  Every establishment  bill should contain the following cert ificate: -   

 “1. Cert ified that  I  have sat isfied myself that  all Government  servants 

perm anent ly entertained and Governm ent  servants who have already insured their 

lives in the official branch of the Karnataka Governm ent  I nsurance Departm ent  and 

who have received perm anent  increase to their  pay during the m onth have duly 

subm it ted their proposals for the first  and further insurance respect ively, or failing 

insurance, have cont r ibuted to the General Provident  Fund as required by the rules.”   

 1[ 2 Cert ified that  the Officials /  Officer whose nam es have been included in the 

pay bill have compulsorily obtained KGI D policy /  Addit ional policy according to their 

posts/  or necessary proposals have been sent  to KGI D for obtaining addit ional policy 

and policy Bond is awaited .]  

 (b)  Heads of Offices should carefully sat isfy them selves before signing the 

cert ificate of insurance in the pay bills that  all Government  servants permanent ly 

entertained and the Governm ent  servants who have already insured and who have 

received permanent  increase of pay during the month to which the bill relates have 

actually subm it ted their proposals.  

 (c)  Whenever a Governm ent  servant , whose life has been insured quits the 

Governm ent  service, for any reason whatever before the policy in his favour has 

m atured, the fact  should be reported to the Secretary of the Karnataka Governm ent  

I nsurance Departm ent  by the head of the office concerned.  

RECOVERY OF I NCOME TAX 

 89. The sole authority for the recovery of I ncom e- tax is contained in the 

Governm ent  of I ndia I ncom e-Tax Manual and rules and orders issued under it .   

  Treasury Officers are responsible for the deduct ion of I ncom e- tax due from  

all gazet ted Governm ent  servants who draw their pay from  t reasuries on separate 

bills and also from  all pensioners and gratuitants who draw their pensions and 

gratuit ies from  t reasuries at  the t ime of paym ent . As regards non-gazet ted staff, 

heads of offices are responsible for the deduct ion of I ncom e Tax at  the prescribed 

rates. 



ATTACHMENT OF PAY 

 90. (a)  The Governm ent  servants m ent ioned  in column 2 of the subjoined table 

are the persons to whom  not ice should be given of orders of at tachment  of the salary 

or allowances of the persons nam ed in colum n 1 by the Courts. The am ount  

recovered by these Governm ent  servants should be rem it ted to the court  concerned 

at  the cost  of the Party.  

 Sl. Class of Judgem ent  Officer to whom  not ice 

 No. Debtor  of at tachm ent  should  

   be given  

 1  2  3   

 

 1. Gazet ted Officers drawing  Treasury officer     their  

salar ies and allowances concerned. 

  on bills from  t reasuries    

 2.  Gazet ted and other Officer Officers drawing cheques 

  whose salaries  and allow-  

  ances are drawn on cheque  

 3. Non-gazet ted officers other Heads of officers who   

  than those referred to in 2  draw the salar ies and   

  above disburse to the officers    

concerned  

 4. Servants of local authorit ies  The Commissioner or  

  i.e. Taluk Boards, Municipal  other Chief Execut ive  

  Council,  Village Panchayats. Officer of the Board or    

Council concerned  

 5. Gazet ted Officers on the  Chief Pay and Accounts 

  University staff Officer of the University  

 6. Non-Gazet ted staff of the  Heads of the respect ive 

  University I nst itut ions.  

 

 (b)  Whenever recoveries on account  of Court  At tachm ent  are to be effected they 

should be shown as deduct ions in the concerned establishment  or salary Bills and the 

drawing officers should prepare statem ents of deduct ions, separately for each court  

showing part iculars of the suit , the nam e of the subordinate whose salary is at tached 

and the amount  deducted, etc. ;  and at tach them to the bills. I n the case of 

recoveries on behalf of courts situated outside the stat ion, the commission 

prescribed for the issue of Treasury Cash Orders should also be recovered from  each 

individual in addit ion to the am ounts to be credited under Judicial Deposits in 

accordance with the prescribed procedure.  



  Note.-  I n the case of warrants of at tachm ents issued by officers of the Co-

operat ive Department  also the same procedure may be followed for rem it tances 

outside the stat ion, money orders being resorted to only in the case of creditor 

societ ies not  situated in Taluk or Dist r ict  Headquarters.  

 91. Recoveries relat ing to societ ies situated in the same stat ion will,  however be 

m ade in cash at  the t im e of disbursing salary.  

 92. I t  is the duty of the Governm ent  servant  receiving the at tachm ent  order to 

see that  the amount  at tached is deducted from  the bill and also that  a record is kept  

of such deduct ions in form  K.F.C. 78. 

  The Governm ent  servant  receiving the warrant  should not  enter into 

correspondence with the court  or forward any representat ions of the Governm ent  

servants concerned in the m at ter. His business is merely to execute the warrant  

provided the amount  is available. Any failure to obey the provisions of law in this 

respect  will make the Government  servant  concerned personally liable to make good 

the loss that  m ay be caused to Governm ent  thereby.  

 92-A. I n cases in which a Governm ent servant  concerned does not  sign the 

acquit tance roll and intent ionally allows his pay to remain undisbursed, or the 

Governm ent  servant  concerned, being a Gazet ted Governm ent  servant  or not  being 

a Gazet ted Governm ent  servant  but  being perm it ted to draw his pay on a separate 

pay bill refrains from  preparing his pay bill and drawing his pay regularly, in order to 

evade paym ent  on account  of an at tachm ent order issued by a Court  of Law, the 

head of the office or, in the case of a Gazet ted Governm ent  servant  or of a 

Governm ent  servant  t reated in this respect  like a Gazet ted Governm ent  servant , the 

Head of the Departm ent  or such other officer whom  Governm ent  m ay authorise, m ay 

draw the pay of the Governm ent  servant  concerned in sat isfact ion of the at tachm ent  

order, subject  to the prescribed rest r ict ions and rem it  the am ount  to the court  

concerned.  

  The am ount  so drawn should be t reated in the accounts in the sam e way as 

pay (or leave salary, as the case m ay be)  drawn in the norm al course. Part iculars of 

the at tachment  order should be cited in the acquit tance rolls or the pay bills as the 

case m ay be, as an authority for the charge and the court ’s receipt  for the am ounts 

should be filed with the at tachm ent  register or such other suitable record as may be 

kept  by the drawing officer.  

 

ATTACHMENT OF PAY AND ALLOW ANCES, ETC., FOR DEBT 

 93. The following rule’s for the at tachment  of pay and allowances, etc., for debt  

in respect  of State Governm ent servants are laid down: -   

 (1)  The wages of labourers and dom est ic servants whether payable in m oney or 

in kind are not  liable to at tachm ent ;   



 1[ (2)  The salary of all employees of Governm ent  or of a Local Authority is not  

liable to at tachm ent  to the extent  of the first  four hundred rupees and two thirds of 

the rem ainder in execut ion of any decree other than a decree for m aintenance:   

  Provided that  where any part  or such port ion of the salary as is liable to 

at tachm ent  has been under at tachm ent  whether cont inuously or interm it tent ly,    for 

a total period of twenty four m onths, such port ion shall be exempt  from  at tachment  

unt il the expiry of a further period of twelve m onths and where such at tachm ent  has 

been m ade in execut ion of one and the same decree, shall,  after the at tachm ent  has 

cont inued for a total period of twenty- four m onths be finally exem pt  from  

at tachm ent  in execut ion of that  decree.  

 (2A)  One third of the salary of all employees of Government  or of a Local 

Authority is not  liable to at tachment  in execut ion of any decree for maintenance.  

 (3)  All compulsory deposits and other sums in or derived from Funds to which 

the Provident  Funds Act  1925, applies, are not  liable to at tachm ent ;   

 (4)  Any allowance form ing part  of the em olum ents of any servant  of the State 

Governm ent  or any servant  of Local Authority which the Karnataka State 

Governm ent  m ay, by not ificat ion in the Karnataka State official gazet te declare to be 

exem pt  from  at tachm ent , and any subsistence grant  or allowance m ade to any such 

servant  while under suspension is also exem pt  from  at tachm ent ;   

 (5)  I n sub-para (2)  above, the term  “salary”  m eans the total m onthly 

em olum ents (excluding any allowances declared by Government  to be exempt  from  

at tachm ent  under the provisions of sub-para (4)  above, derived by a person from  his 

em olum ents whether on duty or on leave) ;   

 (6)  The following allowances payable to any servant  of Governm ent  or of a Local 

Authority have been declared by the Karnataka Governm ent  to be exem pt  from  

at tachm ent : -   

 ( i)  All k inds of t ravelling allowances.  

 ( ii)  All k inds of conveyance allowances.  

 ( iii)  All allowances granted for meet ing the cost  of, (a)  Uniforms, and (b)  

Rat ions.  

 ( iv)  Allowances granted as compensat ion for higher cost  of liv ing in localit ies 

considered by the Governm ent  to be expensive localit ies.  

 (v)  All house rent  allowances.  

 (vi)  All allowances granted to provide relief against  the increased cost  of liv ing.  

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

 (7)  I n accordance with the above provision, the m axim um  am ount  at tachable by 

a civil court  is to be calculated thus:   

  I f the total gross em olum ents earned by the Governm ent  servant  are 

represented by X, and the allowances declared to be exempt  from  at tachment  (Vide 



clause 6)  and, if the Governm ent  servant  is under suspensions, any subsistence 

grant  or allowance made to him  are represented by Y, the net  am ount  at tachable, if 

any, is [ (X-Y) / 2] -100.  

  Note.-  The revised lim its referred to above do not  apply to an order of 

at tachm ent  issued by a Court  of law before 4th Septem ber 1963 if such an order 

specifically lays down that  recovery shall be made in instalments of one-half of the 

salary in excess of Rs.100. I n such cases any revision in the rate of at tachment  will 

require a revised order of the Court .  

 (8)  (a)  I f an order of at tachm ent  against  a Government  servant  is received 

before a previous order of at tachment  against  the sam e Governm ent  servant  has 

been fully complied with, the recoveries shall be made by the disbursing office so 

long as the total am ount  recoverable with reference to the at tachm ent  orders is 

within the maximum lim its prescribed in Clause (7)  above.  

 (b)  I f a new at tachm ent  order has the result  of increasing the am ount  beyond 

the maximum lim its prescribed, the disbursing officer shall return the at tachm ent  

order to the court  concerned with a statem ent  showing : -   

 ( i)  Part iculars of the exist ing at tachm ent  ;   

 ( ii)  Part iculars of the amount  with-held and paid into the court  concerned up- to-

date;  

and  

 ( iii)  amount  remaining uncovered.  

 (9)  Any deduct ions which m ay have to be m ade on account  of subscript ions 

(other than com pulsory deposits)  to provident  funds recognised by Governm ent , 

taxes on income payable by the Government  servant  and debts due to Governm ent  

should be m ade from  the non-at tachable port ion of the Governm ent  servant ’s salary.  

RECOVERY OF GOVERNMENT DUES  

 94. Governm ent  servants who purchase art icle on credit  from  Departments of 

the State for their own use should pay for them  punctually. I n cases where the Head 

of a Departm ent  or other Governm ent  servant  considers that  it  is necessary to 

recover from  the pay or pension of a Governm ent  servant  any am ounts in 

adjustm ent  of his dues to Governm ent  or to any concern belonging to Governm ent  

when such dues relate to t ransact ions in his pr ivate and individual capacity, a special 

reference should be made to Government . Without  the special orders of Governm ent  

no such recoveries can be effected from  the pay or pension of the Governm ent  

servant . This rule applies also to cases in which Governm ent  servants stand as 

security for others and the bill of charges is not  paid either by them or by the 

purchasers.  

 (1)  Arrears of incom e- tax m ay be recovered from  the pay or pension of the 

Governm ent  servants concerned on requisit ions from income- tax Officers.  



 (2)  Dues in respect  of sales from  the Jail Manufactory may be recovered from  

the pay of the Governm ent  servants concerned.  

 (3)  Whenever possible, hospital charges due to Governm ent  on account  of 

t reatm ent  given to a Governm ent  servant  or a member of his fam ily should be 

recovered in advance. Where, for any reason, such charges are not  recovered in 

advance the amount  payable by the Government  servant  m ay, if the claim  m ade by 

the hospital  authorit ies is accepted by him , be recovered from  his salary or pension 

on the requisit ion of the Medical Officer in charge of the hospital.  Should there be 

any dispute as regards the am ount  due, a reference should be m ade to Governm ent .  

  I n cases where a pat ient  adm it ted to the hospital dies before adequate 

arrangements are made for the payment  of the charges due on his or her account , a 

report  will be prompt ly subm it ted to Government  by the Medical Officer and orders 

obtained regarding the recovery of these charges.  

  Note.-  The officers in charge of the hospitals should see that  arrears are not  

allowed to accum ulate for m ore than a m onth.  

RECOVERI ES FROM SUBSI STENCE ALLOW ANCE 

 94-A. (1)  The perm issible deduct ions from the subsistence allowance granted to a 

Governm ent  servant  under suspension fall under the two categories: -  

 (a)  Com pulsory deduct ions ;  

 (b)  Opt ional deduct ions.  

 (2)  Recovery of the following deduct ions which fall under category (a)  above, 

should be enforced from  the subsistence allowance: -   

 ( i)  incom e- tax and super- tax (provided the employee’s yearly I ncome 

calculated with reference to subsistence allowance is taxable) .  

 ( ii)  House rent  and allied charges, i.e., elect r icity, water, furniture, etc.  

 ( iii)  Repayment  of loans and advances taken from  Government  at  such rates as 

the, head of the departm ent  m ay deem  it  r ight  to fix.  

 (3)  The following deduct ions which fall under category (b)  should not  be made 

except  with the Governm ent  servant ’s writ ten consent  : -   

 (a)  Prem ia due on Life Assurance Policies ;   

 (b)  Am ounts due to Co-operat ive Stores and Co-operat ive Credit  Societ ies.  

 (c)  Refund of advances taken from  General Provident  Fund.  

 (4)  The deduct ions of the following nature should not  be m ade from  the 

subsistence allowance : -   

 ( i)  Subscript ion to a General Provident  Fund.  

 ( ii)  Am ounts due on court  at tachm ents.  

 ( iii)  Recovery of loss to Government  for which a Government  servant  is 

responsible.  



  Note.-  There is no bar to effect  the recovery of overpaym ents from  the 

subsistence allowance. I n such cases the ret renchm ent  order in respect  of an 

overpaym ent  caused to him  in the past  shall be issued by the Accountant  General in 

consultat ion with the authority com petent  to place the Governm ent  servant  under 

suspension. The suspending authority will exercise discret ion to decide whether the 

recovery should be held wholly in abeyance during the period of suspension or it  

should be effected. I f it  is decided to effect  the recovery, the rate of recovery should 

not , in any case, exceed one- third of the gross am ount  of  subsistence and other 

allowances adm issible.  

 

 

CHAPTER I V 

BI LLS OF GAZETTED GOVERNMENT SERVANTS FORM OF SALARY BI LLS 

 95. The claim  by a gazet ted Government  servant  for pay and fixed allowances 

shall be presented on a bill in Form  18. A gazet ted Government  servant  who draws a 

special pay or allowance in respect  of a separate office of which he is in addit ional 

charge, need not  present  a separate bill for it ,  unless it  is chargeable to a Local Fund 

or m et  from  som e source other than the Consolidated Fund. 

  Note 1.-  The special at tent ion of all drawing officers is invited to the various 

cert if icates prescribed on the bill forms.  

  Note 2.-  A Gazet ted Governm ent  servant  on leave preparatory to ret irement  

or on refused leave under Rule 110 Karnataka Civil Services Rules, 1958 or any 

other corresponding rule or on such other leave on the expiry of which he is not  

expected to return to duty should record a cert if icate on the leave salary bill that  

during the period for which leave salary is drawn he was not  re-em ployed under 

Governm ent , Local Fund or Private Employer.  

 96. Salaries may be paid only upon the personal claim  of  the Government  

servant  concerned and to his personal receipt  and not  otherwise, except  under the 

special authority in each case of Government . 

  The Government  servant  may, if he wishes, send the bill or cheque with a 

m essenger to the t reasury or the Bank, request ing that  the m oneys be paid to him  

and the m oneys shall then be handed over to the m essenger, but  only on the st r ict  

understanding that  Government  accept  no responsibilit ies whatever for any fraud or 

m isappropriat ion in respect  of any moneys, cheque or bill handed over to the 

m essenger.  

 (1)  I f a Government  servant  who draws a bill on the Treasury in respect  of a 

personal claim  signs a dist inct  endorsem ent  in favour of a specified well known Bank 

or Agent , paym ent  shall be m ade accordingly.  

  I n cases where the payee does not  find it  convenient  to receive paym ent  

personally, he should furnish a discharge on the bill in the proper form  (Form  No. 



M.F.C. 19-A)  before the bill is presented at  the Treasury. I n such cases the bill shall 

be returned to the person present ing it ,  and will be paid at  the Bank in accordance 

with the orders of the Treasury Officer, the Bank being responsible only for st r ict  

adherence to this order and for obtaining a proper discharge from  the payee/ endorse 

of the bill in addit ion to his signature at  the foot  of the bill.   

 (2)  A Governm ent  servant  or any other single person cannot  be const ituted an 

“Agent ”  under Art icle 86 for the purpose of the above rule.  

 (3)  The ruling in this Art icle applies to all payments, whether on account  of 

salary, t ravelling or other allowances, except  payment  of remunerat ion under Art icle 

17(b)  (10)  of K.F.C. which under the rules are m ade to Governm ent  servants on 

their personal accounts.  

 (4)  When the endorsement  on a bill is incomplete or irregular, the procedure 

laid down in Art icle 24 should be followed. When payment  is made by cheque, it  is 

not  correct  to disregard the endorsement  on the bill and issue a cheque in favour of 

the drawer.  

DRAW I NG OF SALARI ES 

 97. (a)  A Governm ent  servant  drawing salary for the first  t im e from  any 

t reasury, should present  with his salary bill,  a Last  Pay Cert ificate and a pay slip from  

the Audit  Office. I f he is a newly appointed Gazet ted Governm ent  servant  drawing 

his pay for the first  t ime pay slip should be at tached to his pay bill.   

  A fresh pay slip would also be necessary from  the Audit  Office whenever an 

officer is t ransferred from  one post  to another within the same stat ion involving 

change in designat ion or em olum ents.  

  Last  Pay Cert if icate should be issued by Treasury Officers to Gazet ted 

Officers, t ransferred outside the original stat ion without  any delay, to avoid hardship 

to officers.  

 (b)  I n the case of a Governm ent  servant  newly entertained in service, the 

payment  of his salary in accordance with inst ruct ions issued by the Audit  Office is 

subject  to the product ion of a cert if icate with the salary bill that  the Government  

servant  has subm it ted his proposals for insurance in the Karnataka Governm ent  

I nsurance Departm ent , or is cont r ibut ing to the General Provident  Fund due to his 

inabilit y to insure owing to overage or cert ified ill-health or that  he has been 

exem pted from  insuring his life. Whenever his pay is permanent ly increased he 

should cert ify that  he has subm it ted his proposal for further insurance or that  he is 

ineligible under the rules for such further insurance. The t reasury officer should see 

that  these cert ificates are invariably furnished. The above ruling does not  apply to a 

Governm ent  servant  appointed on probat ion as in his case insurance is opt ional.  

 

CONVEYANCE ALLOW ANCE  



 98. Government  servants should cert ify on the salary bills that  the conveyances 

m aintained, by them , viz., . . . . . . . . . . . . . . . . . . . . . . . . .  are in sound condit ion and actually in 

use.  

  Conveyance Allowance may be allowed to be drawn by a Governm ent  

servant , during periods when their conveyances are under repairs, for not  m ore than 

fifteen days at  a t im e or a m onth on the whole in any one official year.  

  When the claim  for conveyance allowance is based on the am ount  spent  and 

this is adm issible under a general or special order of Government , the following 

cert if icate should be furnished : -   

  “ I  cert ify that  I  have spent  not  less than the am ount  of conveyance 

allowance claimed in this bill towards conveyance charges in connect ion with 

Governm ent  work” .  

  A cert if icate from  the Cont rolling Officer in the following form  should be 

at tached to the salary bills for the month of January and July which include 

conveyance allowance: -   

  “Cert ified that  the conveyance allowance claimed in the salary bill for the 

m onth of January/ July on account  of Sri/ Sm t ./ Sriyuths.... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .   is in 

order and that  the condit ions at tached to its drawal have been fulfilled” .  

  The t reasury officers will not  accept  or honour the salary bills for the months 

January and July which include the conveyance allowance but  are not  accom panied 

with the requisite cert if icates.  

ALTERATI ON OF PAY 

 99. No Gazet ted Governm ent  servant  m ay draw an increased or a changed rate 

of pay, leave salary, fixed allowance, or any reward or honorarium  unless the bill on 

which he draws it  is either pre-audited by the Accountant  General, or is accom panied 

by a let ter of the Accountant  General, authorising the am ount  to be drawn. These 

let ters will be issued from  the Accountant  General’s office as soon as possible ;  but  

as delay may occur if the change is made near the end of a month, or if it  takes 

effect  from  a date which cannot , im m ediately be ascertained, or cannot  be fixed by a 

cert if icate of t ransfer of charge appended to the bill,  Government  servants shall,  in 

the case of pay, leave salary or fixed allowances, either draw their bills for not  more 

than old rates, or send their bills for pre-audit  to the Accountant  General, if they 

have not  received his let ter of authority.  

  Except ion: -  “Non- recurr ing Honoraria m ay be drawn by the Gazet ted Officer 

himself by present ing  bill in the Treasury in a simple receipt  form  on the authority of 

the sanct ion issued by the Com petent  authority, or a duly cert if ied copy thereof 

appended to the bill,  without  the authorisat ion of the Accountant  General, 

Karnataka” .  

  1[ Note.-  I n all cases of Training, the officer deputed for t raining can draw his 

pay and allowances on the basis of pay slip issued by the Accountant  General before 



his deputat ion, if it  is cert if ied that  the officer will cont inue in the same post  but  for 

his deputat ion. I n case where an officer deputed for t raining does not  discharge 

statutory dut ies and the handing over of cash or stores is not  involved and the total 

absence from  headquarters does not  exceed ten days, the handing over and taking 

over charge of the post  is also dispensed with.]   

LEAVE, PROMOTI ON, RFSERVATI ON, TRANSFER, ETC.  

 99-A. No Gazet ted Officer who has relinquished charge of a post  consequent  on his 

proceeding on leave, or on t raining or promot ion, reversion or t ransfer, shall draw 

any bill on account  of his pay, allowances, leave salary, etc., for any period beyond 

the date of m aking over charge without  a fresh authority from  the Accountant  

General:   

  Provided that  the provisions of this rule shall not  apply to cases of t ransfers 

within the same Audit  Circle and not  involving any change in designat ion or 

em olum ents of the officer concerned:   

  Provided further that  in cases where, on the expiry of leave, an officer is 

appointed to the same post  from  which he proceeded on leave, he shall draw bills for 

his pay and allowances from  the date of his assum pt ion of such charge on the basis 

of the authority of pay and allowances issued to him  by the Accountant  General, 

before his proceeding on leave and, if such authority has been superseded on the 

basis of such revised authority for pay and allowances.  

  Note 1.-  I n case any bill presented at  the t reasury includes claims for any 

period beyond the date of making over charge, the Treasury Officer should, instead 

of returning the bill for amendment , pass for payment  such port ions of the claim  as 

relates to the period up to the date and is otherwise  adm issible.  

  Note 2.-  I n the case referred to in the proviso to this Art icle, the t reasury 

from  which the officer concerned draws his claims, after t ransfer, shall commence 

m aking paym ents on the basis of the last  pay cert if icate issued by the Treasury 

Officer who last  disbursed the claims of the officer. For this purpose of the Treasury 

Officer issuing the last  pay cert if icate, should clearly indicate therein com plete 

inform at ion given in the uthority of the Accountant  General in his possession, 

part icularly the date, if any, up to which it  is effect ive.  

  1[ Note 3.-  I n cases where a Gazet ted Officer proceeds on leave for a period 

of 120 days, he m ay draw his leave salary and allowances, without  an authorisat ion 

from  the Accountant  General, from  the Treasury from  which he was drawing his pay 

immediately before proceeding on leave, by enclosing a copy of the sanct ion duly 

signed by the sanct ioning authority and the cert if icate of t ransfer charge. The 

correctness of the claim  shall be verified by the Treasury Officer with reference to 

the Pay slip/  Authorisat ion issued by the Accountant  General and with reference to 

the rules and orders governing leave salary and allowances . 2 [ xx] . A copy of the 

Cert ificate of Transfer Charge should also be sent  to the Accountant  General.  



 99-B. Advances to a Gazet ted Officer on t ransfer or on tour or of leave salary or 

for purposes of leave t ravel concessions  

3[ or Fest ival Advances to such an officer]  m ay be drawn from  the t reasury on the 

ordinary Pay Bill or Travelling Allowance Bill forms on the authority of the sanct ion or 

a duly cert if ied copy thereof appended to the Bill,  without  any previous authority 

from  the Accountant  General. As regards tem porary advances from  the Provident  

Fund, at tent ion is invited to Clause ( f)  of Art icle 325.  

No other personal advance can be paid to a Gazet ted Officer unless the paym ent  has 

first  been authorised by the Accountant  General or the claim  has been preaudited by 

him .  

  Note.-  Sanct ion to personal advances may, if preferred, be obtained in the 

form  of counter signature on the bill it self before it  is presented for encashment .  

TRANSFER OF OFFI CE  

 100. Every t ransfer of charge of a Gazet ted Governm ent  servant  proceeding on 

leave or on t ransfer or returning from leave ( irrespect ive of whether such a 

Government  servant  is in independent  charge of the office or at tached to an office as 

a general or an ext ra assistant )  should, without  fail be reported by post  on the same 

day to the Accountant  General in Form -19 or in Form  No.19-A as the case m ay be 

and in case of a Governm ent  servant  having independent  charge of a public t reasury, 

statem ents of the cash balance, of  the  stam p, ganja and  opium  stores and also of 

the bill forms in stock, should be prepared, signed by the Government  servant  taking 

charge and forwarded to the Accountant  General at  the sam e t im e. 

 (1)  This rule applies only to charges of Deputy Com m issioners and Tahsildars 

and not  to t ransfers of execut ive charge of the t reasury between their subordinates;  

in the lat ter case, the fact  of the t ransfer should sim ply be advised to the Accountant  

General.  

 (2)  Every Governm ent  servant  who is responsible for the adjustment  of 

advances and who is t ransferred to another office before fully account ing for the 

am ounts outstanding against  him  should leave for the informat ion and guidance of 

His successor, a memorandum clearly explaining the state of accounts of each item  

of advance and not ing the act ion to be taken for adjust ing the outstanding am ounts 

within the t im e allowed by the sanct ioning authority.   I f he does not  do so, his 

responsibilit y will not  cease and his successor may not  be held responsible in respect  

of the item s not  brought  to the lat ter ’s not ice.  

 (3)  A statem ent  of unadjusted advances and unremedied object ions should be 

given by the relieved to the relieving Governm ent  servant  in Form s 20 and 21 

respect ively.  

 (4)  Special at tent ion should be paid to the rule in this Art icle which requires 

reports of t ransfers of charge being despatched by post  on the sam e day on which 

the t ransfer of charge is m ade, as any delay in report ing the dates of handing over 

and receiving charge of Governm ent  servants on t ransfer from  one appointm ent  to 



another or when proceeding on leave causes inconvenience to the office of the 

Accountant  General in audit ing the pay bills of gazet ted Government  servants.  

 (5)  Copies of the report  of t ransfer of charge sent  to the Accountant  General, 

should, in future, be simultaneously sent  to the Treasury Officer and the Head of the 

Departm ent  concerned. 

  I n the copies of the reports sent  to the Accountant  General Karnataka, and 

the Head of the Departm ent , a cert ificate to the effect  that  “a copy of the report  of 

t ransfer of charge has been sent  to the Treasury Officer .. . . . . . . . . . . . . . . . . . .  

. . . . . . . . . . . . . . . . . . . .Treasury, on ... . .  should invariably be recorded hereon.  

 

                  TRAVELLI NG ALLOW ANCE 

 101. The claim  for t ravelling allowance of each gazet ted Governm ent  servant  

should be prepared separately and drawn in Form  No. 22 which provides for the 

necessary details being furnished.  

  Note 1.-  Claim s relat ing to t ransfer/ t ravel concessions should be preferred 

on separate bills. They should no be m ixed up with those relat ing to tour Travelling 

allowance  in any case.  

  Note 2.-  Ordinarily not  more than one bill will have to be preferred for the 

claims of a part icular month in respect  of a Gazet ted Government  servant . The bill 

should be countersigned by the Head of the Department  or the Cont rolling Officer 

before being presented for encashm ent  in cases in which such countersignature is 

required by rules.  

  Note 3.-  I nst ruct ions for the preparat ion of T.A. claims are detailed in Art icle 

138. 

PLACE OF PAYMENT  

 102. Unless ordered otherwise by Government , bills for pay and allowances are 

ordinarily payable at  the Treasury of the Stat ion in which the claim  arises.  

  For drawal of leave salary by a Government  employee, who signs his bills 

himself when claim ing leave salary in respect  of earned leave on average pay (other 

than leave preparatory to ret irement ) , the provisions of Art icle 96 will mutat is 

mutandis apply. I n the case of all other kinds of leave, such a Government  employee 

must  either appear in person at  the place of paym ent  or furnish a life cert ificate 

signed by a responsible Government  Officer or some other well known and 

t rustworthy person. I f he draws his leave salary through an authorised agent , the 

agent  must  furnish the life cert if icate aforesaid or execute a bond to refund 

overpaym ents under the provisions of Art icle 86.  

PAY TO GOVERNMENT SERVANTS I N  ENGLAND  

 103. I f pay be due in I ndia to a Government  servant  absent  in England, he m ust  

m ake his own arrangem ents to receive it  in I ndia.  



I NSPECTI NG OFFI CERS 

 104. When a Gazet ted Governm ent  servant , whose duty requires him  to t ravel 

about  or inspect ion, desires to receive payment  of his claims at  a place where he is 

on tour, he shall send his bill to the t reasury officer at  his headquarters duly 

receipted and stam ped, and endorsed as “Pay by Bank Draft ”  encashable at   

. . . . . . . . . . . . . . . . . . . . . . . . .  to be sent  by registered post . He shall also m ake an applicat ion to 

the t reasury officer, along with the bill inter alia specifying therein the address to 

Which the Bank Draft  m ay be sent  by the Treasury Officer. The Treasury Officer shall 

then arrange to send the Bank Draft  by registered post , the expenses incurred on 

postage ( including regist rat ion charges)  being t reated as normal expenditure on 

correspondence of the t reasury.  

 

CHAPTER VI I   

ESTABLI SHMENT  

SECTI ONS OF ESTABLI SHMENT  

 105. For the purposes of audit  and the preparat ion of pay bills, the Accountant  

General divides a non-gazet ted establishment , when necessary, into sect ions in 

consultat ion with the Head of the Department  or the office on the following 

principles:   

 (a)  The division should be uniform  throughout  the State for the sam e classes of 

establishm ent  ;   

 (b)  The division into sect ions in large offices should follow the actual working 

arrangem ents of the office ;   

 (c)  I n large offices where the members of the m inisterial services are arranged 

by classes and grades, such as Superintendent , First  Division Clerks and Second 

Division Clerks, each class or grade m ay form  a separate sect ion ;   

 (d)  An establishm ent  consist ing of a large num ber of subordinate Governm ent  

servants, such as school m asters, m ay be divided into sect ions according to the 

taluks or sub-divisions of a dist r ict  ;  

 (e)  Clerks, School m asters, etc., should not , except  in a small establishment , be 

com bined with the last  grade Governm ent  servants. Such subordinates should form  a 

separate sect ion, or sect ions unless they are very few ;  

 ( f)  I n preparing pay bills, absentee statem ents, annual returns of 

establishm ents, proposit ion statem ents, and other sim ilar documents, the ent r ies 

should be made in accordance with the sect ions arranged under the provisions of this 

Art icle.  

  Note 1.-  Parts of an establishm ent  under the sam e head of an account  which 

are charged for under different  m ajor heads should be t reated as separate 

establishm ents.   



  Note 2.-  The Accountant  General issues from  t im e to t im e a list  of the 

sect ions fixed by him  for each office and the ent r ies in pay bills, absentee 

statem ents, annual returns of establishments, proposit ion statem ents and other 

sim ilar documents should be made in accordance with the sect ions so prescribed.  

ANNUAL RETURNS OF ESTABLI SHMENT  

 106. The direct ions regarding the form , preparat ion and subm ission of the annual 

return of establishm ent  are contained in Appendix V.  

ALTERATI ON OF ESTABLI SHMENT  

 107. The Head of the Departm ent  or other authority concerned should scrut inise 

with the greatest  care every proposal for an addit ion to an establishm ent , whether 

perm anent  or tem porary, or for an increase in the em olum ents of an exist ing post . 

He should exam ine the financial implicat ions thoroughly, and should not  subm it  the 

proposal to the Government   unless he is sat isfied that  it  is essent ial.  

 108. The scale of pay proposed for a new post  whether tem porary or perm anent , 

should be the same t ime-scale as that  already in force for the posts of the sam e 

class or category, except  when a different  t im e-scale has been fixed for tem porary 

posts in a part icular department . When the new post  to be created will form  an 

addit ion to a cadre which is divided into grades, the pay of the post  should ordinarily 

be that  of the lowest  grade, if a higher rate of pay is proposed, the special reasons 

for proposing the higher rate should invariably be stated. I f there is no post  in 

existence sim ilar to the one proposed, the following principles should be observed in 

proposing a rate of pay for the new post  :   

 (1)  I f the post  is to be filled by a person not  already in Government  service, the 

pay proposed should be the m inimum necessary to secure the services of a person 

capable of discharging efficient ly the dut ies of the post .  

 (2)  I f the post  is to be filled by a person who is already a Government  servant , 

the pay proposed should be appropriate with reference to the nature and 

responsibilit y of the work to be done and the exist ing pay of Government  servants 

whose status is such that  they are considered likely to be suitable for select ion for 

the post .  

 (3)  I n determ ining the cost  of a schem e, allowances, whether fixed or variable, 

should be taken into account . When it  is impossible to determ ine in advance the 

exact  amount  of an allowance, it  will be sufficient  to include as accurate an est imate 

as possible of the am ount  required for this allowance.  

 (4)  I f the expenditure proposed is to be incurred in the current  year, the 

proposal should show clearly whether it  can be m et  within the grant  or appropriat ion 

for the year. I f the expenditure can be m et  by re-appropriat ion, a re-appropriat ion   

statem ent  in Form  22-A should also be subm it ted.  



 109. Every proposal to add to, or to m ake a change in an exist ing establishm ent  

should be explained fully in the communicat ion addressed to the authority com petent  

to sanct ion the proposal. The following informat ion should invariably be furnished :   

 ( i)  The reasons for considering the addit ion or the change Proposed to be 

necessary, 

 ( ii)  The present  cost  either of the sect ion or sect ions affected or of the total 

establishm ent , as the circum stances m ay require ;  

 ( iii)  The corresponding cost  after revision ;  and  

 ( iv)  The details of the num ber and pay of the posts, if any, which it  is proposed 

to add to the establishm ent  and of the num ber and pay of the posts, if any, of which 

it  is proposed to change the condit ions.  

 (1)  Governm ent  servants on provincial scale, e.g., Assistant  Surgeons, Police 

I nspectors, etc., const itute separate establishm ents by them selves and whenever 

any increase or decrease of their emoluments is proposed, the proposals should be 

for that  class of Governm ent  servants only and for the whole State without  the 

specificat ion of any other class of establishm ent  in any part icular dist r ict . The sam e 

procedure should be followed in regard to gazet ted Governm ent  servants.  

 (2)  I n the case of proposals which deal with the reorganisat ion of establishm ent , 

the Head of the Departm ent  subm it t ing the proposal should cert ify that  claim s of 

pension that  m ay arise in consequence of the reorganisat ion have been considered 

with reference to the provisions of Karnataka Service Rules, and should specify any 

cases in which the maximum pension ordinarily adm issible will be subject  to 

reduct ion under that  Art icle.  

  A proposal to add to or m odify an exist ing establishm ent  shall be 

accompanied by a proposit ion statement  in duplicate in Form  23, (1)  if it  involves a 

general revision of establishment , (2)  if it  cannot  be set  out  clearly without   

proposit ion statem ent , and (3)  when the scheme involves  recurr ing expenditure of 

Rs.6,000 per annum  or m ore.  

 110. No proposit ion statem ent  is required in the following cases :   

 ( i)  when the new schem e proposed involves no change in establishm ent  except  

the creat ion of a post  or posts the like of which does not  yet  exist .  

 ( ii)  when the proposal involves only the retent ion without  alterat ion of an 

exist ing tem porary establishm ent  for a further period;   

 ( iii)  When the proposal is solely for the grant  of a compensatory allowance, a 

special pay or personal pay to a member or members of an exist ing establishment , 

or solely for a change in the designat ion of an exist ing post .  

Where the proposit ion statem ents are not  required under the above rules, the 

proposals should dist inct ly indicate the ext ra cost  of Governm ent  including clearly 

the fixed and variable allowances at tached to the appointm ents.  



 111. The following inst ruct ions should be observed in preparing a proposit ion 

statem ent  :  

 ( i)  The statem ent  should relate st r ict ly to the sect ion or part  of the office 

affected by the proposals. No details or figures of total cost  should be furnished for 

the other parts or sect ions of the office;   

 ( ii)  The latest  order sanct ioning the exist ing establishment  should be quoted 

and not  any earlier orders on the subject ;  

 ( iii)  The I ncrease or decrease in cost  involved in the proposals should be Shown 

against  each post  or class or category of posts affected;   

 ( iv)  Grand totals should be given for the num ber of posts in and the total cost  of 

the several sect ions affected, both under the exist ing orders and according to the 

proposal m ade and also of the am ounts under “ increase or decrease per m onth” ;   

 (v)  Pay which is not  increm ental should be entered in the  column headed 

“Maximum ” ;   

 (vi)  I n the case of a tem porary establishm ent  the period for which it  is proposed 

that  it  should cont inue should be entered;   

 (vii)  When the pay of any post , exist ing or proposed r ises from  the m inimum to a 

maximum by periodical increments, the average m onthly cost  should be calculated 

according to the formulae given in Art icle 112 below and not  the actual cost  or the 

cost  in the first  year;   

 ( viii)  Fixed allowances should be entered in a proposit ion statement  but  not  

variable allowances, such as ordinary t ravelling allowance, informat ion in regard to 

which should be furnished separately in the com m unicat ion addressed to the 

authority com petent  to sanct ion the proposal.  

 112. The following rules should be followed in determ ining the average cost  of 

appointm ents on progressive ( t ime scale of pay)  pay:   

 I .  A t ime scale of pay raising to its maximum by five equal yearly increments is 

equivalent  to a fixed pay equal to the m inim um , plus two- thirds or if the 

appointment  is a m inisterial appointment , plus three- fourths of the difference 

between the m inimum and the m axim um .  

 I I .  When the increm ent  is annual or biennial and the period of r ise is above five 

years, the, following principles shall be followed:   

 (a)  I n the case of’ m inister ial appointm ents, value= m inim um + (3/ 4-x / 60)  of the 

difference between the m axim um  and the m inim um .  

 (b)  I n the case of other than m inister ial appointm ents, value= m inim um + (2/ 3-x 

/ 90)  of the difference between the m axim um  and the m initnum .  

  Here x represents the excess in the period of r ise in years over five years 

when the increm ent  is annual, or over four years, when the increm ent  is biennial.  



 I I I .  When the increm ent  is less than five years, the following method shall be 

applied:   

 (a)  I n the case of m inister ial appointm ents, value= m inim um + (3/ 4+ x / 20)  of 

the difference between the m axin,ium  and the m inim um .  

 (b)  I n the case of other than m inisterial appointments, value= m inimum+ (2/ 3+ x 

/  15)  of the difference between the maximum and the m inimum.  

  Here x represents the deficiency required to m ake up five years when the 

inerem ent  is annual and four years when the increm ent  is biennial.  

 113. No proposals for revision of establishm ents should be subm it ted after the 

close of the first  two quarters of the official year except  when called for by 

Governm ent .  

  Note.-  Verificat ion of the proposit ion statem ent  by the Accountant  General 

will be got  done in cases of very complicated establishments. The Accountant  

General will check only such proposit ion statements which have been forwarded to 

him  for verificat ion by Governm ent  in view of their  com plicated nature.  

  The work of verificat ion of the correctness of the facts regarding the ‘present  

establishm ent ’ is the funct ion of the execut ive authority, and if a sanct ioning 

authority is to exercise its funct ions sat isfactorily, he should maintain adequate 

records and stat ist ics of his own sanct ions and be in possession of a full picture of 

the present  establishm ent .  

  I n respect  of proposit ion statem ents not  sent  to the Accountant  General, 

Karnataka, for his verificat ion. they will be verified in the concerned Adm inist rat ive 

Secretariat . 

RULES  REGARDI NG TEMPORARY ESTABLI SHMENTS  

 114. The following addit ional rules should be observed as regards temporary 

establishm ents:   

 (1)  A clear dist inct ion should be maintained between temporary establishment  

charged to  the est im ate for a work and tem porary establishm ent  sanct ioned for 

general purposes and charged to the departm ental head ‘Establishm ent ’. The 

tem porary establishm ent  sanct ioned for general purposes of cont rol without  

reference to any special work should be regulated by sanct ioned scales as in the case 

of perm anent  establishm ents.  

 (2)  No tem porary establishm ent  should be cont inued in ant icipat ion of sanct ion 

and should there be a need for renewal of sanct ion, applicat ion should be subm it ted 

in t ime so as to reach Government  at  least  three m onths before the sanct ioned 

period expires. Government  servants who do not  dispense with tem porary 

establishments on the dates on which sanct ion expires will render themselves 

personally liable for the expenditure involved.  

 (3)  I n the absence of an express order specifying the period for which a 

temporary establishment  should be retained, it  should be considered to be 



term inated at  the end of February of the financial year in which the sanct ion was 

accorded. 

 PLACE OF PAYMENT  

 114-A. The claim s on account  of pay and allowances of the non-gazet ted personnel 

should be deemed to ar ise at  the stat ion where the drawing and disbursing officer, 

who draws the claim s, is stat ioned.  

MONTHLY BI LL  

 115. Form  24 shall be used for bills for the pay fixed allowances and leave 

salar ies of non-gazet ted Governm ent  servants drawn by the head of the office for 

disbursement  to them. Separate bills shall be prepared in each office for each of the 

following classes, if it  exists:   

 (a)  Perm anent  Establishm ent .  

 (b)  Tem porary Establishm ent . and  

 (c)  Governm ent  servants for whom  no establishm ent  returns   are subm it ted 

and no service books are maintained.  

 116. With the except ion ment ioned in Art icle 117 infra the name of every 

substant ive, officiat ing, or tem porary Governm ent  servant  on whose behalf a claim  is 

made and his post  shall be shown in colum n 2. Against  each tem porary post  the 

num ber and date of the order and the nam e of the authority sanct ioning it  and the 

nam e of authority which passed the order shall be entered. The rate of pay etc., 

claimed shall be shown against  each name in colum ns 3 to 8. I f the paym ent  of any 

claim  for the month to which the bill relates is postponed, it  shall not  be om it ted 

from  the bill,  but  the amount  of each claim  held over for future payment  shall be 

noted in red ink in the appropriate column and ignored while totaling the bill.  Column 

No. 8  shall be used to show the amount  actually drawn for each sect ion. Deduct ions 

m ade from  the pay of each incum bent  shall be shown in colum ns 9 to 13. When pay, 

etc., is claimed only for part  of a month, the number of days for which it  is claimed 

shall be entered against  the Government  servant ’s name. The part  of a bill relat ing 

to each sect ion shall be marked off in red ink. The com ponent  item s of an 

establishment  bill shall be checked and the total shown in the bill shall also be 

checked by adding up the items. I f the bill relates to a small establishment , the 

drawing officer shall either check it  himself or leave it  checked by a gazet ted 

Government  servant  under his orders, before he signs it .  I f the bill relates to a large 

establishment . The drawing officer shall ensure that  the whole bill is thoroughly 

checked by som e one other than the clerk who prepared it ,  and shall himself check a 

part  of the bill or arrange for a gazet ted Government  servant  to do so, before he 

signs it .   

 117. 1[ The nam es of the following categories of Government  Servants shall be 

om it ted from Pay Bills: -   

 1. Head Constables,  



 2. Constables, and  

 3. I ncum bents of posts carrying a fixed Pay not  exceeding Rs. 500 p.m . or on 

t im e Scales of pay, the m axim um  of which does not  exceed Rs. 500 p.m .]   

 (2)  I ncum bents of posts carrying a fixed pay not  exceeding Rs.150 per m onth or 

on t ime scales of pay the maximum of which does not  exceed Rs.150.  

  I n all such cases, a cert if icate in the following form  shall be furnished in the 

bill:   

  “Cert ified that  all persons whose nam es are om it ted from ,  but  whose pay 

has been drawn in this bill have actually been employed during the month, that  full 

details of the nam es of the persons concerned and the em olum ents drawn for them  

working up to the total included in this bill have been duly shown in the office copy 

and that  the em olum ents drawn are according to  the relevant  rules and orders.”   

  Note 1.-  The Drawing Officer shall have the office copy of each bill relat ing 

to these classes of Governm ent  servants prepared separately so as to show full 

details of names, leave etc. The total of this pay bill shall then be entered in the pay 

bill.  The drawing officer shall verify and sat isfy himself that  the grand total in the 

office copy of the bill agrees with the total amount  in the fair copy.  

  Note 2.-  Physical fitness cert if icates of such of the Governm ent  servants, as 

are not  required in the Accountant  General’s Office for purposes of audit , need not  be 

at tached to the establishment  pay bills sent  to his office for audit .   

  “Note 3.-  As regards claim s of Governm ent  servants referred to in this 

Art icle held over for future paym ent , the procedure prescribed in Art icle 116 shall 

apply” .  

 118. The claim s of Governm ent  servants whose names are om it ted from  the bills 

under Art icle 117 above should not  be lumped together but  entered as a single item  

in the bills. The bills in such cases should be shown separately the numbers on 

different  rates of pay or with different  designat ions. The claims for broken periods of 

a month and claims of persons on leave should also be shown separately, with 

part iculars regarding the kind and period of leave.  

 Note .-  The special at tent ion of all Drawing Officers is invited to the various 

cert if icates prescribed on the bill forms.  

 118-A. A Cert ificate from  the Cont rolling Officer in the following form  should be 

at tached to the pay bills for the months of January and July which include 

conveyance allowance:   

  “Cert ified that  the conveyance allowance claimed in the pay bill for the 

m onth of January/ July on account  of Sri/  Sm t ./ Sriyuths.... . . . . . . . . . . . . . . . . . . . . . . . . . . is in 

order and that  the condit ions at tached to its drawal have been fulfilled.”  



   The Deputy  Commissioner (Treasury Department )  will not  accept  or honour 

the pay bills for the months of January and July which include the conveyance 

allowance but  are not  accompanied  with the requisite cert if icates. 

  119. Fines imposed on Government  servants (wherever perm issible)  for ordinary 

neglect  of office duty are properly recoverable by stoppage from  pay and consequent  

short  drawings from  establishment  pay bills. 

ABSENTEE STATEMENT 

 120. The Drawing Officers shall ordinarily at tach an absentee statem ent  in Form  

25 to the monthly  establishment  pay bill if any person (other than the last  grade 

Governm ent  servants)  has been absent  during the m onth on leave (other than 

casual leave)  or deputat ion or suspension or without  leave or if a post  has been left  

vacant  substant ively whether or not  any Governm ent  servant  officiated in it .  When 

signing the absentee statem ent , the Drawing Officer shall see that  a diagonal line is 

drawn across the blank space, if any, below the last  ent ry.  

 (1)  When a Governm ent  servant  is absent  from  any cause, such as deputat ion, 

suspension or leave, or without  leave, the part iculars of the absence and the 

arrangem ents m ade in consequence should be shown under the appropriate heads in 

the absentee statem ent . When the Governm ent  servant  is on other duty or 

deputat ion, the nature of the duty or deputat ion with the num ber and date of the 

Governm ent  order sanct ioning the deputat ion, should be specified. I f the absence 

extends over a period of more than one m onth, the part iculars thereof and of the 

arrangem ents m ade in consequence should be repeated in the statem ent  for each 

m onth. When an extension of leave is granted, the fact  should be stated in the 

colum n for rem arks.  

 (2)  Each chain of arrangem ents consequent  on each absence should be 

separated from  others by a line ruled across the absentee statem ent  after the nam e 

of the last  act ing Governm ent  servant .  

 (3)  I f any Governm ent  servant  is absent  on casual leave he does not  forfeit  any 

part  of his pay for the period of his absence, and he should not  be reckoned as on 

leave. His name should not  be included in the absentee statem ent , nor his absence 

noted in his service book.  

 (4)  When any Governm ent  servant  is granted leave who during the period of 

duty,    immediately  preceding the leave, which is taken into account  for the 

calculat ion of leave granted to him  served under a Local Fund, separate report  

should be m ade in the following form : -   

  A.B. (absent  on.... . . . . . . . . . . . . . . . . . . . . . . . .)  has during his service, im m ediately 

preceding the date on which he availed him self of.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  which is 

taken into account  for the calculat ion of leave granted to him , been em ployed -   



 1. I n an office paid from  the State Revenues from  the   . . . . . . . . . . . . . . . . . . . . . . . . . . . . to 

the.... . . . . . . . . . . . . . . . . . . . . . . .dur ing which he drew an aggregate salary of 

Rs.... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .   

 2. I n an office paid from a Local Fund from  the ... . . . . . . . . . . . . . . . . . . . . . . . . . . to 

the.... . . . . . . . . . . . . . . . . . . . . . . . . . . .  dur ing which he drew an aggregate salary of 

Rs.... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

  A.B’s.  allowance during the leave are to be charged to  Local Fund                 

. . .  Rs.         a m onth 

  121. (1)  Establishm ents borne on a ‘Provincial Scale’ are those for which a 

consolidated sanct ion is accorded for the State as a whole without  reference to the 

requirements of each office. Heads of Departments will,  therefore, have discret ion to 

dist r ibute the posts to the several offices according to the exigencies of service. 

Posts carrying different  grades of pay, should also be regarded as borne on 

amalgamated ‘Provincial Scales’ as Heads of Departments have discret ion to fill up 

the posts from  any one of the sanct ioned grades.  

 (2)  As audit  in respect  of the establishm ents on a ‘Provincial Scale’ is conducted 

separately from  that  of posts borne on ‘Office Scales’ pay and allowances of these 

establishments should be drawn in separate establishment  bills and should not  be 

included in the bills of other office establishments. A consolidated Absentee  

Statem ent  should also be furnished to  the Accountant  General’s Office m onthly by 

the Head of the Departm ent , not  later than the 15th of the m onth following the 

m onths to which it  relates. 

 (3)  The Drawing Officers should furnish necessary informat ion to the Head of 

the Departm ent  in sufficient  t im e to enable him  to prepare the consolidated Absentee 

Statem ent  and sent  it  to the Accountant  General’s Office before the due date.  

 121-A. (1)  When leave salary based on average pay is drawn in a bill for a 

Government  servant , the bill in which it  is first  drawn shall be accompanied by a 

statem ent  in Form  26 at tested by the Drawing Officer showing the calculat ion by 

which the am ount  drawn on account  of leave salary has been deducted. I f the 

calculat ion is based on pay drawn outside the Governm ent  servant ’s substant ive 

sect ion or office, a reference to the bills in, or the office from , which such pay was 

drawn shall be given in the statem ent .  

 (2)  I f leave salary is based on actual pay and not  on average pay, the Drawing 

Officer shall at tach to the bill a cert ificate in one of the following forms : -   

 ( i)  I f the absentee is ent it led to leave under the Karnataka Leave Rules, 1957:   

  “That  the leave salary is based on the pay of a perm anent  post  held 

substant ively by the absentee at  the t im e of taking leave” .  

 ( ii)  I n all other cases : -   

  “That  the  leave salary claimed is adm issible under (a) . (a)  The rule  under 

which the leave salary has been claimed should be specified here” .  



 

 121-B. A cert ificate to the effect  that  the Government  servant  on leave preparatory 

to ret irement , or refused leave under Rule 11 of Karnataka Civil Service Rules, 1958, 

or any other corresponding rule, or such other leave, on the expiry of which he is not  

expected to return to duty, was not  em ployed under Governm ent   Local Fund or a 

private employer during the period of such leave, should be recorded by the Drawing 

Officer on the bill in which leave salary for such a  Government  servant  is drawn 

after obtaining from  him  declarat ion regarding non-em ploym ent .  

 122. The Head of an Office need not  at tach an Absentee Statem ent  it  Form  25 to 

his monthly establishment  pay bill so far as it  relates to any establishment , the scale 

of which is fixed for the State. I n those cases, however which the power to sanct ion 

leave and officiat ing arrangem ents within the office in consequence thereof has been 

delegated to heads of offices within the prescribed lim its, the requisite Absentee 

Statement  shall be furnished by them along with the pay bills and such vacancies 

and arrangements will be included in the consolidated Absentee Statement  to be 

furnished by the cont rolling authority.  

 123. All permanent  events such as deaths, ret irem ents, perm anent  t ransfers and 

first  appointm ents, which find no place in the increment  cert ificate or absentee 

Statement  shall be recorded in the remarks column of the pay bill.  I n the case of 

establishm ents on progressive pay, statement  of substant ive changes in Form  27-A  

( in - the case of Governm ent  servants other than those referred to in Art icle 117 and 

Form  27-B ( in the case of Government  servants whose names do not  appear in bills)  

shall accompany the pay bill.   

  Note .-  A cert if icate to the following effect  shall also be recorded in the pay 

bills.  

 

  “Cert ified that  all Government  servants referred to in Art icle 117 for whom 

increments have been claimed in the bill have rendered the required period of 

approved service ent it ling them to the increased pay drawn in the bill” .   

 124. When the nam e of a Governm ent  servant  appointed perm anent ly or on 

probat ion to a post  appears for the first  t ime in the pay bill of an establishment , the 

previous post  in the Government  service, if any, held by him  shall be stated and a 

Last  Pay Cert ificate at tached showing the  date of handing over charge, advances 

outstanding, etc. I n the case of new appointm ents, the num ber and date of sanct ion 

creat ing the new appointment  shall be quoted in the bill in which pay is drawn for the 

first  t im e. 

   Note 1.-  No appointment  in any office will be accepted by the Audit  Office or 

the Treasury unless the first  ent ry of the new name in the pay bill is supported by a 

cert if icate that  the rules rendered the  required period of approved service ent it ling 

them  to Governm ent  service have been observed.  



  Note 2.-  I f a pensioner is re-employed the fact  should be stated in the bill 

(along with details regarding pay drawn at  the t im e of ret irem ent , pension and 

pension equivalent  of Death-cum -ret irem ent  Gratuity) .  

I NCREMENTS  

 125. When a periodical increment  is claim ed on behalf of a Governm ent  servant  

in an establishment  pay bill,  an increment  cert if icate I n Form  28 shall be at tached to 

the bill except  in the case of those referred to in Art icle 117. The increment  

cert if icate in respect  of the Drawing Officer (non-gazet ted)  will be passed by the next  

higher authority.  

  When an increment  is due to a Governm ent  servant , otherwise than for 

having been the incum bent  of a specified post  ( less periods not  count ing for 

increments as shown in the tabular port ion of the cert if icate)  an explanatory 

memorandum showing briefly and clearly the grounds on which the increm ents is 

clar ified shall be at tached to the increment  cert if icate. 

   Note.-  Office copies of all increment  cert ificate including those referred to in 

Art icle 117, shall be kept  for record and at tached to the office copies of pay bill 

retained by the disbursing officer. 

  126. Deleted.  

 127. Where an increment  claimed operates to carry a Governm ent  servant  over 

an efficiency bar, the claim  shall not  be paid unless it  is supported by a declarat ion 

from  the com petent  authority that  it  has sat isfied itself that  the character and 

efficiency of the Governm ent  servant  concerned are such that  he is fit  to cross the 

bar. I n order to prevent  the crossing of an efficiency bar becom ing a mere mat ter of 

form  it  is imperat ive that  every case shall be carefully scrut inised by the sanct ioning 

authority before signing the declarat ion prescribed above.  

SANCTI ON OF ESTABLI SHMENTS, ETC.  

 128. (1)  The Financial Powers of the various Heads of Departments are given in 

the Book of Financial Powers. Officers appointed to be in charge of the current  dut ies 

of a post  shall be competent  to exercise all adm inist rat ive, and financial powers 

vested in the regular incumbent  of that  post . Such an Officer should not  however 

modify or overrule the orders already passed by the regular incum bent  of the post , 

except  in an em ergency, without  obtaining the orders of the next  higher authority.  

 (2)  The powers delegated to officers subordinate to Heads of Departments are 

contained in the Departm ental Manual or standing orders.  

TRANSFERS 

 129. The ent ire salary for the m onth in which a t ransfer has been m ade shall be 

drawn on the bill of the establishment  to which the Government  servant  is 

t ransferred, after the close of the m onth, at taching thereto the requisite Last  Pay 

Cert ificate, and not  in several bills as for example, one for the salary due from the 

first  of the m onth to the date on which the Governm ent  servant  m akes over charge 



in the establishment  from  which he is t ransferred, another for the period of joining 

t im e, and a third from  the date on which he joins the appointm ent  in the 

establishm ent  to which he is t ransferred to the end of the m onth.  

  Note.-  The pay of a person, t ransferred from  one Local Fund or Municipality 

to another or to a different  Audit  Circle, up to the date of his t ransfer, shall be drawn 

on a supplemental bill of the office from  which he is t ransferred, and disbursed to 

him . His pay for the period of joining t ime and for the rest  of the m onth shall be 

drawn in the pay bill of the establishment  to which he is t ransferred. I n respect  of 

Governm ent  servants t ransferred to Local Funds the joining t ime allowance and 

t ravelling allowance for the forward and return journey shall be borne by the Local 

Body concerned.  

 130. (a)  Transfer of Governm ent  servants from  one departm ent  to another 

without  a form al change or t ransfer of appointm ents thereby necessitat ing their pay 

and t ravelling allowances being debited to the department  to which they belong but  

in which they are not  working is not  regular and shall not  be made.  

 (b)  I n the case of a candidate who is t ransferred from  one departm ent  to 

another in the exigencies of service or other circum stances by a com petent  

authority, his lien may be retained in the former department  and he may also be 

granted other benefits under the Karnataka Civil Service Rules;  but  in the case of a 

candidate who leaves one department  and joins another as a fresh recruit  in 

accordance with the rule of recruitm ent  cannot  be dealt  with on the sam e foot ing, 

nor can it  be t reated as one of t ransfer, as he elects. to take up the new 

appointm ent  offered in the lat ter departm ent  of his own accord and in his own 

interest .  

  Note.-  I n cases where local candidates in the Departm ents of Governm ent  

are regularly appointed in other departments, last  pay cert ificates may also be  

issued even though the t ransfer is not  in the public interest .  

 131. The Head of an office is not  at  liberty to readjust  the salary of a Governm ent  

servant  by giving one Governm ent  servant  m ore and another less than the 

sanct ioned pay of his post , nor m ay dist r ibute the pay of an absentee otherwise than 

as provided in the Karnataka Service Rules.  But  in the case of departments or 

establishments divided into grades, there is no object ion to an excess appointm ent  

being made in a lower grade on an interim  basis, against  a vacancy left  unfilled in a 

higher grade. This liberty m ust , however, not  be used for the purpose of increasing 

the num erical st rength of an office. For each vacancy in a higher grade, only one 

ext ra appointment  in a lower grade is adm issible. This rule is applicable to m inisterial 

establishm ents also.  

 

 

ARREAR BI LLS  



 132. Arrear pay shall be drawn on a separate pay bill and not  in the original 

monthly pay bill.  The amount  of arrears claimed for each month shall be entered 

separately in the  bill furnishing reference to the bill in which the amount  was 

om it ted or withheld, or in which it  was recovered by deduct ion, if the claim  relates to 

an allowance or special pay newly sanct ioned, the name of the authority which 

sanct ioned it  and the num ber and date of the order sanct ioning it  shall be entered in 

the bill.  Arrear bills may be presented at  any t ime subject  to the condit ions 

prescribed (see Art icles 18 and 19)  and may include as many items as are 

necessary. The drawing officer shall cert ify in every arrear bill that  no part  of the 

amount  claimed has been drawn previously. Only one bill is sufficient  for all arrear 

claim s of different  m onths which are drawn at  the sam e t im e,  part iculars of claim s 

of different  months,  being however, shown separately in the bill.   

 (1)  As the monthly bill should include the full claim  for the month, whether 

drawn or not , no subsequent  claim  preferred in an arrear bill which is not  covered by 

the amount  thus shown as undrawn in the original monthly bill or by an amount  

refunded into the t reasury or by a fine which has been rem it ted, will be paid without  

full explanat ion of the circum stances under which it  was om it ted from  the m onthly 

bill.   

 (2)  For drawing the am ount  of a fine recovered by short  drawing from  the pay 

of a Governm ent  servant , no other authority than the order rem it t ing the fine is 

necessary.  

 133. All supplemental claims should be verified thoroughly by the Drawing 

Officers. Such claims should invariably be noted in the original Acquit tance Rolls filed 

in their offices and a cert if icate in the following form  shall be recorded by them, in 

addit ion to the non-paym ent  cert if icate prescribed above, in all supplemental pay 

bills:   

  ‘Cert ified that  the supplemental claims preferred above have been verified 

with reference to the acquit tance rolls for the concerned m onths filed in this 

Office/ the concerned Offices and also that  they have been noted against  the ent r ies 

shown therein as withheld or om it ted.’  

  Supplemental pay bills without  the above cert if icates recorded thereon by 

the Drawing Officers will not  be paid at  the t reasuries when presented for payment .  

  A note of the arrear bill should invariably be made in the office copy of the 

bills for the period to which the claim  pertains over the dated iniit ials of the drawer 

to the arrear bill,   in order to avoid the r isk of the arrears being claimed over again.  

  1[ Note 1.-  A “due and Drawn Statem ent ”  in respect  of arrears of pay and 

allowances of a Government  servant  shall be prepared by the drawing and disbursing 

officers of the office in which the Governm ent  servant  is current ly working and refer 

it  to the earlier office(s) / parent  Office as the case m ay be for verificat ion of the 

claim . The lat ter office after making necessary ent r ies in their records ( i.e., in the 

office copies of the bills)  return it  to the concerned drawing officer with a cert if icate 



that  the arrears relat ing to the Governm ent  servant  have been noted in the relevant  

office copies of the bills. On receipt  of the “Due and Drawn Statement ”  duly verified 

by the earlier/ parent  Office, the drawing and disbursing officer may prefer the arrear 

claim s of the Governm ent  servant  in the proper forms recording the cert ificate as 

required in Art icle 132, draw the bills from  the Treasury and disburse the arrears to 

him  on proper acquit tance.  

  The expenditure in this behalf may be debited to the budget  provisions of his 

office.  

  Note 2.-  The claim s relat ing to tour/ t ransfer/ t ravel concession from  one 

office to another office and in respect  of whom last  pay cert if icates have been issued, 

should not  be drawn by the office from  which these officials have been t ransferred, 

even though bills for their arrears may have to be prepared by that  office. Such bills 

should be encashed and disbursed only by the officer under whom  these Governm ent  

servants are actually working at  the t im e of disbursem ent .  

SERVI CE BOOKS 

 134. Special at tent ion is drawn to the rules regarding service books contained in 

the Karnataka Service Rules. The service book is a contemporary record in m inute 

details of the official career of a Government  servant  and every ent ry in it  shall be 

at tested by the Head of the Office each t im e an ent ry becom es necessary due to 

orders passed by him  or any higher authority. Non-pensionable service should be 

dist inct ly shown as such in colum n 2 of the service books.  

 135. Service books shall be kept  in the custody of the Head of the Office. When a 

Governm ent  servant  is t ransferred to another office, his service book shall be sent  to 

the Head of the Office to which he is t ransferred and not  made over to him  nor shall 

it  be given to him  when proceeding on leave. When non-gazet ted Governm ent  

servants are officiat ing in gazet ted appointments, their service books shall be kept  

by the head of the office to which each such Governm ent  servant  perm anent ly 

belongs but  when they are confirm ed in such appointm ents their service books shall 

be sent  to the office of the Accountant  General for record.  

 136. Deleted.  

TRAVELLI NG ALLOW ANCE 

 137. Travelling allowance of establishments, other than perm anent  or fixed 

allowances, shall be drawn in Form  29 set t ing forth the details of the journeys and 

explaining any divergence from  the recognised route;  ordinarily not  m ore than one 

bill will have to be preferred for the claims of a part icular month in respect  of a 

Government  servant . The bill should be countersigned by the Head of the 

Department  or Cont rolling Officer before being presented for encashment  in cases in 

which such countersignature is required by the rules. When actual expenses are 

drawn under the rules, details therefor should invariably be furnished in the 

t ravelling allowance bill;  the t ravelling allowance bill will be encashed at  the t reasury 



in which the pay bill of the establishment  is encashed and the amounts dist r ibuted as 

in the case of establishments bills.  

 (1)  The Government  servant  countersigning t ravelling allowance bills will 

maintain a register in Form  30 in which he will note the bills he countersigns.  

 (2)  Travelling allowance bills of subordinate Government  servants shall be  

prepared and passed through in all their stages as expedit iously as possible, and 

when they are delayed either in the office where such bills are prepared or in the 

office where bills are received for countersignature for more than a month, a note of 

explanat ion shall be added on the bills.  

 (3)  The drawing officers shall prepare separate t ravelling allowance bills in 

respect  of the non-gazet ted Governm ent  servants, whose pay exceeds Rs. 200 per 

m ensem .  

  Note.-  The claim s relat ing to tour/ t ransfer/ t ravel concession should be 

preferred on separate bills and should not  be m ixed up in one bill.   

 138. The rules of procedure regarding the preparat ion of Travelling Allowance bills 

are given in the Karnataka Service Rules. To facilitate audit  and rninim ise 

correspondence, at tent ion is invited to the following points:   

 (1)  The hours at  which a journey began and ended should always be noted.  

 (2)  A cert if icate should always be inserted in the case of a non-gazet ted 

Governm ent  servant  other than execut ive m aking a road journey which does not  

exceed twenty m iles to the effect  that  he was ordered to t ravel by public or hired 

conveyance.  

 (3)  Whenever m ileage is claimed for a journey which can be perform ed by rail,  

or part ly by rail and part ly by road, the claims should be accompanied by an 

explanat ion duly accepted by the cont rolling or countersigning officer that  the road 

journey, was made in the interest  of public service for purposes of inspect ion or for 

other causes which should be clearly stated. This concession is to be granted for the 

forward journey only.  

 (4)  Claims on account  of t ravelling allowance of Government  servants 

sum m oned to give evidence m ust  be supported by cert if icate from  Courts in the 

prescribed form  as specified in the Karnataka Service Rules.  

 (5)  Such of the printed cert if icates in the bill as are not  necessary should be 

scored through, and those retained should each be at tested with the init ials of the 

drawer of the bill.   

 (6)  Purpose of journey should be specifically stated.  

 (7)  Number of m iles t ravelled by road whether independent ly or in cont inuat ion 

of railway journey should always be entered in column 13 of the bill.   



 (8)  Travelling allowance should not  be claimed for journeys within a radius of 

five m iles from  headquarters, nor can this distance be added on to a journey beyond 

it  perform ed the sam e day.  

 (9)  Mileage should not  be drawn for Gazet ted Officers and non-gazet ted 

execut ive establishm ents for m arches of not  m ore than twenty m iles.  

 (10)  When m ileage is claimed for the last  grade Governm ent  servants, the reason 

for not  providing them  with seats  in carts engaged at  Governm ent  cost  should be 

given.  

 (11)  When Governm ent  servants are t ransferred, the period of t ransfer to the 

new place should invariably be stated and the pay drawn by them  before and after 

the t ransfer specified.  I t  should also be clearly noted whether the t ransfer is in the 

interests of public service or otherwise. I n case of reversions, the cause of such 

reversion should be specified.  

 (12)  Fract ions of a m ile in the total of a complete journey performed by a person 

should be om it ted and not  added on to the fract ion of a m ile due to another 

com plete journey in the sam e m onth.  

 (13)  Halts for m ore than ten days m ade at  a place should always be supported by 

the sanct ion of the Heads of Departm ents specified in the Karnataka Service Rules.  

 (14)  When the first  item  in a t ravelling allowance bill is a halt , .  the date of 

commencement  of halt  should invariably be stated.  

 (15)  The following cert if icates should be furnished on the Leave Travel 

Concession bills by the officers concerned as indicated below with a view to sat isfy 

that  the condit ions laid down in the Karnataka Civil Service Rules have been fulfilled.  

CERTI FI CATE FOR CLAI MI NG TRAVEL CONCESSI ON FOR   HOME VI SI T 

  Cert ified -   

 (1)  That  I  and / or m y fam ily members t ravelled in .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .class, 

Vide Ticket  Nos.... . . . . . . . . . . . . . . . . . . . . . . . .  for the outward journey and 

Nos.... . . . . . . . . . . . . . . . . for the return journey.  

 (2)  That  I  have rendered a cont inuous service for not  less than one year on the 

date of perform ing the journey.    

 (3)  That  I  have already subm it ted m y declarat ion to the effect  that  m y hom e 

town is... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

 (4)  That  I  have not  subm it ted any other claim  so far, for the leave t ravel 

concession in respect  of m yself and/ or my fam ily members in respect  of the block of 

two years 19.... . . . . . . . . . . . .   and 19 ... . . . . . . . . . . . . . . . . . . . . . . .  

 (5)  That  I  have already drawn T.A. for the leave Travel Concession in respect  of 

a journey perform ed by m e/ m y wife with .. . . . . . . . . . . . . . . . . . . . . . . . . .  children. This claim  is 

in respect  of the Journey perform ed by m y wife/ myself with... . . . . . . . . . . . . . . . . . . . . . . . . . . .                     

children, none of whom t ravelled with the party on the earlier occasion.  



 (6)  That  the journey has been perform ed by m e/ m y wife with children to the 

declared hom e town viz... . . . . . . . . . . . . . . . . . . . . .  

 (7)  That  m y husband/ wife/ is not  em ployed in Government  service and that  the 

concession has not  been availed of by him /  her separately for him self/ herself or for 

any of the fam ily m em bers for   the concerned block of two years.  

 “ (7)  (a)  Cert ified that  my fam ily members, in respect  of whom the  concession is 

claim ed, are wholly dependent  on m e” .  

 (8)  That  before t ransfer journey I  had been to hom e- town on.... . . . . . . . . . . . . . . . .  

leave exceeding/ not  exceeding 4 m onths and proceeded there from  to new stat ion.  

 (9)  That  I  have been to hom e- town on               . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  leave 

from  tour stat ion/ headquarters and there from  proceeded to headquarters/ tour 

stat ion.  

  

    Signature.... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

    Designat ion ... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

 

  Cert ified that  the cert if icates No.2 and 3 tally with the ent r ies made in the 

Service Book of Shri. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .                      as recorded. The paym ent  

of t ravel concession is sanct ioned in Order No.... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

  Cert ified that  the.... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  leave applied for from  

.... . . . . . . . . . . . . . . .  to  . . . . . . . . . . . . .  was refused in the interest  of Public Service and that  the 

official was informed in writ ing that  no leave could be granted to him  at  any t ime in 

the calendar year in the exigencies of public service.  

  Necessary ent r ies as required by Rule 551 of K.C.S.Rs., have         been          

made          in       the Service           Book   of       Shri/ Smt  

.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

 

    Head of Office/ Cont rolling Officer.  

 

  Cert if ied that  the claims are in accordance with the provisions of Rules Nos. 

549 and 550 of K.C.S.Rs.  

 

    Drawing Officer/ Cont rolling Officer. 

 

  Note.-  Port ion not  relevant  should be scored out . 

 

DEARNESS  ALLOW ANCE  



 139. The rules regarding the grant  of Dearness Allowance to Government  

servants on account  of increase in the cost  of liv ing are detailed in Appendix VI .  

 

CHAPTER VI I I  

CONTI NGENCI ES 

 140. The rules relat ing to cont ingent   charges are detailed in the Manual of 

Cont ingent  Expenditure separately issued.  

 

                          

CHAPTER I X 

MI SCELLANEOUS CHARGES 

TERM DEFI NED 

  141. The term s “Miscellaneous Charges”  used in this Code means all expenditure 

other than those falling under pay and allowances, cont ingencies and works. Except  

where authorised by the rules in this Chapter and the Book of Financial Powers or 

other authorised Codes or by any general or special orders of Government , no 

m iscellaneous expenditure of any kind m ay be incurred by any Governm ent  servant  

without  the specific sanct ion of Governm ent  or the authority to whom  the 

Governm ent  have delegated the power to sanct ion such expenditure. I n the case of 

payments for which no specific forms have been prescribed, the claims should be 

preferred in Form  3. 

REFUNDS  

 142. The Powers of the Heads of Departm ents in the m at ter of sanct ioning the 

several kinds of refunds and the special procedure for refunds of certain item s of 

revenue are given in the Book of Financial powers. I n cases not  provided for therein, 

sanct ion of Governm ent  is necessary.  

  1[ Note 1.-  Heads of Departm ents, Dist r ict  and other Officers  exercise full 

powers to sanct ion refunds of revenue. Joint  Director/ Cont rolling Officers  and 

Deputy Director of Agriculture m ay sanct ion refund of revenue upto Rs. 5,000 in 

each case. Superintendent  Engineers m ay sanct ion refunds of revenue upto Rs. 

2.000 in each case.  

  Note 2.-  Heads of Departments, joint  Directors / Cont rolling Officers exercise 

full powers to sanct ion refund of wrong or excess credits and Dist r ict  and other 

Officers m ay sanct ion refund of wrong or excess credits upto Rs.500 in each case.]   

 143. 1[ (a)  Every refund shall be noted against  the or iginal ent ry in the 

departmental accounts, Where all receipts   are entered in detail.  The voucher for 

refunds in Form  31 provides for a cert ificate of such a note to be m ade by the 

authority competent  to refund the amount  under his signature and he will also cert ify 

in the refund order that  the refund has been noted against  the original receipt  ent ry 



in the departmental account  under his init ials. He will also be responsible to see that  

no refund regarding the sum  noted in the refund order has been previously granted;   

 (b)  The departm ental officers while issuing the refund orders should 

simultaneously issue an advice in the form  No. 31-AA in duplicate to the 

Bank/ Treasury on which the refund order is issued for paym ent , so that  the Bank 

m ay m ake paym ent  when such order is presented by the concerned party. The 

advice will be prepared in t r iplicate. One copy will be retained in  the  office of the 

Refunding Authority and two copies will be sent  to the Bank/ Treasury. The 

Bank/ Treasury will return one copy of the advice to the Departmental Officer after 

not ing the date of paym ent  on the advice;   

 (c)  The Com petent  Departm ental refunding authority should also send to the 

concerned Bank/ Treasury his specimen signature duly at tested by an Officer whose 

signature is already lodged with the Bank/ Treasury.  

 (d)  The am ount  of refund should be classified under the concerned “Revenue 

Head”  “Deduct  Refund”  and the debits will be included by the Bank in the payment  

scroll.   

  Note 1.-  Refund of Tax Revenue such as Sales Tax. Motor Vehicles Tax etc., 

shall be as per Forms, procedures and provisions prescribed in the respect ive Acts.  

  Note 2.-  The refunds, of sales tax are arranged by the Commercial Tax 

Officers or the Assistant  Com m ercial Tax Officers by refund orders on the t reasury. 

I n the case of Bank t reasuries such orders are issued on the bank direct . Advices of 

such orders will be prepared, in t r iplicate, in form  No. KFC 31 -A, in respect  of each 

refund order, one for retent ion in the Office of the Commercial Tax Officers or the 

Assistant  Com m ercial Tax Officers concerned and the other two for t ransm ission to 

the Treasury/  Bank of which one will be returned by the Treasury/ Bank to the 

Commercial Tax Officer or the Assistant  Com m ercial Tax Officer with the date of 

paym ent  noted thereon.  

  The Commercial Tax Officers or the Assistant  Commercial Tax Officers will 

int im ate to the Treasury/ Bank, from  t im e to t im e, the designat ion of the Officers 

authorised to issue such refund orders and the num bers of the Refund Order Books 

that  are brought  into use by them .  

  Note 3.-  Refunds of loan am ounts recovered in excess are also governed by 

the provisions of this Art icle.  

  1[ Note 4.-  Refund of Court  fee ordered by the Court  shall be as per form , 

procedures and provisions prescribed in Court  Fee and Suits Valuat ion Act  and Rules 

and the refund need not  be noted against  the or iginal credit .  

 144. (a)  Refund bills m ay be presented for paym ent  at  the t reasuries which 

received the amounts originally. Such bills when presented for payment  should have 

recorded on them the original orders of the authority sanct ioning the refund or have 

at tached to them  duly authent icated copies of the orders sanct ioning of refund:   



 (b)  I n the case of refunds sanct ioned by Government , it  will be enough if an 

endorsem ent  not ing the num ber and date of the Government  order is made on the 

bill it self and at tested by the departmental countersigning authority concerned.  

 (c)  As regards refunds of exam inat ion fees, a cert ificate should be endorsed on 

the original receipt  by the Deputy Secretary, Karnataka Public Service Commission, 

specifying the am ount  to be refunded and the receipt  returned to the party for 

presentat ion at  the Treasury in which the amount  was originally credited.  

  Note 1.-  As a precaut ion against  double refunds of Land Revenue or other 

receipts, the am ount  and the date of each refund should be noted by the Treasury 

Officer against  the original item  of credit  in the Treasury Receipt  Register.  

  Note 2.-  I n paying refund bills, the Treasury Officer should see that  the 

cert if icate of note of refund in departmental accounts is recorded on bills before they 

are encashed.  

 144-A. Unless otherwise provided by any law or rule or departmental regulat ion, an 

order for refund of revenue shall remain in force 1[ for a period of 3 m onths after  the 

m onth of issue] , and no paym ent  shall be m ade on its authority thereafter unless, it  

is got  revalidated by the sanct ioning authority.  

  1[ Note.-  The provisions of this Art icle are also applicable to the refund 

cheques issued by the Courts.  

REFUND BY MONEY RODER  

 145. Refunds of sale am ounts deposited by auct ion purchasers, in respect  of 

revenue sales for arrears of land revenue, m ay be m ade, when such sales are 

subsequent ly cancelled, by Postal Money Order ,  if the party claim ing the refund 

furnishes his acquit tance (stam ped whenever necessary, on the sanct ioned refund 

bill not ing therein “Contents Received. Please rem it  the amount  by money order” .  

 146. The Treasury Officer will thereafter draw the am ount  from  the Treasury and 

rem it  it  by Money Order at  the cost  of the party and he will cause the postal receipts 

to be pasted securely to the refund voucher.  

  Note 1.-  When a Money Order is issued, the purpose of the rem it tance 

should be briefly stated by the Treasury in the acknowledgement  port ion of the 

m oney order form  in  cont inuat ion of the printed ent ry “Received the sum specified 

on the reverse on,”  sufficient  space being left  below the m anuscript  ent ry thus m ade, 

for the signature or thum b impression of the payee.  

  Note 2.-  On receipt  of the Money Order acknowledgem ent  duly signed by the 

payee, it  should be at tached to the refund voucher, in which the full am ount  of the 

refund and the deduct ion m ade therefrom  on account  of the Money Order 

commission should be clearly shown;  the voucher will then be disposed of in the 

usual way.  

  Note  3.-  Such bills should be cashed and Money Order under these rules 

issued only in the first  half of the month so that  in the case of the t reasury accounts 



a com plete voucher m ay be ready to accom pany them . Payees’ acknowledgem ents 

received after the vouchers are despatched by the Treasury Should be sent  to the 

Audit  Office, giving reference to the num ber, date, and of the voucher to which it  

relates.  

  Note  4.-  To enable the Treasury to watch the receipt  of payees’ 

acknowledgem ents, all paym ents by Money Orders should be recorded in a register 

in the following form : -   

 

 Sl. Date Vou-  Postal Nam e Am ount  Date  Date Re-  

 No.  cher Receipt  of of  of of marks 

   No. No. Payee Money receipt  affix-  

      Order of ing  

       ackno-  to the 

       wledg-  Vr. for 

       em ent  t rans-  

        m iss-  

        ion to 

        Audit  

        Office 

    

REI MBURSEMENT OF THE CHARGES UNDER THE kARNATAKA GOVERNMENT 

SERVANTS ( MEDI CAL ATTENDANCE)  RULES, 1 9 5 7 . 

 146-A. ( i)  Charges for t reatm ent  and ward charges should be paid by the 

Governm ent  servant  in the first  I nstance and claim s for the refund subm it ted to the 

Cont rolling Officer in the appended form* .  

 ( ii)  Final claims for reimbursement  of Medical expenses of all the Government  

servants in respect  of a part icular spell of illness should ordinarily be preferred within 

3 m onths from  the date of com plet ion of t reatment  as shown in the last  Essent ialit y 

Cert ificate issued by the authorised medical at tendant  concerned. The Cont rolling 

Officers are also empowered not  to entertain a m edical claim  not  preferred by a 

Governm ent  servant  within 3 m onths of the complet ion of the t reatment  where they 

are not  sat isfied with the reasons put forth by the Governm ent  servant  for late 

subm ission of the Medical claim  or where the claim  is prima facie incomplete.  

  The payment  of arrear claim  if preferred and entertained by the Cont rolling 

Officer after three months shall be governed by the provisions of Art icles 18 and 20 

of K.F.C. I n cases where a claim  I s not  ordinarily adm issible and a special sanct ion is 

accorded for reimbursement  of expenses involved in relaxat ion of rules, the sanct ion 

shall  be deemed to be operat ive for a period of one year from  the date of it s issue.  

  1[ Note.-  I n the case of prolonged illness requir ing t reatment  for a couple of 

years or m ore and where the authorised Medical At tendant  cert ifies in the 



Essent ialit y Cert ificate that  the t reatm ent  is cont inuing, the Governm ent  servant   

shall prefer the claim s within 3 m onths from the date of incurr ing the expenditure.]   

 ( iii)  Officers empowered to countersign the T.A. Bills of the Government  servants 

concerned are Cont rolling Officers for the purpose of these rules also. 

 ( iv)  The expenditure on account  of these charges should be classified under the 

sub-head “Allowances, honoraria, etc cost  of m edical t reatm ent ’ under the 

appropriate budget  head to which the pay of the Governm ent  servant  concerned is 

debited:   

 (v)  Applicat ion form  for claim ing Refund of Medical Expenses. 

 1. Nam e and designat ion of the Governm ent  servant  ( in    block let ters)  

 2. Office in which em ployed. 

 3. Salary. 

 4. Place of duty.  

 5. Full resident ial address.  

 6. Nam e of the pat ient  and his/ her relat ionship to the      Governm ent  servant .  

  (Note.- I n the case of children state age also) . 

 7. Place at  which the pat ient  fell ill.   

 8. Nature of illness and its durat ion. 

 9. Details for the am ount  claim ed.  

 10. Total amount  claimed.  

 11. List  of enclosures.  

Declarat ion to be signed by the Governm ent  Servant   

  I  hereby declare that  the statements in this applicat ion are t rue to the best  

of my knowledge and belief and that  the person for whom medical expenses were 

incurred is a member of my fam ily as defined under the Karnataka Governm ent  

Servants Medical At tendance Rules, 1957 and is wholly dependent  upon m e.  

    Signature of the Governm ent  servant .  

  Signature of the cont rolling officer/ competent  authority.  

  Note.-  Separate form  should be used for each pat ient .  

 ( vi)  The applicat ion form  prescribed above is intended for obtaining the sanct ion 

of the com petent  authority for the reimbursem ent  of the m edical charges and not  for 

drawing the am ounts from  the Treasury. The competent  authorit ies should indicate 

their approval on the applicat ion itself for the amount  reimbursable under the rules 

as provided for in the Karnataka Government  Medical At tendance Rules. The claims 

relat ing to the reimbursem ent  of Medical expenses should be drawn in Form  18 or 24 



according as the Governm ent  servant  concerned is a Gazet ted or a non-Gazet ted 

Governm ent  servant .  

  “Such claim s of Gazet ted Governm ent  servants m ay be drawn without  the 

prior authority, of the Accountant  General. The amount  drawn in the bills must  be 

supported by proper receipts and vouchers in all cases” .  

  Note 1.-  The following procedure m ay be adopted with regard to the 

paym ent  of ward charges: -   

 ( i)  Governm ent  servants of classes I I I  and I V should produce before the 

Medical Officer a cert if icate signed by the head of Office furnishing all part iculars 

about  their  appointm ent , pay, etc., which are necessary for allocat ing wards suitable 

to their status as well as for purposes of medical charges, in such cases the ward 

charges need not  be collected in advance.  

 ( ii)  I n case a Governm ent  servant  of Class I I I  or Class I V is not  in a posit ion to 

produce the cert ificate from  the Head of Office at  the t ime of adm ission, he or a 

m em ber of his fam ily m ay be adm it ted to the ward he is ent it led to on his giving a 

writ ten statem ent  signed by him  indicat ing the necessary part iculars regarding his 

pay, post   and office or departm ent . He should be required to produce the necessary 

cert if icate from  the Head of Office within 3 days of adm ission, failing which the ward 

charges, etc., shall be collected from  him , subject  to reimbursem ent  later” .  

 ( iii)  I n the case of Government  servants belonging to classes I  and I I ,   it  is 

enough if they produce before the Medical   Officer a declarat ion signed by 

them selves furnishing the required part iculars.  

  Note 2.-  The cost  of Ayurvedic and Unani medicines will also be refundable 

under Rule 6(2)  of the Medical At tendance Rules.  

  Note 3.-  Deleted.  

        FI NANCI AL ASSI STANCE TO GOVERNMENT SERVANTS I NVOLVED I N  

LEGAL PROCEEDI NGS 

 146-B. The following rules regulate the grant  of financial assistance to Government  

servants involved in legal proceedings:    

 (1)  Legal Proceedings in which Government  servants are likely to be involved 

m ay be classified as follows:   

 (a)  Proceedings, Civil or Crim inal, by Government  in respect  of mat ters 

connected with official dut ies or the posit ion of a Governm ent  servant ;   

 (b)  Proceedings by a Governm ent  servant  against  a pr ivate party or vice versa 

in respect  of m at ters not  connected with his official dut ies or posit ion:   

 (c)  Proceedings by a pr ivate party against  a Governm ent  servant  in respect  of 

m at ters connected with his official dut ies or posit ion;   

 (d)  Proceedings by Governm ent  servant  to vindicate his official conduct  when 

called upon the Governm ent  to do so;  and  



 (e)  Proceedings by a Governm ent  servant  to vindicate his conduct  connected 

with his official dut ies or posit ion, with previous sanct ion of Governm ent , though not  

required by Governm ent  to do so.  

 2. (a)  I n cases falling under Rule (1)  (a)  supra, no financial assistance will be 

given for the defence of a                             Government  servant  in the 

proceedings. However, in the event  of the proceedings concluding in favour of the 

Governm ent  servant , the quest ion of reimbursement  of the whole or a reasonable 

port ion of the costs incurred by the Government  servant  for his defence will be 

considered, provided Government  are sat isfied, from  the facts and circum stances of 

the case, that  the Governm ent  servant  was subjected to the st rain of the 

proceedings without  proper just ificat ion;   

 (b)  I n cases falling under Rule (1)  (b)  above, no financial assistance is 

adm issible:   

 (c)  ( i)  I n cases falling under rule (1)  (c)  above, if the Government , on 

considerat ion of the facts and circum-  stances, decide that  it  will be in public interest  

that  the Governm ent  servant  should be defended by the Governm ent , and the 

Government  servant  agrees to such a course, arrangements will be made for the 

conduct  of the proceedings as if they had been inst ituted against  the Governm ent  

them selves.  

  This is subject  to the Government  servant  agreeing in writ ing in the annexed 

Form  to render such assistance to Governm ent  as m ay be required for his defence on 

the clear understanding that  no responsibilit y shall at tach to Government  in the 

event  of the proceedings result ing in a decision adverse to him . 

 ( ii)  I f,  in such cases, the Governm ent  servant  proposes to conduct  his defence 

himself the quest ion of reimbursem ent  of reasonable costs incurred by him  therefor 

m ay be considered on the conclusion of the proceedings in his favour, the am ount  

thereof depending on the extent  to which the Court  has vindicated the act  of the 

Governm ent  servant . The conclusion of the proceedings in favour of the Governm ent  

servant  will not  by itself just ify reimbursement .  

 (d)  I n cases falling under rule (1)  (d)  also reimbursement  will be governed by 

the principles laid down at  clause (c)  ( ii)  supra;   

 (e)  I n cases com ing under rule (1)  (e) . no part  of the expenses incurred by the 

Government  servant  will be reimbursed in any circumstances;   

 ( f)  The power of grant ing assistance under these rules is reserved with 

Governm ent .  

ANNEXURE  

(Here enter the descript ion of the proceedings)   

  The Governm ent  of Karnataka having been pleased to undertake my defence 

in the above proceedings, I  hereby agree to render such assistance to Governm ent  

as may be required for my defence and further agree that  I  shall not  hold 



Governm ent  in any way responsible if the proceedings end in a decision adverse to 

m e.  

Place:   

Date:                              Signature of the Governm ent  Servant .  

DI SCOUNT ON STAMPS  

 147. The commission allowed on the gross value of the stam ps indented is 

adjusted by book t ransfer on the acknowledgm ent  furnished by the vendor. The 

Treasury Officers are responsible for seeing that  commission is properly calculated. 

The Dist r ict  Treasury Officers should furnish the following cert ificate along with the 

connected schedule accom panying the Treasury accounts under com m ission 

vouchers.  

  Cert ified that  the commission has been actually allowed to the part ies to 

whom  it  was due according to the sanct ioned rates and that  the total am ount  of the 

commission allowed and included herein for the m onth agrees with that  shown in the 

receipt  schedule under XI V Stam ps for the m onth. 

 148. Refund of the am ount  of spoilt  stamps and refund of the am ount  of Judicial 

Stam ps allowed by the Courts:  

  I n respect  of refunds on account  of spoilt  stamps, the spoilt  stamps or 

stamp papers will be retained in the departmental office itself duly cancelled and a 

cert if icate will be recorded on the voucher that  the stamps or stamp papers have 

been cancelled and notes of paym ent  recorded therein.  

  I n the case of refunds of judicial stamps allowed on court  cert if icates, 

payments should be made on the court  cert if icate itself,  the receipt  of the party 

being taken on such cert if icate, which should then be t reated as a voucher. 

  Note.-  The authority com petent  to cancel the spoilt  stam ps and stam p 

papers is also the authority com petent  to dest roy the cancelled stam ps and stam p 

papers.  

  1[ Except ion.-  A statem ent  of the am ounts of refund under sub- rule 3 shall 

be sent  by the Court  to the Deputy Commissioner and the Officer- in-charge of 

Treasury at  the end of every m onth in Form -F of Karnataka Court  Fees and Suits 

Valuat ion Rules.]   

PAYMENT TO VI LLAGE OFFI CERS  ( OLD MYSORE STATE)  

 149. The rem unerat ion to Shanbhogs and Patels shall be paid annually as a rule 

either during the collect ion season or soon after the close of the financial year for 

which the Potgi is due. Payments should, as far as possible, be made in cash at  the 

headquarters of Taluks by the Tahsildar him self, and not  through the agency of 

revenue inspectors. But  Shanbhogs and patels may be allowed to pay themselves 

their potgi     allowances out  of the kandayam  due by them  out  of the collect ions 

m ade by them , the am ount  so withheld being shown in Taluk accounts as received 

under “Land Revenue”  and disbursed as “Potgi” . A voucher in proper form  should be 



obtained before such an adjustm ent  is m ade. These vouchers are audited in the 

office of the Accountant  General. 

 (1)  A perm anent  order is issued by the Deputy Commissioner to each Taluk in 

the prescribed form , showing the set t led allowances payable to each village officer. I t  

should be kept  in a book form , a page being allot ted to each village and each 

paym ent  entered therein with date, under the init ials of the Tahsildar or Sheristedar. 

A copy of the order book m ay be given to each Shanbhog or Patel concerned and if 

desired, the paym ent  should be noted in his copy also.  Paym ents should be m ade as 

part ies appear, on their receipts, and the payments made should be entered in a 

detailed bill (Form  32)  and subm it ted to the Dist r ict  Treasury, one for the payments 

from  the 1st  to the 10th and another for those from  the 11th to the end of the 

m onth.  

  At  the end of each year, an abst ract  should be made in the Taluk Potgi 

Registers showing the total set t led allowances payable for the year, the paym ents 

made during the year and the balance of outstanding paym ents. A detailed list  of 

outstanding paym ents by individuals should also be appended and the Tahsildar 

should cert ify that  the analysis is correct  and that  he has sat isfied him self that  the 

claim s have not  been paid. A rem ark should also be made against  each case as to 

why paym ent  was not  m ade during the year. 

  Paym ents against  outstanding claim s m ade after the year should be noted 

against  the respect ive individuals with dates of paym ents, and the balance after each 

payment  should be carr ied forward. Before payments are made, the Tahsildar should 

sat isfy him self that  the condit ions for the non- fulfilment  of which the Potgi was with-

held in the first  instance have since been fulfilled. A cert if icate should also be 

recorded on the bills as to why payment  had been deferred originally and whether 

the condit ions have since been sat isfied.  

 (2)  The Treasury will make no payment  unless it  is acknowledged in the bill 

it self (Form  32)  by the person or persons actually ent it led to it  with receipt  stam p 

where necessary.  

 (3)  Potgi allowance should not  be drawn and kept  in deposit  under any 

circum stances.  

 (4)  The Divisional Com m issioner has been em powered to sanct ion disbursem ent  

of Potgi according to decennial revision.  

  The revised Potgi will be paid from  the date of int roduct ion of the revised 

set t lem ent  in the case of an increase and from  the date of the order in the case of a 

decrease.  

 (5)  For the payment  of arrears claims requir ing the sanct ion of Governm ent  or 

the Divisional Commissioner, the following procedure will be followed:   

  The Tahsildar will  subm it  for sanct ion a statement  in t r iplicate, showing the 

part iculars of claim s, the nam es of claim ants, the am ount  and the period of claim , 



separately for Patels and Shanbhogs (one for each year) . The sanct ioning authority 

will keep one copy, return one to the Tahsildar and the other to the Audit  Office 

not ing thereon the sanct ion accorded. After receipt  of sanct ion payments will be 

made direct  by the Tahsildar in the manner prescribed in Rules (1)  and (2)  the 

number and date of sanct ion being invariably quoted on each arrears bill and the 

number and date of the bill being entered against  the part icular item  in the order of 

sanct ion. No arrears bill under this procedure need be sent  to the Audit  Officer for 

pre-audit .  Payments made by the Tahsildar from  t ime to t ime will be adm it ted 

against  the sanct ion com m unicated to the Audit  Office direct  by the sanct ioning 

authority.  

  Sanct ions not  operated on in one year will lapse and will require renewal.  

HYDERABAD AREA  

 150. Vouchers for paym ents m ade are sent  to the Audit  Office alongwith the 

Treasury accounts.  

OTHER AREAS  

 151. I n the old Bom bay and Madras areas, paym ents m ade by the Revenue 

Departm ent  are audited by the Assistant  Com m issioner, and vouchers are not  sent  

to the Audit  Office and only cert if icates of Audit  are furnished to the Audit  Office.  

MALNAD  I NAM  PAYMENTS 

 152. Malnad I nam  Paym ents are m oney grants sanct ioned by Governm ent  in lieu 

of resum ed I nam  Lands. The rules regulat ing the grant  of these cash paym ents are 

given in Karnataka Revenue Manual. These grants are drawn by the Tahsildar of 

each taluk in the form  prescribed for drawing potgi and disbursed to the part ies.  

  Note.-  With a view to prevent  double paym ents of arrears claim s of Malnad 

Cash grants in respect  of Muzrai inst itut ions the following procedure will be followed:   

 (1)  I n the concerned acquit tance rolls maintained in Taluk offices a detailed 

m em o of undisbursed item s out  of the annual allotm ent  should be worked out  and 

arrears claims as they come up should be verified with reference to the relat ive 

memos and duly cert if ied.  

 (2)  As a sort  of counter-check to the ent ries in the registers of the Taluk Office a 

copy of the lists showing undisbursed item s should be furnished by Taluks annually 

to the Deputy Com m issioner and the Com m issioner for Charitable Endowm ents. 

Arrear claims as they are sent  up for sanct ion may be disposed of with reference to 

the lists not ing therein the dates of sanct ion.  

 (3)  I n the Taluk Offices, the dates of subsequent  paym ents should be noted in 

the lists against  the concerned I nst itut ions.  

 (4)  A register embodying the items contained in the lists has to be maintained in 

the office of the Commissioner for Charitable Endowm ents for checking the 

statem ent   subordinate officers and verifying the correctness of old claims.  



COMPENSATI ON FOR LAND  

 153. (a)  The procedure to be observed for the paym ent  of com pensat ion for lands 

taken up for public purposes under Land Acquisit ion Act , 1894 is regulated by the 

rules printed in Appendix VI I .  

 (b)  I n cases of acquisit ion of lands for public purposes, departmental officers 

should see that  com pensat ion is set t led before possession is taken and Land 

Acquisit ion Officers should see that  payment  or compensat ion is not  delayed and 

possession is handed over in due course to the departm ents concerned in a form al 

m anner. I n cases where, in cont ravent ion of this direct ion, possession is taken and 

owing to any inordinate delay in the payment  or tender of such com pensat ion, it  

becom es necessary to pay interest  under the Acquisit ion Act , the Government  

servant  or Government  servant  responsible will render themselves personally liable 

to m ake good such am ount .  

 154. Governm ent  m ay authorise any Land Acquisit ion Officer to make all or any 

of his paym ents by cheques on the Treasury, provided no inconvenience is caused to 

the payee in consequence of the property being situated at  a distance from  the 

Treasury.  

 155. ( i)  The cost  of any special establishm ent  entertained under orders of 

Government  by a civil officer, is when the Government  servant  employed as a Public 

Works Disburser, chargeable to the works concerned;  otherwise, it  is brought  to 

account  in the Civil Department . Cont ingent  charges follow the same rule.  

 ( ii)  When land is acquired on behalf of Companies, Local Bodies, I ndust r ial 

Concerns, Elect r icity Board, Co-operat ive I nst itut ions, Cent ral Governm ent  

Departm ents, etc., incidental expenses to cover Establishm ent  and Audit  charges 

should be recovered on the following scale:   

 

 

 

 Establishm ent  Audit  

 Charges Charges 

 

(a)  Where the cost  of 10%  on the cost  of 1%  on the cost  of 

acquisit ion does not  acquisit ion 

 

(b)  Where the cost  of ( i)  10%  on the first  

acquisit ion exceeds Rs. 50,0000 Rs. 500 

Rs. 50,000 but  does 

not  exceeds Rs. 1,00,000 ( ii)  5%  on the excess  

 

(c)  Where the cost  of ( i)  10%  on the  

acquisit ion exceeds  first  Rs. 50,000 



Rs. 1,00,000 ( ii)  5%  on the  Rs. 500 

 next  Rs. 50,000 

 ( iii)  3%  on the 

 excess 

   

  This levy will be made irrespect ive of the fact  whether any special 

establishm ent  is entertained or not .  

  Note.-  Departm ental charges at  the rate of 1/ 8%  of the cost  of land shall be 

levied where the State Public Works Department  render advice on acquisit ion of land 

to autonomous bodies, Commercial Departments, Cent ral Governm ent  or other State 

Governm ents and the expenditure on such acquisit ion does not  pass through their  

books.  

  Establishment  and audit  charges will not  however be leviable in the following 

cases:   

 (a)  Acquisit ion of lands on behalf of Village Panchayats and Town Panchayats 

inclusive of smaller Municipalit ies with populat ion not  exceeding 10.000;   

 (b)  Acquisit ion of lands on behalf of Village Co-operat ive Societ ies;  

 (c)  Cases where a full t ime Land Acquisit ion Officer is appointed on behalf of a 

Local Body, and the Local Body meets the full cost  of the establishm ent .  

  Government  reserve the r ight  by a general or special order to waive the 

recovery of these charges. I n such cases the amounts forgone will be t reated as 

grant - in-aid under the appropriate head.  

 155-A. I n a statutory arbit rat ion, when an award is decreed against  the 

Governm ent  for paym ent  of rent  com pensat ion, etc., thus imposing an obligat ion to 

m ake a recurr ing paym ent , every such recurr ing paym ent  would be an expenditure 

‘charged’ on the Consolidated Fund of the State.  

   COMPENSATI ON TOW ARDS ABOLI TI ON OF I NAMS 

 156. This is regulated accordance with the Karnataka (Personal and 

Miscellaneous)  lnams Abolit ion Act , 1954 and the rules issued thereunder. The 

compensat ion payable will be payable in one or more of the following modes namely:   

 ( i)  in cash, in full or in annual instalm ents not  exceeding ten;   

 ( ii)  in bonds either negot iable or not  negot iable carrying interest  at  the 

prescribed rate and of guaranteed face value maturing with a specified period not  

exceeding ten year.  

SCHOLARSHI PS AND STI PENDS 

 157. The paym ent  of Governm ent  scholarships and st ipends in Governm ent  and 

non-Government  inst itut ions is regulated by the general or special orders on the 

subject , which the Governm ent  issue, from  t im e to t im e. The rules relat ing to the 

Educat ion Departm ent  are contained in the Karnataka Educat ional Manual.  



 158. Bills for Educat ional scholarships, st ipends, etc. in respect  of Aided 

I nst itut ions of the Educat ion Departm ent  shall be presented in form  No. K.F.C.32-A 

by the Heads of I nst itut ions or by any other com petent  officer who draws the 

establishment  bills of the I nst itut ions, to the I nspect ing Officers of the Department  

who will countersign and return the same for being encashed. A copy of the authority 

or order of sanct ion must  be enclosed to each bill.  I f any condit ions are at tached to 

the payment  of scholarships or st ipends, the bill must  bear a cert if icate of the 

countersigning officer that  he is sat isfied that  the prescribed condit ions have been 

fulfilled.  

  I n the case of Governm ent  I nst itut ions, no counter-signature is necessary 

and Heads of inst itut ions or other competent  officers, who are authorised to draw 

establishment  bills, may draw scholarship and st ipend bills enclosing a copy, of the 

sanct ion either of the Ad hoc Scholarship Commit tee or the Director of Public 

I nst ruct ion, or in the case of st ipends of t rainees in Training Colleges, the Principal of 

the concerned college.  

 Note.-  The Accountant  General will not  invest igate any arrears claim  in respect  of 

scholarships or st ipends outstanding for over a year after it  has becom e due, except  

under the orders of Governm ent . Governm ent  may delegate this power to Heads of 

Departm ents and other officers, subject  to such    condit ions as they deem  fit ;  

DI SCRETI ONARY GRANTS  

 159. Discret ionary grants, wherever placed at  the disposal of Governmental 

officers, should be spent  for the objects for which such grants can be m ade, subject  

to the condit ions and principles laid down by Government . Generally no recurr ing 

expenditure m ay be incurred under this head and it  is not  intended that  any 

subscript ions of a purely pr ivate nature should be debited to it .   

 159-A. Discret ionary grant  by the Governor:   

 (1)  These are pet ty grants and charitable donat ions given by the Governor, at  

his discret ion to inst itut ions of a public or quasi-public character and to individuals 

deserving assistance from  public funds. The grant  is subject  to audit  by the 

Accountant  General, Karnataka, Bangalore.  

 (2)  The Secretary to the Governor is authorised to operate on this grant  under 

the orders of the Governor.  

 (3)  The am ount  required for paym ent  out  of this grant  shall be drawn on Form  

No. K.F.C. 3 (Payees’ Receipt )  furnishing full details of the amount . The payees’ 

acknowledgem ents shall be sent  to the Accountant  General subsequent ly. The 

provisions of Art icle 141 of Karnataka Financial Code for the drawl of bills relat ing to 

m iscellaneous charges should be followed. I n except ional cases, where a voucher 

cannot  be obtained, the Secretary to the Governor should supply the Accountant  

General with his own cert ificate that  the am ount  was actually disbursed to the payee 

ment ioned in the cert if icate. The Accountant  General, Karnataka, Bangalore, m ay 



adm it  the claim  on the st rength of such cert ificates furnished by Secretary to the 

Governor.  

 160. The following Rules govern the adm inist rat ion of discret ionary grants by the 

Divisional Commissioners and the Deputy Com m issioners of Dist r icts: -   

 (1)  The Discret ionary grants shall be made for general purposes of public nature 

calculated to be of benefit  to the dist r icts under their cont rol:   

 (2)  The aggregate grants made in a year shall be lim ited to Rs.2,000 in the case 

of Divisional Commissioners and Rs. 1,000 in the case of Deputy Com m issioners;   

 (3)  The grant , whether m ade by the Deputy Com m issioner or the Divisional 

Com m issioner or by both, shall not  exceed Rs.200 in any individual case;  

 (4)  No recurr ing grant  shall be m ade;   

 (5)  There should be Budget  provision;   

 (6)  The grants shall be confined to the objects specified below and will be 

subject  to such further rest r ict ions as m ay be prescribed: -   

 ( i)  Rewards to individuals for conspicuous aid to the Police or other officers of 

Governm ent :   

 ( ii)  Rewards either in money or in the form  of Jewellery or dresses-of-honour, 

for deeds of special merit  involving Personal r isk of self-sacrifice, such as rescuing 

life, rendering disinterested service on occasions of fire, floods or other serious 

calam it ies, removing fr ict ion between classes of people, educat ing and uplift ing the 

poorest  classes;   

 ( iii)  Grants- in-Aid for carrying  out   schemes: -   

 (a)  Cont r ibut ions to local exhibit ions and Philanthropic Societ ies:   

 (b)  Dest ruct ion of Water Hyacinth, Pickle pea and other noxious growth;  

 (c)  Provision of ballast ’s or boats for crossing st ream s and canals or any other 

arrangem ents for safely crossing st ream s which are liable to sudden floods.  

 ( iv)  Grants in except ional cases of individual dist ress;  

 (v)  Grants for any other object , which in the opinion of the Divisional 

Commissioner/ Deputy Commissioner is calculated to promote the public well-being 

and contentm ent .  

GRANT -  I N  -  AI D 

  Note.-A grant - in-aid can be given only to a person or body which is 

independent  of the State Governm ent . Accordingly, one Department  of Governm ent  

cannot  m ake a grant - in-aid to another Governm ent  Departm ent .  

 161. (a)  The sanct ion necessary for paym ent  of grants- in-aid or cont r ibut ion to 

educat ional and other inst itut ions, local bodies and co-operat ive societ ies is 

regulated by the orders contained in the Book of Financial Powers and orders issued 

by the Governm ent  from  t im e to t im e. The rules governing the paym ent  of grants- in-



aid to aided educat ional inst itut ions are found in Grants- in-aid Code of the Educat ion 

Department , vide Volume I I I .  The rules governing the paym ent  of grants- in-aid to 

medical inst itut ions- I ndian Medicines as well as Allopathic, are found in Appendix 

VI I -A of this Code. The Bills for grants- in-aid sanct ioned to these inst itut ions, should 

be countersigned by the authorit ies ment ioned in these rules before encashment  at  

the t reasuries.  

 (b)  The following inst ruct ions are issued for the guidance of sanct ioning 

authorit ies in the mat ter of according sanct ions for grant - in-aid.  

 (1)  Unless in any case Governm ent  direct  otherwise, every order sanct ioning a 

grant  should specify clearly the object  for which it  is given and the condit ions, if any, 

at tached to the grant . I n the case of non- recurr ing grants for specified objects, the 

order should also specify the t ime lim it  within which the grant  or each instalment  of 

it  is to be spent .  

  Note1.-  As the sanct ioning authorit ies are norm ally expected to sanct ion the 

amounts expected to be ut ilised within that  year the t ime lim it  within which the grant  

or each instalment  of it  is to be spent  would be one year from  the date of sanct ion of 

the grant . But , in the case of grant - in-aid sanct ioned for building purposes, the 

period would be two years from  the date of sanct ion of the grant  and in special 

circum stances Governm ent  m ay extend the period.  

  Note 2.-  Before sanct ioning Grant - in-aid to private inst itut ions, it  should be 

exam ined that  the concerned inst itut ions have the experience and managerial abilit y 

to carry out  the purposes assigned to them and a machinery is devised to keep an 

effect ive and constant  check to see that  the money is ut ilised fruit fully and applied to 

the purposes intended. 

 (2)  Only so much of the grant  should be paid during any financial year as is 

likely to be expended during the year. I n the case of grants for specified works or 

services such as buildings, water supply schemes and the like, the sanct ioning 

authority should use its discret ion in authorising payments according to the needs of 

the work. The authority signing or countersigning a bill for grant - in-  aid should see 

that  money is         not  drawn in advance of requirements. There should be no 

occasion for a rush for paym ent  of these grants in the m onth of March.  

  Note.-  Grants should be made available as far as possible on the basis of 

specific schem es drawn up in sufficient  detail and duly approved by Governm ent .-   

 1[ (3)  ( i)  Before a grant  is paid to any Public body or I nst itut ion the sanct ioning 

authority shall except  in cases of t rading or commercial organisat ions, invariably 

obtain the following set  of audited statem ent  of account  of the body or inst itut ion 

concerned along with the Auditor ’s Report  thereon in order to see that  grant - in-aid is 

just ified by the Financial posit ion of the grantee and to ensure that  previous grant :  if 

any, was spent  for the purpose for which it  was intended: -   



 (a)  The receipt  and paym ent  accounts of the body as a whole   for the financial 

year;   

 (b)  The I ncom e and Expenditure accounts of the body as  a whole for the 

financial year:  and  

 (c)  The Balance Sheet  as at  the end of the financial year for the body as a 

whole.  

  Trading or Commercial Organisat ions should, however, be required to 

furnish the audited statem ent  of profit  and loss accounts with Auditor ’s Report  

thereon instead of the I ncom e and Expenditure accounts statem ent  indicated at  item  

(b)  above. 

  Note.-  Provision of this rule will not  be applicable to autonomous 

organisat ions and other inst itut ions which are governed by separate set  of grant - in-

aid rules and for whom              separate sets of forms of accounts have been 

accepted  by the Governm ent  for adopt ion and they can cont inue to render accounts 

to the Governm ent  in the form s so approved. 

 ( ii)  I t  is not  essent ial for this purpose, however that  the accounts should be 

audited in every case by the Accountant  General, Karnataka and it  will be sufficient  

therefore if the accounts are cert ified as correct  by a Registered accountant  or other 

recognised body of auditors. I n the case of small inst itut ions, which cannot  afford to 

obtain the services of a registered accountant  or other registered body of auditors, 

the sanct ioning authority m ay exercise its discret ion in exem pt ing any such 

inst itut ion from  the subm ission of account  audited in this fashion. 

  Note.-  No Department  of Government  should release grants to private 

bodies without  sat isfying themselves about  the stabilit y and capacity of the private 

bodies to undertake the task allot ted to them .]  

 (4)  The authority sanct ioning a grant  while com m unicat ing the sanct ion to the 

Account  General should state whether the audited statement  of accounts has been 

received when required, or whether the grantee has been exem pted from  subm it t ing 

the statem ent . 

  Note 1.-  This order applies both to non-official inst itut ions and to sem i-

official ones, such as public clubs, etc. 

  Note 2.-  The accounts of expenditure incurred out  of grant - in-aid paid by 

Government  or Local Bodies and other inst itut ions com ing under the audit  cont rol of 

the State Accounts Department  will be subject  to audit  by the department . 

 (5)  I n cases in which condit ions are at tached to the ut ilisat ion of a grant  in the 

form  of specificat ion of part icular objects of expenditure or the t ime within which the 

m oney m ust  be spent , or otherwise, the departmental officer on whose signature or 

countersignature the grant - in-aid bill was drawn should be primarily responsible for 

cert ifying to the Accountant  General, where necessary, the fulfilm ent  of the 

condit ions at taching to the grant , unless there is any special rule or order to the 



cont rary. “The cert if icate should be furnished in the form  prescribed below this 

Art icle not  later than 18 m onths from  the date of sanct ion of the grant  to the 

Accountant  General in respect  of Grant - in-aid sanct ioned where condit ions are 

at tached for ut ilisat ion by the sanct ioning authority” . Before recording the cert if icate, 

the cert ifying officer should take steps to sat isfy him self that  the condit ions on which 

the grant  was sanct ioned have been or are being fulfilled. For this purpose he may 

require the subm ission to him  at  suitable intervals of such reports, statem ents, etc., 

in respect  of the expenditure from  the grant  as m ay be considered necessary. Where 

the accounts of expenditure from  the grant  are inspected or audited locally, the 

inspect ion or audit  report  as the case may be, will either include a cert if icate that  the 

condit ions at taching to the grant  have been or are being fulfilled or will give details 

of the breaches of these condit ions. 

 

 

FORM OF UTI LI SATI ON CERTI FI CATE  

 Sl. Let ter No Am ount  Cert ified that  of Rs.... . . . . . . . . . .  

 No. and date  of grant - in-aid sanct ioned 

    during the year... . . . . . . .  in favour     

of . . . . . . . . . . . . . . . .  under this       Minist ry/  departm ent  

let ter       No.... . . . . . . . . .  given in the m argin  

    and Rs.... . . . . . . . . . .  on account  of     

unspent  balance of the previous      year, a sum  of 

Rs.... .. . .. . .. . has      been ut ilised for the purpose  

    of . . . . . . . . . . . . . . . .  for which it  was     

sanct ioned and that  the balance      of 

Rs.... . . . . . . . . .rem aining       unut ilised at  the end 

of the year      has been surrendered to    

  Governm ent  (vide No. .. . . . . . . . . .       dated 

... . . . . . . . . .  will be adjusted      towards the grants- in-aid  

     payable during the next      

 year .. . . . . . . . . . . . . . . . . . . . . . . . .  

 2. Cert ified that  I  have sat isfied myself that  the condit ions on which the grants-

in-aid was sanct ioned have been duly fulfilled/ are being fulfilled and that  I  have 

exercised the following checks to see that  the money was actually ut ilised for the 

purpose for which it  was sanct ioned.  

  Kinds of Check exercised.  

 1. 

 2.  

 3. 

 4.  



 5. 

      Signature,  

      Designat ion, 

      Date.  

  Note 1.-  The heads of Departm ents should observe the following inst ruct ions 

in connect ion with the sanct ion of grants to private bodies and inst itut ions. 

 ( i)  The audited statem ents of accounts by the grantee inst itut ion etc., should 

invariably be sent  not  later than 15 m onths from  the date of sanct ion of the grant . 

The sanct ioning authority should make it  incumbent  upon the grantee inst itut ions to 

subm it  the statem ent  within the period by incorporat ing a clause to this effect  in the 

sanct ion order.  

 ( ii)  The ut ilisat ion cert if icate should be subm it ted to the Accountant  General by 

the sanct ioning authority, not  later than 18 m onths from  the date of sanct ion of the 

grant .  

 1[ ( iii)  I n all cases where the total grant  /  loan sanct ioned to the inst itut ions exceed 

Rs.25.00 lakhs in a financial year, copy of the Audited accounts of the year should 

also be subm it ted to the Accountant  General within 15 m onths of sanct ion. Further, 

copies of Audited accounts for Subsequent  two years should also be sent  to the 

Accountant  General so as to fulfil the provisions of Sect ion 14(3)  of the C & AG 

(D.P.C.)  Act .]   

  Note 2.-  I n respect  of grants- in-aid sanct ioned for specific approved 

schemes [ Vide Note below Clause (2)  above]  the sanct ion order should prescribe the 

subm ission, by the grantee, of quarter ly reports indicat ing the expenditure on each 

of the objects as detailed in the schem e.   These reports should be scrut inised by the 

departm ental officer concerned to check whether there have been any variat ions or 

unauthorised diversion of funds.  

  Note 3.-  (a)  There should be a condit ion in the sanct ion order that  the 

grantee inst itut ion should maintain a record of all assets acquired wholly or 

substant ially out  of the Governm ent  grant  and subject  it  to the audit  of the State 

Accounts  or other Governm ent  Departm ent  to be specified in the sanct ion order, 

unlesss the inst itut ion is specially exempted by the sanct ioning authority, under 

clause (3)  of this Art icle, from  the subm ission of audited accounts for the 

expenditure incurred out  of the grant .  

 (b)  There should be a further condit ion that  the assets referred to in (a)  above 

should not , without  the pr ior sanct ion of Governm ent , be disposed of, encum bered or 

ut ilised for purposes other than those for which the grants are sanct ioned.  

  Explanat ion.-  The term   ‘assets’ used in clauses (a)  and (b)  of the Note, 

refer to (1)  im m ovable propert ies and ( ii)  m oveable propert ies of a capital nature 

exceeding Rs.500 in value in each case.  



  Library books and art icles of furniture, do not  fall within the definit ion of the 

term  ‘assets’ but  an inventory of such art icles should nevertheless be maintained by 

the authorit ies and produced at  the t im e of audit  

 (c)  The following procedure should be adopted in regard to (a)  and (b)  above: -   

 ( i)  An undertaking should be obtained by the sanct ioning authorit ies from  the 

grantee inst itut ions that  they ( the inst itut ions)  agree to be governed by the 

condit ions of the grants which result  in the creat ion or acquisit ion of permanent  or 

sem i-perm anent  assets.  

 ( ii)  The grantee inst itut ions should maintain a register in Form  32-B of the 

permanent  and sem i-permanent  assets acquired wholly or mainly out  of Government  

grants. The register should be maintained by the grantee inst itut ions separately in 

respect  of each sanct ioning authority and a copy thereof furnished to the respect ive 

sanct ioning authorit ies annually.  

 ( iii)  The sanct ioning authorit ies should also maintain block accounts in Form  32-

C or permanent  and sem i-permanent  assets acquired wholly or mainly out  of 

Governm ent  grants. This record should be of a perm anent  nature and should be 

posted from  the annual returns furnished by the grantee inst itut ions under ( ii)  

above, 

 ( iv)  The Register of Assets and the Block Accounts m aintained by the grantee 

inst itut ions and the sanct ioning authorit ies respect ively should be available for open 

to scrut iny by Audit .  

  Note 4.-  The Head of every Departm ent shall,  in respect  of each class of 

grant  paid during the year,  subm it  to Governm ent  annually, by the 15th May of the 

following year a performance or achievement  report . The Government  will review the 

ut ilisat ion of the grant  where feasible and desirable with the assistance of some 

leading non-officials interested in the object  or schem e and issue where necessary, 

suitable orders so as to regulate the payments of grants- in-aid in future. Such orders 

will issue in the Finance Department .  

  The annual reports of autonom ous/ statutory bodies are ordinarily laid on the 

table of the Legislature. I n such cases, the Adm inist rat ive Departm ents of Secretar iat  

need not  incorporate perform ance-cum -achievem ent  reports in the Annual 

Adm inist rat ive Reports. I n all other cases if the Grants- in-aid exceed the m onetary 

lim its prescribed in Art icle 161-A of the Karnataka Financial Code, the Adm inist rat ive 

Departments should include in their Adm inist rat ive Reports a review of the ut ilisat ion 

of the Grants- in-Aid individually specifying in detail the achievements vis-a-vis the 

am ounts spent , the purpose and dest inat ion of the grants. I n cases where the 

Grants-  in-aid are for amounts less than the monetary lim its prescribed in Art icle 

161-A of the Karnataka Financial Code, 1958, the adm inist rat ive Department  should 

include in the adm inist rat ive reports their own assessm ent  of the achievem ents or 

performances in a general way for facilit y of a complete and comprehensive study of 

the Grants- in-  Aid by the Departm ent .  



  Where the accounts of the grantee I nst itut ions are audited by the 

Accountant  General, Karnataka, Bangalore copies of the performance-cum-

achievem ent  reports, furnished by the grantee inst itut ions to the adm inist rat ive 

departm ents/  sanct ioning authority should be made available to audit . I n other 

cases, copies of such reports, received by the adm inist rat ive department  or the 

sanct ioning authority, should be made available to audit  when local audit  of such 

grants- in-aid in the office of the adm inist rat ive departm ent  or sanct ioning authority 

is conducted or when it  is called for by the Accountant  General.  

 (6)  Unless it  is otherwise ordered by Governm ent , every grant  m ade for a 

specific object  is subject  to the implied condit ions-   

 ( i)  Deleted.  

 ( ii)  That  any port ion of the amount  which is not  ult imately required for 

expenditure upon that  object  should be duly surrendered to Governm ent .  

 ( iii)  That  port ion of the grant - in-aid amount  to be paid to the Public Libraries in 

the form  of reading materials may be drawn by the countersigning authorit ies on the 

detailed cont ingent  bills and endorsed in favour of suppliers.  

  Note 1.-  The authority sanct ioning a recurr ing grant - in-aid to the sam e 

inst itut ion for the same purpose shall furnish a cert if icate in the sanct ion order to the 

effect  that  the unspent  balance of the previous grant , if any, has either been 

surrendered to Governm ent  in cash or has been adjusted against  the subsequent  

grant  to which the sanct ion order refers. 

  Note 2.-  The voluntary organisat ions receiving grant - in-aid from  

Government  for the implementat ion of various program m es under the ‘Public Co-

operat ion Schem es’ in respect  or cont inuing Schem es, m ay retain with them  at  the 

end of the financial year, an am ount  of unspent  balance equivalent  to the est im ated 

expenditure in the first  two m onths of the following financial year subject  to the 

condit ion that  the above procedure should be followed only in except ional hardship 

and this procedure should not  be resorted to frequent ly and the unspent  balance 

should not  be carr ied forward as a m at ter of course. Am ounts held in excess of the 

requirem ents for the first  two m onths of the following year, should, without  fail,  be 

recredited to Governm ent .  

 (7)  Grants- in-aid in the nature of reimbursement  of expenditure already 

incurred by the grantee m ay be sanct ioned only to meet  such expenditure already 

incurred not  earlier than a year pr ior to the date of issue of the sanct ion.  

 (8)  Before the grant  is released, the grantee should be required to execute a 

bond with two suret ies to the Governor of Karnataka, that  he will abide by the 

condit ions of the grant  by the target  dates, if any, specified therein and in the event  

of his failing to comply with the condit ion or commit t ing breach of the bond, the 

grantee and the suret ies individually, and joint ly will be liable to refund to the 

Governor of Karnataka the ent ire am ount  of the grant  with interest  thereon or the 

sum  specified under the bond.  



  Note 1.-  The Grantee inst itut ions are exem pted from  paym ent  of stam p duty 

on such bonds. The stam p duty on the bond shall be borne by Governm ent .  

  Note 2.-  To enable the audit  to verify that  this condit ion has been fulfilled a 

cert ificate to the effect  that  the grantee has executed the requisite bond or has been 

exempted from  doing so, should be furnished along with the grant - in-aid bill,  duly 

countersigned by the officer on whose signature or countersignature the grant - in-aid 

bill is drawn.  

  Note 3.-  While obtaining the prescribed bond, where it  is necessary, the 

requirem ent  of furnishing the suret ies in addit ion, need not  be insisted on if the 

grantee inst itut ion or Organisat ion is a Society registered under the Karnataka 

Societ ies Regist rat ion Act , 1960 or is a co-operat ive society or is an inst itut ion of 

standing in whose case such Suret ies are not  considered necessary by the 

sanct ioning authorit ies concerned.  

  Note 4.-  I n the event  of the failure of the grantee to com ply with the 

condit ions or com m it t ing breach of the bond, he should be charged interest  at  6 per 

cent  per annum  on the am ount  of grant - in-aid ordered to be refunded.   A recourse 

to the enforcem ent  of recovery of interest  should be had in consultat ion with the 

Finance Departm ent . A br ief m ent ion of the breach and the decision of the 

sanct ioning authority about  the charging of I nterest  as well as reference to the 

orders issued should also be made in the ut ilisat ion cert if icate to be furnished under 

Note- I  of clause 5 of the above Art icle.  

  Note 5.-  These inst ruct ions will not  apply to the grant - in-  aid paid to quasi-

Governm ent  or Governm ent -aided organisat ions and Local Bodies.  For the purposes 

of the grant - in-aid the following types of inst itut ions or organisat ions are t reated as 

quasi-Governm ent  and Governm ent  aided organisat ions.  

 ( i)  Quasi-Governm ent  I nst itut ions.-  I nst itut ions or or-  ganisat ions set  up by 

Governm ent  as autonom ous bodies either under a statute or as a society registered 

under the Karnataka Societ ies Regist rat ion Act , 1960 or otherwise.  

 ( ii)  Government  aided bodies .-  I nst itut ions or organisat ions which receive 

financial assistance from  Government  on a regular basis (either wholly or on a fixed 

per centage basis)  and/ or  

 (a)  whose annual budget  is approved by the Governm ent . 

Or  

 (b)  Government  is adequately represented and associated with the Boards of 

Managem ent  or Com m it tee of Managem ent ’s of the I nst itut ions.  

 (9)  The following principles should be kept  in view by the sanct ioning authorit ies 

while sanct ioning grants to I nst itut ions, etc., for building purposes:   

 (a)  I t  should be ensured that  the building grant  is sanct ioned for the m inim um  

area required for the purpose of the grantee inst itut ion.  



 (b)  The order sanct ioning the grant  should em body such other condit ions as 

m ay be considered necessary for ensuring to Governm ent  the  r ight  to claim  a share 

of the rent  where the buildings are used for purposes other than those for which the 

grants were m ade:   

 (c)  I n order to ensure that  the above condit ions can in the event  of their 

breach, be enforced through a Court  of Law an agreem ent  bond as stated in clause 

(8)  above will also be got  executed by the grantee I nst itut ions.  

1[ 161-A (1)  Subject  to the provisions of any law for the t ime being in force applicable 

to an autonom ous body or authority, the audit  and report  on the audit  of all receipts 

and expenditure of a body or authority substant ially financed by grants or loans from  

the consolidated fund is ent rusted to the Comptroller and Auditor General of I ndia 

under Sect ion 14 of the Com ptroller and Auditor General’s (Dut ies, Powers and 

Condit ions of Service)  Act  1971.  For this purpose such body or authority shall be 

deem ed to be substant ially financed by grants or loans, if -  

 (a)  the total assistance (Grant / Loan/ Subsidy/  Rebate)  paid from  the 

consolidated fund of the State Governm ent  in a financial year is not  less than Rs. 

twenty five lakhs and is not  less than seventy five per cent  of the total expenditure 

of that  Body/ Authority.  

 (b)  notwithstanding anything contained in Clause (a) , if the grants, loans, 

subsidies and rebates to a body or authority from  the consolidated fund in a financial 

year are not  less than Rs. one crore and previous approval of the Governor is 

obtained.  

  Note.-  The test  for determ ining whether a body /  authority falls under 

Sect ion 14 of the Act  m ay be applied with reference to the norm al account ing  period 

of that  body/ authority.  

 (2)  Where the receipts and expenditure of any body/  authority are by vir tue of 

the fulfilment  of the condit ions, specified in sub-clause (1)  above are audited by the 

Comptroller and Auditor General of I ndia in a financial year, he shall cont inue to 

audit  the receipts and expenditure of that  body/ authority for a further period of two 

years notwithstanding that  the condit ions specified in sub-clause (1)  are not  fulfilled 

during any of the two subsequent  years.  

 (3)  To facilitate the Accountant  General to ident ify the inst itut ions for audit  

under sub-clause (1)  and (2)    and also for conduct ing audit  in t im e, all the 

Departments in the Secretariat  shall furnish to the Accountant  General (Audit -1)  an 

exhaust ive Departm ent  -  wise list  of sanct ioning authorit ies who are empowered to 

sanct ion Grants/ Loans/  Subsidies/ Rebate etc., to the bodies/ inst itut ions/ authorit ies 

during a part icular financial year not  later than the 1st  June of the succeeding 

financial year. The orders sanct ioning Grants/ Loans/ Subsidies should specify where-



ever necessary that  the accounts of the autonom ous bodies/ authorit ies/ inst itut ions 

are subject  to audit  scrut iny of Com ptroller and Auditor General of I ndia. All the 

sanct ioning authorit ies who are em powered to sanct ion 

Grants/ Loans/ Subsidies/ Rebate etc., should endorse a copy of their sanct ion order as 

and when issued and also a statem ent  of such sanct ion orders issued during a 

part icular year in the following proforma to the Audit  ( the Accountant  General (Audit -  

I ) , Bangalore)  not  later than the 1st  June of succeeding financial year.  

PROFORMA 

 Sl. San Part iculars Amount  Pur-  Con Part i-  

 No. ct ion of Grantee of Grant /  pose dit ion culars 

  order along with Loan/   if any of the 

  No. postal subsidry/    scheme 

  and address Rebate 

  date 

 

 1 2 3 4 5 6 7 

 

 (4)  I n addit ion the Grantee  I nst itut ion/ Authorit ies/  Bodies shall furnish the 

following informat ion to the Accountant  General: -   

 ( i)  the audited financial statem ent  of accounts consist ing of receipt  and 

paym ent  account ;  incom e and expenditure and balance sheet  for that  financial year;   

 ( ii)  a statem ent  containing unspent  balances of grant / subsidy/ loan granted 

during the previous financial year;  receipt  from  Governm ent  of I ndia and State 

Governm ent  ( in case of several State Governm ents, Governm ent  -  wise details) ;  the 

am ount  received as grants/ loans/ subsidy during that  financial year from  Governm ent  

of I ndia and State Governm ent ;   

 ( iii)  the expenditure incurred during the financial year (both capital and revenue 

expenditure excluding paym ents towards deposits, investm ents, incom e tax 

recovered, advance to staff, t ransfer of cash between office and bank to be specified)  

( to be furnished before 1st  June of the succeeding financial year) .  

  Note 1.-  I n the case of grants or loans not  com ing under the purview of 

Sect ion 14, the Comptroller and Auditor General of I ndia can st ill under Sect ion 15 of 

the Act  scrut inise the procedure by which the sanct ioning authority sat isfied itself as 

to the fulfilment  of the condit ions subject  to which such grants or loans are given 

and shall for this purpose have r ight  to access to the book and accounts of that  

authority or body.  

  Note 2.-  I n the other cases where the Adm inist rat ive Departm ent  desire that  

the accounts of a body or authorit ies should be audited and cert ified by the 

Comptroller and Auditor General of I ndia, they may init iate proposals for the 

ent rustm ent  of Audit  to Com ptroller and Auditor General of I ndia  under sect ion 19 



(3)  and 20 of the Act   irrespect ive of the fact  whether Sect ion 14 of the Act  has been 

at t racted (or is likely to be at t racted)  or not  in a part icular year. The accounts 

audited under sect ion 19 (3)  shall be subm it ted to the Government  are being placed 

before the Legislature.  

 (5)  The orders sanct ioning grants/ loans/  subsidies / rebats should specify, 

wherever necessary that  the receipts and expenditure of the assisted body/ authority 

are subject  to audit  by the Com ptroller and Auditor General of I ndia. The sanct ions 

should also indicate the responsibilit y of such bodies/ authorit ies to comply with the 

condit ions in sub-clause (4)  above.]  

 162. The following inst ruct ions should be st r ict ly observed in connect ion with the 

sanct ion and paym ent  of grants- in-aid to public bodies or inst itut ions or statutory 

bodies. 

 (a)  Once a Grant - in-aid has been sanct ioned, it  is the responsibilit ies of the 

grantee to prepare and subm it  the bill in the form  annexed to the countersigning 

authority for signature and the Treasury Officer for paym ent . I n no case, therefore, 

should the office of the sanct ioning authority to this work on behalf of the grantee.  

There is, however, no object ion to the grantee being guided in the preparat ion of the 

Bill,  such guidance taking the form  of supply of blank form  and indicat ion of the 

part iculars to be filled in.  

 (b)  Before a bill is accepted, it  should be part icularly seen that  the condit ions, if 

any, at tached to the grant  have been accepted by the grantee without  any 

reservat ion,  

 (c)  A Register of Grants containing the following columns should be maintained:   

 ( i)  Serial No.;   

 ( ii)  Num ber and date of sanct ion let ter:   

 ( iii)  Purpose of grant ;  

 ( iv)  Condit ions, if any at tached to the grant ;  

 (v)  Am ount  sanct ioned:   

 (vi)  Date of receipt  of the bill from  the grantee and its amount ;   

 ( vii)  Whether condit ions at tached to the grant  have been accepted by the 

grantee without  reservat ion;  

 (viii)  Dated init ials of the countersigning authority;  

 ( ix)  Date by which audited statem ents of account  etc., are required to be 

furnished by the grantee;  

 (x)  Date by which ut ilisat ion cert ificate is required to be furnished by the 

sanct ioning authority to the audit  office;  

 (xi)  Date by which audited statem ents of accounts are actually received. The 

reasons for delays in receipt  of such statements as well as efforts made by the 



sanct ioning authority/ countersigning authority to expedite subm ission of such 

statem ent  should also be indicated in the register;   

 ( xii)  Date of subm ission of ut ilisat ion cert if icate to the audit  office, in case there 

is delay in subm ission of ut ilisat ion cert if icate to audit ,  the reasons therefor should 

also be  indicated,  

 (xiii)  Unspent  balance, if any, ( I ndicate whether the unspent  balance has been 

Surrendered by the grantee inst itut ion) ;   

 (xiv)  Whether the register has been reviewed by the superior officer during his 

periodical visits to the office of sanct ioning authority. Any delay in receipt  of audited 

statements of accounts from  the grantee inst itut ions or subm ission of ut ilisat ion 

cert if icate should be specifically brought  to his not ice with relevant  reasons for the 

delay. The Accountant  General should also be inform ed of the reasons for delay.  

  The register should be maintained    by the sanct ioning authority if the bill is 

to be countersigned by the sam e authority. I f,  however, the powers of 

countersignature of grants’ bill have been vested with an authority other than 

sanct ioning authority under Art icle 208-A of the Karnataka Treasury Code, the 

register should be maintained by the countersigning authority and not  the 

sanct ioning authority.  

  Colum ns ( i)  to (v)  of the Register should be filled in simultaneously with the 

issue of the order sanct ioning each grant  if the register is being maintained by the 

sanct ioning authority. I n those cases in which the register is to be maintained by the 

countersigning authority, these columns should be filled in by the countersigning 

authority  on receipt  of his copy of sanct ion from  the sanct ioning authority. These 

colum ns should be at tested by a Gazet ted Officer, nom inated for the purpose by the 

sanct ioning or countersigning authority, as the case m ay be. The serial   number 

should be recorded on the body of the sanct ion let ter at  the t im e the item  is entered 

in the Register, as under:   

  “Noted at  Serial No....  . . .  in the Register of Grants. Such a record will guard 

against  the possibilit y of double payment . Columns (vi)  and (vii)  should be filled in 

and at tested by the Gazet ted Officer concerned as soon as the bill has been received 

from  the grantee. The bill should then be subm it ted to the countersigning authority 

with the Register for countersigning the bill and for giving his dated init ials in 

columns (viii)  of the Register. I t  should also be the duty of the countersigning 

authority to verify that  the condit ions, if any, at tached to the grant  have been duly 

accepted by the grantee without  any reservat ion and that  no other bill for the same 

purpose has already been countersigned before. Any bill received from  the grantee 

should not  be countersigned unless it  has been noted in the Register of Grants 

against  the relevant  sanct ion. This would also facilitate watching of payments in 

installments, if any, in the case of lum psum  sanct ions.”   

 (d)  I n case the amount  of grant - in-aid is considerably small and it  is not  

convenient  to follow the procedure laid down in clause (a)  regarding the preparat ion 



and presentat ion of a bill by the grantee, the procedure to be followed should be 

set t led in consultat ion with the Audit  office. 

  I n cases where it  is agreed between the sanct ioning authority and the Audit  

Officer that  grants- in-aid m ay be drawn by the departmental authorit ies on 

cont ingent  bills and then paid by them to the grantees on simple receipt  without  

requir ing the lat ter to present  a regular bill,  the register prescribed in clause (c)  

should be maintained with the following changes:   

 ( i)  Colum n (vi)  of the register should bear the heading      “date of drawal of 

bill”  ;  

 ( ii)  Column (viii)  of the register should bear the heading  “dated init ials  of the 

drawing officer” :   

 ( iii)  The following two addit ional columns should be added in the register in such 

cases;   

 (a)  Colum n ( ix) -  “Date of paym ent  to the grantee” .  

 (b)  Colum n (x) - “Dated”  init ials of the Disbursing Officer.  

 GRANTS- I N- AI D BI LL 

  No  .. . . . . . . . . . . . . . . .   

  Heads of Accounts... . . . . . . . . . . . . . . . . . . . . . . . . . . .  . . . . . . . . . .received the sum s of 

Rs.... . . . . . . . . . .  ( . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .)  being the grant - in-aid for the 

period.... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  sanct ioned 

by.... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  No.... . . . . . .dated.... . . . . . . . . . . . . . . . .  ( copy 

enclosed) . Dated ... . . . . . . . . . . . . .  

 

      Signature.  

      Designat ion.  

Countersigned for Rs.... . . . . . . . . . . . . . . . . . .  Date ... . . . . . . . . . . . . . . .   

      Signature.  

      Designat ion.  

For use in Treasury  

Pay Rs ... . . . . . . . . . . . . . . . . . . . . . . . . .( . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .)   

  Exam ined.  

      Treasury Officer. 

  Treasury Accountant .  

      Date .. . . . . . . . . . . . . . . . . . . . . . .   

For use in Accountant  General’s Office  

     Adm it ted Rs ... . . . . . . . . . . . . . . . . . . . . . . .  



     Objected to Rs ... . . . . . . . . . . . . . . . . . . .   

     Reason of object ion.... . . . . . . . . . . . .  

 

Auditor.                 Superintendent .               Gazet ted Officer.  

 

ADMI NI STRATI ON AND OPERATI ON OF THE GRANTS PROVI DED I N   THE 

BUDGET FOR AFFORDI NG RELI EF TO THE SUFFERERS I N   ACCI DENTAL FI RE 

AND ARSON CASES.  

 162-A. Following are the rules for the adm inist rat ion and the operat ion of the grants 

provided by Governm ent  in the budget  of each year for affording relief by way of 

grants to the sufferers in the accidental fire cases in the State:   

 (1)  The Divisional Commissioner shall be the Chief Cont rolling Authority for the 

adm inist rat ion of the funds. He will dist r ibute the grants sanct ioned in each year to 

the several dist r icts.  

 (2)  The grant  need not  be confirm ed to persons paying Land Revenue to 

Government . Relief will be extended to all sufferers in fire accidents who are really 

poor and require Government  help for rehabilitat ion.  

 (3)  The extent  and nature of relief shall have a direct  bearing to the immediate 

needs of the sufferer with part icular reference to the number of members in the 

fam ily, and his m inimum requirements for get t ing rehabilitated in his previous 

occupat ion or em ploym ent . The relief given need not  necessarily be in proport ion to 

the extent  of loss sustained by the sufferers as it  is neither possible nor necessary 

that  the sufferer be given relief fully for the loss he m ight  sustain due to the fire 

accident .  

 (4)  The Tahsildar shall invest igate and determ ine the extent  and nature of relief 

to be given in each case with the due reference to the above factors.  

 (5)  Each fam ily shall be t reated as a unit  for purposes of the grant  of relief.  

  Note.-  ‘Fam ily’ for purposes of these rules m eans wife or husband, 

legit imate children and stepchildren residing with and wholly dependent  on the 

sufferer and includes in addit ion, his parents, sisters and m inor brothers, if residing 

with and wholly dependent  on him .  

 (6)  The maximum amount  of relief for any one fam ily shall not  exceed ordinarily 

Rs.500.  

 (7)  The Tahsildars and Assistant  Com m issioners are authorised to sanct ion relief 

not  exceeding Rs.50 and Rs.100 respect ively, to each fam ily. The Deputy 

Commissioners are empowered to sanct ion relief not  exceeding Rs.250 and the 

Divisional Commissioners to sanct ion relief not  exceeding Rs.500 to each fam ily. 

Cases  of relief exceeding the lim it  of Rs.500 shall require the sanct ion of 

Governm ent .  



 (8)  (a)  The preceding rule is subject  to the following lim its:   

 Sl. Nam e of the Officer Maxim um  lim it  upto which the 

 No.  powers under the preceding rule 

   are to be exercised 

 1. I n the case of  Not  exceeding Rs.1,000 in    

Tahasildar any one case of accidental fire  2. I n the 

case of  Not  exceeding Rs.2,000 in any   

Assistant  Commissioner one case of accidental fire  

 3. I n the case of  Not  exceeding Rs.10,000 in any   

Deputy Com m issioner one case of accidental fire  

 4. I n the case of  Not  exceeding Rs.20,000 in any   

Divisional Commissioner one case of  accidental fire  

 (b)  cases exceeding the lim it  of Rs.20,000 shall require the sanct ion of 

Governm ent .  

  Explanatory Note.-  For purposes of this Rule:   

 (a)  One case of accidental fire shall mean one fire accident  in a village or town 

involving one or more fam ilies:   

 (b)  The am ount  noted in colum n (3)  represents the total am ount  of relief that  

can be afforded in a fire accident .  

 (9)  Cash relief should just  cover the cost  of foodgrains and clothing, if any 

needed immediately.  

 (10)  Building materials may be given free according to the requirem ents of each 

case. The value of the building materials supplied from  forests m ay be paid direct  by 

the Revenue Departm ent  to the Forest  Departm ent . I n the case of Scheduled Castes 

and Scheduled Tribes, the m aterial is supplied free of cost .  

 (11)  Cash relief sanct ioned in each case shall be disbursed by the Tahsildar.  

 (12)  Cash relief m ay be granted to each of the sufferers  in fire accidents on the 

following basis:   

 (a)  For loss sustained up to Rs.10 cash relief up to Rs.20;  

 (b)  For loss sustained, between Rs.100 and Rs.500 cash relief of Rs.20 to Rs.50;  

 (c)  For loss sustained between Rs. 500 and Rs. 1,000 cash relief of Rs.50 to  

Rs.70;   

 (d)  For loss sustained above Rs.1,000  cash relief up to Rs.100. 

 (13)  Cash relief at  the scale laid down in rule 12 will be in addit ion to other reliefs 

that  m ay be sanct ioned by the Revenue and Forest  Officers by way of grant  of 

building materials. The total relief including the value of building materials shall not  

exceed Rs.500 for any one fam ily as laid down in rule 6.  



  Note.-  Under this rule, the value of clothes and foodstuffs to be supplied to 

the sufferers in addit ion to other reliefs by way of free grant  of building m aterials 

may be adjusted towards the relief perm issible only when they are paid from  

Governm ent  funds and not  from  local help or cont r ibut ions.  

  As regards the procedure regarding grant  of relief to the sufferers 

Governm ent  considers that  no hard and fast  rules can be laid down regarding the 

quantum of relief to be granted as the method and extent  of such grant  will mainly 

depend upon the nature and extent  of loss sustained, the social and financial posit ion 

of the sufferers, the am ount  required to provide food, clothing and temporary shelter 

immediately, the cont r ibut ions raised from  the public or charitable inst itut ions, etc. 

The Revenue Officers should therefore decide the quantum  of relief and the m ethod 

of its dist r ibut ion having regard to the circum stances of each case, keeping in view 

the principle that  Government  aid is necessarily rest r icted to supplement ing private 

charity.  

  With regard to the supply of t im ber or building m aterials the following 

procedure should be observed:   

 ( i)  The Revenue Officers m ay grant  unreserved t imber from  Government  waste 

lands other than those const ituted as State forests or vested in other Departm ents. 

The value of such grants should not  exceed the cash relief which the Officer 

concerned can grant . Reserved t rees should not  be granted.  

 ( ii)  Where suitable t imber is not  available in Government  waste lands under the 

cont rol of the Revenue Departm ent  within reasonable reach of the person affected, 

the Revenue Officer will issue an authority in the Forest  Department  to perm it  

removal of such t imber as the Forest  Departm ent  m ay select  up to the value 

specified in the perm it . The value of the t imber granted together with cash relief, if 

any, should not  exceed the grant  adm issible in the case.  

 ( iii)  On receipt  of the authority from  the Revenue Officers, the Forest  

Department  will select  and mark the t rees which should be cut  and removed by the 

grantee.  

 The expenditure on account  of grant  of relief to sufferers is the accidental fire 

should be met  from  the provision made under “64. Fam ine Relief-d Gratuitous Relief-

E. Expenditure an account  of Gratuitous Relief to Vict ims of flood, fire accidents and 

other natural calam it ies” .  

  Note.-  Grant  of relief in case of the fire vict ims need not  be confined only to 

sufferers in incidental fires. The relief may also be given to poor persons who suffer 

on account  of arson provided that  the relief shall not  be available to persons against  

whom any crim inal proceedings have been launched by the Police t ill such persons 

are cleared by com petent  Courts” .  

162-AA.  Rules regulat ing the grant  of relief to sufferers of flood havoc-   



 (1)  The Divisional Commissioner shall be the Chief Cont rolling Authority for the 

adm inist rat ion and regulat ion of the relief.  

 (2)  The following are the cases, where relief would be adm issible: -   

 ( i)  Loss of hum an lives.  

 ( ii)  Loss of cat t le.  

 ( iii)  Damage to houses.  

 ( iv)  Dam age to standing crops or crops  sown.  

 (v)  Dam age to other propert ies such as irr igat ion bunds, pum p houses, etc.  

 (vi)  Dam age to lands by heavy deposit  of silt  or by erosion rendering lands unfit  

for cult ivat ion.  

 (3)  The relief and its quantum will be governed by the following condit ions: -   

 (a)  The relief will be lim ited to the m inimum needs of the sufferer to t ide over 

the dist ress with part icular reference to the number of members in the fam ily and for 

get t ing him  rehabilitated in his previous calling.  

 (b)  I t  should be adequate enough to make the sufferer feel that  he is not  left  

dest itute and uncared for.  

 ( c)  The amount  of relief should not  exceed what  is quite necessary to 

supplem ent  pr ivate charity. 

 (d)  The quantum of relief should be decided on without  delay and dispensed 

quickly.  

 (e)  I t  shall in no case exceed the loss sustained by the individual.  

 (4)  I n the case of loss of hum an lives and cat t le and dam age to houses, the 

permanent  solut ion of shift ing the houses in the low- lying areas to higher regions 

which can be considered free from  danger of floods even during the peak years 

should be adopted. No relief is adm issible to people who persist  in residing in their 

places exposed to danger of floods even after they are offered sites in higher 

regions. 

  The relief in such cases will be governed by the following condit ions: -   

 ( i)  Grant  of building sites, free of cost , either out  of available Government  lands 

in the vicinity or by acquir ing suitable lands for their rehabilitat ion in exchange for 

the abandoned sites, the cost  of’ acquisit ion being borne by Government .  

 ( ii)  Grant  of building materials free of cost , the extent  of grant  being regulated 

with reference to the num ber of m em bers in the fam ily of the sufferer and his need 

for assistance.  

 ( iii)  The materials should be supplied from  the nearest  Forest  depots, the 

t ransportat ion and other incidental charges being levied from  the grantees. Mafi 

passes to fetch such m aterials should not  be issued.  



 ( iv)  The m axim um  value of building m aterials to be granted in any one case 

shall not  exceed Rs.300 per house calculated at  the prevailing seigniorage rates of 

the Forest  Departm ent .  

 (v)  The Revenue and forest  Departm ental Officers who are em powered to grant  

building materials free shall exercise   those powers in those cases also.  

 (5)  I n the case of loss of, or dam age to crops, where no crop is realised, the 

assessment  on the lands will be rem it ted   in full.  

 (6)  No other relief is adm issible ordinarily for damage to crops or other 

property. Where the persons are, however, deprived of their all and are reduced to a 

state of dest itut ion, relief by way of cash grant  m ay be dispensed up to a m axim um  

of Rs.500 per fam ily on the following sliding scale subject  to the principles 

enunciated in clause (3)  above: -   

 ( i)  for loss sustained upto Rs.200-Full extent  of the loss.  

 ( ii)  for the loss of m ore than Rs.200 but  not  m ore than Rs.1,000-50 per cent  of 

the loss subject  to a m inim um  of Rs.200.  

 ( iii)  for loss exceeding Rs.1,000-Cash relief of Rs. 500.  

  The cash relief indicated above will be in addit ion to the grant , where 

necessary, of building m aterials of the value not  exceeding Rs.300 as provided in 

clause 4 ( iv) .  

  The overall cash relief should not  exceed Rs.500 per fam ily. Each fam ily 

shall be t reated as a unit  for the purpose of grant  of relief.  

  Note.-  Fam ily for purposes of these rules m eans wife or husband, legit im ate 

children and step children, residing with or wholly dependent  on the sufferer and 

includes in addit ion, his parents, sisters and brothers, if residing with and wholly 

dependent  on him .  

 (7)  The Revenue Officers com petent  to grant  relief for vict ims of fire accident  

indicated in Art icle 162-A, are competent  to grant  cash relief in respect  of flood 

havoc also.  Cases exceeding these lim its shall be subm it ted to Government  for 

orders.  

 (8)  I n respect  of lands dam aged by heavy deposit  of silt  or by erosion, 

rendering the lands unfit  for cult ivat ion full assessment  on the lands may be rem it ted 

or the period during which the lands remain unfit  for cult ivat ion. This period shall not  

exceed three years in any case.  

 (9)  Where it  is considered necessary, long- term  relief by way of loans may be 

given by Tahsildars to enable the sufferers owning lands to rehabilitate in their 

form er avocat ion, to the extent  of loss sustained by the individual, subject  to the 

following Condit ions:   

 ( i)  The loan will be interest - free.  



 ( ii)  it  shall not  exceed the value of loss sustained by the sufferers or Rs. 1,000 

whichever is less in any case.  

 ( iii)  The period of repayment  shall not  exceed 10 years.  

 ( iv)  The loan will be lim ited to Rs.200 per acre in the case of wet  or garden lands 

and Rs. 50 per acre in the case of dry lands.  

 (10)  The expenditure on account  of gratuitous relief is debitable to 64. Fam ine 

Relief-D. Gratuitous Relief-E-  Expenditure on account  of Gratuitous Relief to vict ims 

of flood, fire accidents and other natural calam it ies” .  

  The loans sanct ioned will be debited to the head. “Q. Loans and Advances by 

State and Union Terr itory Governm ents Miscellaneous Loans and Advances (e)  Other 

Loans-Aid against  floods, rains, fire, accidents, etc. 

  Note.-  Dam ages caused due to hailstones, storm s, lightning, earth quake 

and cyclone are also t reated as natural calam it ies and relief to be afforded to 

sufferers in such calam it ies by way of cash grants and building materials will be as 

per the scales ment ioned in clause (6)  of Art icle 162-AA.  

  “Payment  of gratuitous relief to the fam ilies of persons who loose their lives 

in the accidents, arson, floods, cyclones, lightening storm  and hail-storm” .  

 162-B. The following are the rules regulat ing the grant  or relief to the bereaved 

fam ilies of the persons killed in natural calam it ies like fire accidents, arson, floods, 

cyclones, lightning, storm  and hail-storm : -   

 1. These shall be applicable throughout  the Karnataka State.  

 2. They shall apply to all the fam ilies of persons who loose their lives in fire 

accident , arson and other natural calam it ies such as floods, cyclone, lightning, storm  

and hail-storm  subject  to the condit ions noted below: -   

 ( i)  the deceased persons should have been the sole earning member of the 

fam ily as per definit ion of fam ily under Clause-5 of Note below Art icle 162-A of 

Karnataka Financial Code.  

 ( ii)  the income of the deceased person should have been below Rs.1,200 per 

annum .  

 3. The heirs of the deceased or killed will be sanct ioned by Government  a 

lum psum  grant  of Rs.250 and m onthly paym ent  of Rs.30 for a period of five years 

from  the date of sanct ion and in the event  of death of the payee of the bereaved 

fam ily before the expiry of five years the relief is payable to the next  heir, if any, in 

the fam ily in the order of m erit   as indicated hereunder: -   

 (a)  ( i)  to the surviving widow or if there are more widows than one,  all of them 

in such m anner  as Governm ent  m ay  deem  fit ,  if the deceased is a male member or 

to the husband if the deceased is a fem ale m em ber;   

 ( ii)  failing a widow or husband, as the case may be, to the eldest  surviving son:   

 ( iii)  failing ( i)  and ( ii) ,  to the eldest   surviving unmarried daughter;   



 ( iv)  these failing to the eldest  widowed daughter, and  

 (b)  in the event  of no pension becom ing payable under clause (a)  the pension 

m ay be granted: -   

 ( i)  to the father;   

 ( ii)  failing the father to the mother;   

 ( iii)  failing the father and the mother to the eldest  surviving brother below the 

age of 18.  

 ( iv)  these failing to the eldest  widowed daughter, married sister,  

 (v)  failing ( i)  to ( iv)  to the eldest  surviving widowed sister;  

 4. The gratuitous relief amount  sanct ioned under this scheme will not  be liable 

to at tachm ent  under any process of law.  

 5. Each Tahsildar shall make in respect  of grantees in his area yearly 

verificat ion of the fact  that  the grantee is alive. The verificat ion shall be made by the 

Tahsildar once in a year and a report  sent  to Governm ent  (Revenue Departm ent )  

through the Deputy Com m issioner of the Dist r ict  before the end of March. 

 6. The Dist r ict  Treasury Officer/ State Huzur Treasury Officer shall be the 

authority for the paym ent  of am ount .  

 7. The m onthly paym ent  shall becom e due for paym ent   only on the expiry of 

the m onth to which it  relates.  

 8. I t  shall be the duty of the grantee to int im ate any change of his/ her address 

to the Tahsildar who will in turn advise the Dist r ict  Treasury Officer/ State Huzur 

Treasury Officer, who m akes the paym ent . 

 9. Every grantee will be provided with an ident ificat ion card furnishing therein 

his/ her m arks of ident ificat ion, his passport  size photo, the m onthly gratuitous 

am ount  payable to him / her.  

 162-C. The rules governing the grants for const ruct ion of houses by Scheduled 

Castes, Scheduled Tribes, Ex-crim inal Tribes and Nomadic and Sem i-Nomadic Tribes 

are detailed in Appendix VI I -B. 

CONTRI BUTI ONS  

 163. As it  is considered inexpedient  that  different  departm ents of the State 

should, in their I ndividual names, make cont r ibut ions towards one and the sam e 

object  of public ut ilit y, Heads of Departments will forward to Government  all 

applicat ions for help for such purposes. I n deserving cases, a State grant  will be 

sanct ioned in the nam e of Governm ent .  

 

 

 

 



CHAPTER X  

STORES 

( The stores Purchase Rules are contained in the Stores Purchase Manual) .  

STOCK ACCOUNTS  

 164. (a)  Heads of Offices and other ent rusted with the care of stores of any kind, 

e.g., raw m aterials and consum able stores in all manufacturing, t rading or 

consum ing departm ents, apparatus, inst rum ents, plant  and m achinery, office 

furniture, and other office stores like books, forms, stat ionery, safes, locks, bicycles, 

clocks, lam ps, etc., are responsible for taking all due care for the safe custody of 

such art icles and for maintaining suitable accounts and inventories so as to prevent  

losses to Governm ent  by accident , theft , fraud or negligence. For securing this 

object , it  is important  that  each item  of receipt  and issue (or disposal)  of stores 

should be recorded concurrent ly as it  occurs in suitable stock registers or inventories 

so that  it  should be possible at  any t ime to check the actual balance with the book 

balances. I t  should also be possible to check the expenditure on stores with the help 

of the stores records and vice versa-vide the cert ificate prescribed at  the foot  of the 

cont ingent  bill forms.  

 (b)  The exact  form s in which the stores accounts described above should be 

kept  depend on the nature of the stores, the frequency of t ransact ions and the 

special circumstances of each department . Thus, the accounts to be kept  for 

consumable stores like dietary stores in a hospital or jail of which there are 

numerous and varied t ransact ions, differ very materially from  those  be maintained 

of the art icles of furniture in the office.  

  Separate stock accounts or inventories should be maintained of-   

 ( i)  raw m aterials and consum able stores in all m anufactur ing, t rading, 

developm ent  and other departm ents, and  

 ( ii)  office furniture such as chairs, tables, racks, stools, benches, t rays, etc., and 

other office stores excluding books, form s and art icles of stat ionery but  including 

live-stock and other stores and movable property in the custody of each Governm ent  

servant  such as iron safes, locks, scales, weights, tents, m achines, lam ps, bicycles, 

clocks, etc.  

 165. Raw Materials and Consum able Stores.-  A stock account  of these stores 

should be maintained in the forms prescribed in the respect ive departmental 

Manuals, Codes or orders. The m ain features of the accounts required are the 

m aintenance of Day Books of receipts and issues recording the t ransact ions as they 

take place, and of a ledger for each kind of art icle showing the receipts, issues and 

balances. 

  I n the case of departm ents for which,. no specific form s or rules have been 

prescribed by general or special orders of Governm ent  or in any of the departm ental 

Codes or Manuals, Form s 33 and 34 m ay be used.  



  Note.-The issue of stores should as far as possible be on indents duly passed 

by an authorised officer.  

 166. Furniture and other office stores.-  I n the case of office furniture and other 

office stores a Day Book in Form  34-A and a sample ledger account  in Form  34 for 

each kind of art icle are sufficient . The form  of ledger provides for not ing the receipts, 

disposals (due to dam age, loss, t ransfer or sale)  and balances. Art icles purchased or 

supplied should be immediately brought  to account . Once a quarter, these registers 

should be verified and the result  reported to the head of the office.  

  Note 1.-  I n the case of furniture in large offices dist r ibuted over several 

rooms, the head of the office may have inventories which may be in each room kept  

up- to-date to facilitate the annual verificat ion of stock and to fix the responsibilit y for 

losses.  

  Note 2.-  I n the case of librar ies and museums, catalogues are also 

maintained besides the prescribed inventories.  

  Note 3.-  I n case of form s and stat ioners, stock books should be kept  in 

accordance with the stat ionary rules. 

 167. The object  of the above provisions is to enable the Governm ent  servants to 

realise their responsibilit y in respect  of Government  property and to indicate the 

general and essent ial pr inciples on which accounts of stock are kept . The actual 

system to be followed in any part icular case will be depend on the circumstances of 

each case and where a part icular system  prescribed in any Manual or Code is already 

in force, it  need not  be changed. Where the exist ing systems are defect ive or where 

no accounts are kept  at  all,  Heads of Departm ents and offices should see that  the 

necessary accounts are kept  as far as possible, in conform ity with the pr inciples 

contained above.  

STORES LOST OR RENDERED OBSOLETE, SURPLUS OR UN- SERVI CEABLE  

Stores Lost  

 168. (a)  I f stores are lost  by fire, theft , etc., and their value becom es 

irrecoverable, previous sanct ion of the com-  petent  authority should be obtained for 

their write-off before the m issing art icles are elim inated from  the store accounts, 

numerical or otherwise, vide Art icle 306. I f however, the cost  of m issing stores is 

recovered fully, they may be elim inated from  the accounts without  an order of write-

off.  

  1[ Heads of Department  may declare stores as obsolete surplus or un-

serviceable and dispose them  of upto Rs.1,000 each t im e and Rs.5,000 per annum . 

Joint  Director/ Cont rolling Officers may declare Stores to the extent  of Rs.200 each 

t im e and rupees 1,000 per annum , as obsolete surplus or unserviceable and dispose 

them  of.]   

  Stores rendered obsolete, surplus or unserviceable.  



 (b)  ( i)  Subject  to any special rules or orders applicable to any part icular 

departm ent , whenever stores becom e obsolete, surplus or unserviceable for 

whatever reason, they should  be  declared  as  such  and   disposed   of   by   sale  

or otherwise under the orders of com petent  authority by subm it t ing to him  a survey 

report  in Form  K.F.C. 34-B. After such disposal, they may be elim inated from  the 

accounts without  an order for write-off which is required only when the stores are 

lost  and their cost  becomes irrecoverable.  

 ( ii)  Each order declar ing store as obsolete, surplus or unserviceable under (b)  

should indicate the causes leading thereto and how the condem ned stores are to be 

disposed of, i.e., whether by sale in public auct ion or otherwise or by dest ruct ion in 

the case of useless and irreparable materials, such an order would be sufficient  to 

cover the loss to Governm ent , if any. A copy of each such order should be endorsed 

by the com petent  authority to the Accountant  General. The head of the office should 

record full part iculars of all condemned stores in Form  34-B of Karnataka Financial 

Code from  which their  disposal can be watched. 

  Where the com petent  authority holds that  stores have becom e 

unserviceable, obsolete, or surplus owing to negligence, fraud, etc., on the part  of 

individual Government  servants, it  will be necessary to fix the responsibilit y for the 

loss and to devise m easures to prevent  recurrence of such cases. 

  1[ Note.-  Advert isem ent  in news papers for disposal of Art icles and empty 

bot t les, containers etc., shall be inserted only when the am ount  expected to be 

realised by sale in public auct ion of condemned stores, is more than Rs.2,500/ - . I n 

other cases, local quotat ions may be called for from  three or m ore known firm s and 

also published in the office not ice board. However, in respect  Public Works 

Departm ent  and I rr igat ion Departm ent  the procedure prescribed in Karnataka Public 

Works Departm ental code and Departmental Rules shall be followed.]  

 ( iii)  Where the art icles are sold by public auct ion the head of the office or any 

other Gazet ted Officer should invariably at tend the auct ion and record the final bids ;  

 ( iv)  The Head of the office or any other Gazet ted Officer should also be present  

when the art icle sold are released, his presence being most  essent ial when the 

release of the art icles takes place somet ime after the auct ion, or when I t  involves 

processes such a weighm ent , etc. , 

 (v)  The Sale Account  should be in Form  K.F.C. 34-C. I t  should be signed by the 

Officer who supervised the auct ion after comparing the ent r ies made in that  Account  

with the list  of such stores in Form  34-B, vide sub-clause ( ii) .  I f the art icles are 

released in the presence of an officer other than the one who supervised the auct ion, 

the ent r ies in column 9 of the Sale Account  should be at tested by dated signature of 

such officer;  

 (vi)  The sale proceeds should be t reated as a m iscellaneous receipt  of the 

departm ent  concerned. 



  The term  “value of stores”  for the purpose of issue of sanct ion for the write-

off of irrecoverable value of stores lost , or for condem nat ion of unserviceable, 

obsolete or surplus stores should be taken as (a)  the book value where priced 

account  are m aintained and (b)  the replacem ent  value, i.e., m arket  value (at  the 

t im e of issue of sanct ion for the write-off/ disposal)  of an art icle of sim ilar nature 

whether old or new where no such accounts are m aintained.  

VERI FI CATI ON OF STORES 

 169. Stores should be verified periodically in the manner prescribed for each 

departm ent , in any case, at  least  once a year. Subject  to any special rules or orders, 

consum able stores and raw m aterials should be checked annually by the Governm ent  

servants in charge of them  and a report  of verificat ion should be sent  to the 

cont rolling authorit ies, who will check the inventories in the course of their 

inspect ions.  

  I n the case of furniture and other office stores, the stock should be verified 

at  least  once a year ( in April)  by the head of the office or one of his Gazet ted 

Assistants. A cert if icate of check should be subm it ted to the cont rolling officer, where 

there is one, signed by the head of the office who will be held responsible for the 

proper  maintenance of the registers and the correctness of the verificat ion report , 

whether he conducts the verificat ion him self or ent rusts it  to a Gazet ted Assistant .  

  Note 1.-  When there is a separate store-keeper in charge of stores, the 

verificat ion of stock prescribed in this Art icle should be done by another Government  

servant .  

  Note 2.-  A cert if icate in Form  35 will also be at tached to the salary bill of the 

Heads of offices for April payable in May. When there is a t ransfer of charge, a 

sim ilar cert if icate should be at tached to the first  pay bill of the relieving Government  

servant  presented for paym ent .  Explanat ion for the difference in stock, if any, and 

act ion taken thereon should be furnished in these cert if icates. 

  Except ion.-  I n respect , however of the heads of Government  Colleges, the 

cert if icate in form  Karnataka Financial Code 35, will be at tached to their pay bills for 

the m onth of July.  

  Note 3.-  With a view to prevent ing delay in the annual physical verificat ion 

of stores (Stock, Tools and Plant  and m aterials at  site account  including roadside 

materials)  and the despatch of the copy of Part  I I I  (Review)  relat ing to Stock and of 

the cert if icate relat ing to Tools and Plant  due to the Chief Engineers concerned and 

of the Annual Cert ificate of suspense balances due to the Accountant  General the 

cert if icates should be sent  by the Governm ent  servants concerned along with their 

salary bills for July and December of each year to the effect  that  necessary stores 

verificat ion has been carr ied out  and returns due to the Chief Engineers and the 

Accountant  General have been despatched on the due dates.  

  The form  of the Cert ificate should be as follows:   



  Cert if ied that  the following returns and cert if icates have been subm it ted with 

this office let ter No.... . . . . . . . . . . . . .                dated ... . . . . . . . . . . . . . . . . . . . . . . . . . . .  to the 

concerned officers on the prescribed date as indicated below : -   

 

 Name of the  Prescribed date of  To whom  subm it ted  returns etc.

 subm ission 

 

 1 2 3  

 

( i)  Part  I I I  Review of 15th December and To the concerned  

 Register of stocks  15th July respect ively Chief Engineers. 

 for the half year   Copy to be endorsed 

ended 30th Septem ber   to the Chief Engineer  

 and 31st  March  (Com m unicat ions  

   and Buildings) . 

 

   To the Chief Acc-ounts  

   Officer of the project  in  

   the case of projects  

   having pre-audit  set  up  

( ii)   Cert ificate printed On or before 15th To the concerned 

in Part - I I I  Shortages  Decem ber Chief Engineers, copy 

await - ing adjustm ents   to be endorsed to 

 of the register of   the Chief Engineer 

 tools and plant    (Communicat ions  

   and Buildings) .  

( iii)  Annual Cert if icate  20th May To the Accountant  

of suspense balance   General.  

 

  Note 4.-  ( i)  The Execut ive Engineer should furnish a cert if icate on the pay 

bill for June to be encashed in July every year to the effect  that  the pass books or 

int imat ions in respect  of all irr igat ion works taken up and com pleted during the year 

and for which cont r ibut ion and water rates are leviable have been sent  to the 

revenue authorit ies concerned in complete form .  

 ( ii)  The Tahsildars should also furnish a cert if icate on their pay bill for June to be 

encashed in July every year, to the effect  that  the dem and has been booked in 

respect  of all irr igat ion works for which pass books, etc., have been received from  

Public Works Departm ent .  

  Note 5.-  ( i)  Accounts in respect  of receipt , issue and stock of form s and 

registers should be maintained and verificat ion of their  stock should be conducted 

properly and prompt ly as prescribed under the rules for pr int ing and supply of form s 

and registers to Governm ent  Offices;   

 ( ii)  The form s and registers should not  be used for the purposes other than 

those for which they have been prescribed under the rules;   



 ( iii)  The accounts maintained in respect  of receipt  issues and stock of forms and 

registers should be made available to the Audit  party of the Office of the Accountant  

General, Karnataka, Bangalore at  the t ime of local audit  of the respect ive offices for 

verificat ion and scrut iny as is being done in case of stat ionery art icles, and  

 ( iv)  A cert ificate regarding verificat ion of Stock Register of form s and registers, 

should be at tached to the salary bills of all heads of offices for the month of April 

payable in the m onth of May, as is being done in case of furniture and other office 

stores.  

  The above rules are also applicable to the City I m provem ent  Trust  Boards of 

Bangalore and Mysore and to the Execut ive Engineers or the Assistant  Engineers 

working therein who are a incharge of the Stock, Tools and Plant , m aterials at  site, 

etc., of the stores of the Boards concerned, the Chairm an of the concerned Board 

exercising the powers of the Cont rolling Officer for grant ing extension of t ime.  

 170. Whenever a Governm ent  servant  ent rusted with the custody of stores in an 

office is t ransferred, the relieving Governm ent  servants should verify the stock of 

stores with the stock accounts and cert ify to the correctness of the stock taken over. 

For the purpose of this rule, the Governm ent  servant  ent rusted with the custody of 

stores is ordinarily the Head of the Office, but  this duty m ay be delegated in large 

offices to a Gazet ted Assistant ., Manager or a recognised store    keeper. When such 

a delegat ion has been made, the verificat ion prescribed is only necessary, unless it  is 

otherwise ordered in any case, when a Governm ent  servant  to whom  the duty has 

been delegated is t ransferred, and in such cases the results of verificat ion should 

always be placed before the head of the office. This does not  however relieve the 

head of the office of the responsibilit y for the cert if icate prescribed at  the foot  of the 

various cont ingent  bills, etc., stat ing that  the art icles billed for have been brought  

into account , nor for general cont rol over the proper custody and accounts of stores.  

DI SCREPANCI ES FOUND ON VERI FI CATI ON OF STORES 

 171. Deficiencies found as a result  of stock verificat ion m ay be due to  : -  

 (1)  incorrect  or careless account ing. 

 (2)  losses arising from  fraud, theft  or negligence, or  

 (3)  unavoidable causes such as wastage, shrinkage, spilling, etc., in the cases of 

consum able stores such as dietary art icles, chem icals and certain classes of 

m anufactory art icles.  

  Excesses found in stock verificat ion m ay be due to incorrect  or careless 

account ing. I t  will be the duty of the head of the office or inst itut ion to invest igate 

fully into discrepancies and to report  them  along with the verificat ion reports to 

cont rolling authorit ies with full explanat ion therefor and recommendat ions, if any, as 

to how the losses should be m ade good by recoveries from  Government  servants in 

case the loss can be t raced to their culpable negligence or carelessness. The  

cont rolling authority should after such exam inat ion and invest igat ion as the 



im portance of the case warrants, issue or obtain from  the com petent  authority, 

orders to write off deficiencies from  the account . On receipt  of such orders the 

deficiencies will be charged in the accounts quot ing the authority. The realisat ion of 

recoveries ordered should be recorded. Excesses at  the t im e of stock taking should, 

after invest igat ion, be brought  on to the stock register as receipts with  the   remark 

“Excess  found  in   stock  verificat ion.”   No special orders are necessary for this.  

ANNUAL REPORT  

 172. I n the Annual adm inist rat ion report  sent  to Governm ent , the Head of the 

Department  should furnish informat ion as regards (1)  condit ions in which stock 

registers are maintained in his office and in the offices subordinate to him , (2)  result  

of periodical verificat ion of stock, (3)  act ion taken for the adjustm ent  of deficiencies, 

excesses, etc., if any, not iced during stock taking.  

  The Head of each departm ent  should send to the Audit  office annually before 

1st  June, a statement  in the following form , showing (1)  the names of inst itut ions 

and offices under his charge ( including Guest ’s Houses, etc.) . (2)  the dates on which 

stock verificat ion reports were received by him  in respect  of each inst itut ion or office, 

(3)  result  of verificat ion (excesses or deficiencies not iced) , and (4)  act ion taken in 

respect  of excesses or deficiencies, if any, not iced during stock taking.  

 

 

 

 Serial Name of  Date receipt  Name and Period 

 No. the  of stock designat ion covered 

  I nst itut ion verificat ion of the  by stock 

  or office report  Governm ent  taking 

    servant  by 

    who stock 

    was taken 

 

 1 2 3 4 5 

  

       

 

Difference 

 

 Nam e Book Balance Excess Deficiency Act ion Re 

 of balance actually   taken marks 

 art icle  counted 

 

 6(a)  6(b)  6(c)  6(d)  6(e)  7 8     

  



        

  Note.-  Details in respect  of only such of the art icles thereunder differences 

are observed need be furnished in colum ns 6(a)  to 6(e) . When there are no 

difference under any of the art icles in an inst itut ion, they need not  be detailed but  it  

should be noted as “Nil”  in Columns 6(d)  and (e) .  

 

STOCK ACCOUNTS OF BOOKS AND PERI ODI CALS  

 173. All books and periodicals received in an office will be dealt  with as laid in the 

Manual of General Circulars and Standing Orders and entered in a register in Form  

36. 

  Every Governm ent  servant , upon receiving charge of an office to which  

library is At tached, m ust  sat isfy him self as to the state of the library, unless he then 

reports that  the books are out  of order, it  will be assumed that  he received the 

library in good order and he will be held thenceforth personally responsible for any 

defect .  

  All books appearing in the register of books or catalogue of the library on 

the 31st  March of every year should be counted and exam ined by the heads of 

offices or inst itut ions concerned or by one of their Gazet ted Assistants. A cert ificate 

to this effect  should be furnished by the Head of each office, every year. 

 

ACCOUNTS RELATI NG TO MOTOR VEHI CLES  

 174. The following rules regulat ing the use of vehicles maintained in Government  

Com m ercial concerns and other Governm ent  offices are issued for the guidance of 

Governm ent  servants:   

 (1)  Whenever a Car, Jeep or Bus m aintained at  the expenses of Government  is 

to be used, the perm ission of the Chief Officer of the concern or such other 

Governm ent  servants to whom  powers have been delegated, should invariably be 

obtained.  

 (2)  The vehicle should be used only in the interest  of Governm ent  work.  

  1[ Deleted]   

 (3)  The vehicle m ay be used by the Chief Officer or other Governm ent  servant  

perm it ted in this behalf to m ove about  on inspect ion duty. At tent ion is invited to 

Rules 497, 527, 527(A) , 527(B)  and 527(C) , Karnataka Civil Services Rules, 1958 

regarding the t ravelling allowance payable when Government  vehicles are used. 

  The Drawing officer/ Gazet ted Officer should furnish, in the bill containing 

claims for conveyance allowance, a cert ificate to the effect  that  wherever the 

Governm ent  conveyance was used, proport ionate conveyance allowance has been 

deducted/ will be deducted from  the t ravelling allowance claims or, in the case of 

journeys within the headquarters, from  the salary bill of the month. 



 (4)  The m ovem ents of each vehicle should be recorded in a Log Book which 

should contain the details as indicated in the forms noted below:   

  The m eaning of the term  ‘pr ivate capacity’ used above is that  the 

Government  vehicles could be used even by private persons in connect ion with 

Governm ent  work. Governm ent  vehicles should not  be used for purposes not  

connected with Governm ent  work. The vehicles can be used by Governm ent  officers 

or by private persons like the cont ractors of the Public Works Departm ent  only for 

Governm ent  work on paym ent  of the hire charges fixed above. 

  As regards t ravelling allowance adm issible to Government  servants when 

means of locomot ion are supplied, at tent ion is invited to Karnataka Civil Service 

Rules. 

  “Note 1.-  The Assistant  Engineers and Execut ive Engineers incharge of a 

Sub-division/ a division shall furnish a cert if icate along with their pay bills for the 

m onths of June and Decem ber to the effect  that  the log Books and History Registers 

of Machinery have been brought  up to date. Without  such a cert if icate their pay bills 

for the m onths of June and Decem ber shall not  be honored by the ‘Treasury Officers’.  

FORMS  

LOG BOOKS OF GOVERNMENT MOTOR VEHI CLE 

I n the custody of.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

  Type of Vehicle.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .      

Nam e of the  Driver... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

  No. of  Engine.... . . . . . . . . . . . .  Regist rat ion No.... . . . . . . . . . . . . . . .  

PART -  I  

Date From   To Num Details PurposesQuant ityI nt ialsI nt ials 

  and and ber ofof Places of  of of the of the 

  Time Time m ilesTravelledJourneyspet rol DriverOfficer 

    run  and purchsed 

      persons(Galons)  

      who 

      t ravelled 

      in the 

      vehicle 

 

 1 2 3 4 5 6 7 8 9 

 

 

 

 

 

Total for the month ... . . . . . . . . . . . . . . . . . . . . . . . . .  Total for the m onth ... . . . . . . . . . . . . . . . . . . . . . . . . . .   

  N.B..-  Average num ber of m ile per gallon during the m onth  should be 

worked out  at  the end of each m onth, for the  purpose of the T.A. claim .  

 

PART -  I I  



SERVI CI NG, REPAI RS, ETC. 

 

Date DateNature Date  Date ReplaceCostCostRefer- I nit ialsRe 

 of on of which of -ment  of of ence of  marks 

Servi-whichRep-  the return of servi-servi- to thethe 

 cing the airs vehicleof the equip-  cing cing Bill Offi-  

  vehicles  was vehicle m ent    accep-  cer 

  went   sent  after  or   ted or 

  out   for repairs parts   paid 

  of  repair 

  order 

 

 1 2 3 4 5 6 7 8 9 10 11 

 

 

 

 

 

 

 

PART -  I I I  

ACCOUNTI NG FOR SPARE PARTS AND ACCESSORI ES 

  

 Sl. Name and Quan-  Date Quan-  Date Acknow-  Bal-  Re-  

 No.descript ion t ity of t it y of ledgem entancem arks 

  of spare recei- receipt  issued issue of the  by 

  pars and ved of   Driver  the 

  tools  pur-      Officer 

  received or  chase 

  purchased 

 

 1 2 3 4 5 6 7 8 9 

 

 

           

  Note 2 .-  1[ ( i)  Any Officer to whom  a Governm ent  Vehicle is at tached for 

official work is perm it ted to use the vehicle for pr ivate purposes also if he so desires, 

subject  to paym ent  of Rs. 450/ -  per m onth for a vehicle whose H.P. exceeds 16 but  

below 18 and Rs. 300 P.M. for a vehicle whose H.P. is 16 or less.  I f the  distance 

covered 500 KM per m onth,  the officer, should pay charges at  Rs. 2-30  per 

Kilometer for a vehicle whose HP exceeds 16 but  below 18 and Rs, 2.00 per 

Kilom eter  for a vehicle whose HP is 16 or less.  

 ( ii)  Any Officer who does not  wish to make use of the facilit y perm it ted in ( i)  

above, may if he so desires, use the vehicle at tached to him  for pr ivate journeys on 

paym ent  at  the rate of Rs 2-30 per KM, for a vehicle whose H.P. exceeds 16 but  

below 18 and Rs, 2.30 per Kilometer  for a vehicle whose H.P. is 16 or less. ]  



 ( iii)  The use of Government  vehicle on private journeys should not  interfere any 

way with official requirem ents, and official journeys should always take precedence 

over pr ivate ones;   

 ( iv)  The journeys from  the residence of the officer to his place of work and back 

shall be t reated as private journeys;   

 (v)  Notwithstanding what  is stated above, the use of Governm ent  vehicles, for 

picnic part ies, pleasure t r ips and other sim ilar journeys is st r ict ly prohibited;  

 (vi)  The Governm ent  Vehicle should not  be taken on Private Journeys to places 

outside the Corporat ions /  Municipal Lim its of the Headquarters of the Officer to 

whom  it  is at tached. The Private use of the Vehicle beyond the City /  Municipal Town 

Lim its is totally Prohibited;   

 (vii)  The m ovem ent  of each vehicle should be scrupulously entered in the log 

book in st r ict  accordance with Art icle 174 of K.F.C. and rule 55(40)  of M.C.E. The 

ent r ies pertaining to each journey, whether official or pr ivate, should be verified, and 

init ialled by the actual user within 24 hours of it s performance,  

 ( viii)  Officers should not  generally use Government  vehicles outside the normal 

hours of duty of the dr iver, save in except ional circum stances;   

 1[ ( ix)  Vehicles should be parked,  when not  in use, only at  the office 

prem ises/ garages and not  at  the residence of officers] .   

 (x)  Rates applicable to diesel vehicles.-  The rates fixed for the use of 

Government  vehicles for pr ivate purposes are applicable to both diesel and pet rol 

vehicle irrespect ive of the type of fuel used;   

 (xi)  Use of Governm ent  vehicles by the officer when he is on leave: -  The 

Governm ent  vehicle should not  be taken for pr ivate purposes when the officer to 

whom the vehicle is at tached is on leave, other than casual leave. This includes the 

journey under L.T.C. and other journey the officer m ay undertake, in his pr ivate 

capacity when he is on leave.  

 (xii)  Use of Government  vehicles for journeys on t ransfer.-  Since the places to 

which the officer is t ransferred, will be outside the Municipal/ Corporat ion lim its of the 

post  he was holding, the vehicle cannot  be taken for journeys on t ransfer;   

 ( xiii)  Use of Government  vehicles to carry tappal boxes: -   (a)   The use of 

Government  vehicles occasionally by an officer to whom  it  is at tached for carrying 

files/ tappal boxes to the residence of the officer and  back m ay be t reated official 

journey to lim ited extent  only. But  such runs should not  exceed eight  t r ips in a 

m onth.  

 (b)  I n addit ion to above, the use of Governm ent  vehicle by the officers who m ay 

have to reach the office very early i.e., before 10 A.M. and leave the office very late 



i.e. after 6.00 P.M. or on holidays in the exigencies of work is also t reated as official 

to an extent  of 6 t r ips per m onth only.  

 (xiv)  Paym ent  of the expenses of dr iver and shift ing of vehicles when an officer 

gets t ransferred: -  The pay of the Driver and expenditure of the Government  vehicle 

has to be m et  by the concerned departm ent  from  the funds allot ted to that  

Departm ent . Shift ing of cars and drivers to the places where the officer gets 

t ransferred is not  possible, for the reason that  the vehicles are at tached to the 

departm ents and assigned to work with the officer while occupying a part icular post  

and hence, when the officer is t ransferred to som e other departm ent  the vehicle and 

driver do not  go with the officers  

 (xv)  Heads of Account  to which the charges for the pr ivate use of vehicles to be 

credited: -  Every Departm ent  has its own credit  heads, under which there is a m inor 

head ‘Other Receipts’ to which all the credits which are not  classified under any 

part icular head m ay be credited. Since the receipts for pr ivate use of Government  

vehicles are not  com parat ively huge, they could be convenient ly credited to the 

m inor head ‘Other Receipts’ of the concerned Departm ents.  

 (xvi)  The aforesaid am endm ents shall be deemed  to have com e into   effect  from  

the dates indicated below   against  each.-   

Paras    ( i)  and ( ii)   . . .  from  1.12.1980  

 ( iii)  to ( ix)  .. .  from  18,01.1978 

 (x)  to (xv)   

Except ing para (xiii)   . . .  from  4.10.1979  

Para (xiii)  (a)   from  4.10.1979   (b)  

 from  28.11.1980  

 

 

 

 

 

CHAPTER  XI  

W ORKS  

 175. The duty of const ruct ing and m aintaining Governm ent  buildings used or 

intended for any purpose in connect ion with the adm inist rat ion of the State on behalf 

of the departm ents of Governm ent  concerned, devolves on the Public Works 

Departm ent  except  in so far as Governm ent  have assigned such a work to the 

department  using or requir ing such buildings. Works assigned to departm ents other  

than  the Public  Works  Departm ent   are  of  two kinds, viz : -  



 ( i)  Works of pet ty const ruct ions and repairs of buildings under the 

adm inist rat ive cont rol of the Public Works Departm ent .  

 ( ii)  Works connected with buildings under the adm inist rat ive cont rol of 

departments other than the Public Works Departments, i.e., buildings which are not  

borne on the registers of the Public Works Department , e.g., certain buildings of the 

Forest , Agriculture and other departm ents.  

  Note.-  The Head of each department  will keep a register of all buildings 

under his cont rol.  

 176. All expenditure on works assigned to Civil Departments will be met  out  of 

the budget  provision of the departm ents concerned. The powers of officers to 

sanct ion expenditure on works assigned to the civil departments and executed by 

them  are contained in the Book of Financial Powers.  

  Note.-  The execut ion of works by the Forest  Departm ent  is regulated by the 

rules contained in the Karnataka Forest  Account  Code.  

 177. The following are the  rules and condit ions governing the execut ion, by civil 

departm ents, of works of pet ty const ruct ion and repairs of buildings under the 

adm inist rat ive cont rol of the Public Works Departm ent  : -   

 (1)  Expenditure on const ruct ion and  repairs executed by civil departments will 

be t reated as cont ingent  expenditure of the department  incurr ing it  and classified as 

pet ty const ruct ion and repairs, when the am ount  does not  exceed Rs.250.  

Const ruct ion and repairs cost ing m ore than Rs.250 will be t reated as Public Works 

expenditure.  

 (2)  The execut ion of works described in rule,(1)  above should involve:   

 (a)  no st ructural alterat ions to buildings in charge of the Public Works 

Departm ent  :  and  

 (b)  the repairs to roofs should be confirmed to only t r if ling items.  

  I n other words, civil offices may carry out  only ordinary repairs which do not  

affect  the capital value of buildings in charge of the Public Works Department , all 

st ructural alterat ions and addit ions, irrespect ive of the am ount  of their  cost , being 

executed by or with the approval of the  Public Works Departm ent  Officers in charge.  

 (3)  Civil Officers should seek the assistance of Officers of the Public Works 

Departm ent  whenever, they consider that  the works undertaken by them  under 

these rules require professional supervision.  

 (4)  Rules 1 to 3 above do not  apply to buildings, the maintenance and repairs of 

which irrespect ive of the cost , devolve on the Public Works Departm ent ,  (e.g., 

Official residences, Public Office Buildings, etc.)   

 178. Preparat ion of est im ates.-  No work may be started unless as complete an 

est im ate as possible with a detailed explanat ion of the work and the necessary for 

the sam e has been prepared by the officer requir ing the work, and has been duly 



sanct ioned by the com petent  authority with due regard to the appropriat ions of the 

year.  

  Note.-  When it  is proposed to make a lumpsum payment  for any work on 

item s of work, only Such descript ions and details as are necessary to just ify the 

est imate should be given in it .   

 179.  Sanct ions for work-  Copies of sanct ion should be com m unicated to the Audit  

Office by the sanct ioning authority, except  when bills are drawn or countersigned by 

the sanct ioning authority it self.   

  180. Methods of execut ion.  

 (1)  After the necessary sanct ion has been obtained for an est im ate and an 

appropriat ion has been allot ted for the work or a group of such works by the 

com petent  authority, the work m ay be executed in one of the two ways, ( i) ,  

departmentally, all materials being purchased by the departm ent    and labour being 

engaged at  daily or weekly rates, or ( ii)  the work m ay be executed through a piece-  

worker or a cont ractor.  

 (2)  Special care should be taken to see that  the rates and am ounts fixed upon 

are econom ical with due regard to the quant it ies and the nature of the work.  

 (3)  At tent ion should also be paid to the pr inciples regarding the invitat ion of 

tenders.  

 (4)  When only m aterials are purchased from  a supplier and labour is engaged 

departm entally, the Stores Purchase Manual contains full inst ruct ions as to the 

Procedure to be followed for the supply of materials. As regards measurements of 

quant it ies see Art icle 183.  

 (5)  I f a work is proposed to be executed through a cont ractor who supplies his 

own materials and labour, it  is important  to adopt  the m easures necessary to secure 

Governm ent  against  loss. Writ ten agreem ents (and securit ies too, if need be)  should 

be taken in a m anner sim ilar to the Public Works Departm ent .  

  Note.-  As works involving technical skill or professional supervision should 

be ent rusted to the Public Works Departm ent , the sim pler class of works  assigned to 

civil officers should not  ordinarily require elaborate and complicated agreements.  

 181. Preparat ion and paym ent  of bills.-  Charges on account  of pet ty works and 

repairs carr ied out  departmentally should be drawn on in bills in Form  No, 37. The 

details regarding the name of work, serial number of the bill for a work, the number 

and the date of the last  bill,  the number and date of orders sanct ioning the work and 

the amount  of sanct ioned est imate should be entered on the bills in the spaces for 

the purpose. A full descript ion of each item  of charge, together with details, where 

necessary, as to the rates and quant it ies should be given and sub-vouchers should 

be at tached for paym ents over Rs.25.  



  Charges for labour should be supported by a cert if icate to the effect  that  

laborers were actually entertained and paid on muster rolls maintained in accordance 

with the rules. These m uster rolls should be subm it ted to audit  whenever called for.  

  I n all cases in which no special procedure or forms have been prescribed 

either in the departmental Manuals or by orders of Government , civil officers 

proposing to execute works on cont ract  will use the forms prescribed for the Public 

Works Departm ent .  

  Note.-  Advances to cont ractors are, as a rule prohibited.  

 182. Muster rolls.-  For work done by daily labour, the officer in immediate charge 

of the work will prepare a muster roll which is the init ial record of labour employed 

each day on a work. lt  must  be writ ten up daily by the officer in immediate charge of 

the work. Muster rolls should be prepared in accordance with the following 

inst ruct ions : -   

 ( i)  One or more muster rolls should be kept  for each work but  m uster rolls 

should never be prepared in duplicate. 

  Note.-  All ent r ies in muster rolls should be made in ink.  

 ( ii)  Wages may be paid more than once a m onth and the period covered by 

each payment  may be determ ined locally;  but  separate m uster rolls m ust  be 

prepared for each period of paym ent ;   

 ( iii)  The daily at tendance and absences of labourers and the fines inflicted on 

them should be recorded daily in Part  1 of the muster roll in such a way as (1)  to 

facilitate the correct  calculat ion of the net  wages of each person for the period of 

paym ent , (2)  to render it  difficult  to tam per with or to m ake unauthorised addit ions 

to, or alterat ions in, ent r ies once made, and (3)  to facilitate the correct  classificat ion 

of the cost  of labour by works and subheads of works where necessary.  

  Note -  Superior officers should, as frequent ly as possible,  test -check the 

at tendance of labourers.  

 ( iv)  After a muster roll has been passed by the officer authorised to draw the bill 

for works expenditure, paym ent  thereon should be made as expedit iously as 

possible.  Such paym ent  should be m ade or witnessed by the official of the highest  

standing available, who should cert ify to the paym ents individually or by groups, at  

the sam e t im e specifying, both in words and figures, at  the foot  of the muster roll,  

the total am ount  paid on each date. I f any items remain   unpaid  the details thereof 

should be recorded in Part  I I ,  the register of arrears, before the memorandum at  the 

foot  of the muster roll,  is completed by the person who m ade the paym ent .  

 (v)  Unpaid item s should subsequent ly be carr ied forward from  m uster roll to 

muster roll unt il they are paid, the payments being recorded and cert if ied in Part  I I ,  

in the sam e way as paym ents of current  item s.  

 (vi)  I n the muster roll should be recorded the progress of work done by the 

labour shown thereon in all cases where such work is suscept ible of measurement . I f 



the work is not  suscept ible of measurement , a rem ark to this effect  should be 

recorded.  

 (vii)  Paid muster rolls need not  pass beyond the office of the responsible 

disburser.  

 183. Measurem ent  Books.-  Payments for all work done otherwise than by daily 

labour and for all supplies are made on the basis of measurements recorded in 

measure ment  books. The measurement  book is the original record of actual 

m easurem ent  or count . The descript ions m ust  be lucid so as to adm it  of easy 

ident ificat ion and check. A reliable record is the object  to be aim ed at  as it  m ay have 

to be produced as evidence in a court  of law. The m easurem ent  books should, 

therefore, be considered as very im portant  account  records.  

  Note.-  Whenever m easurem ent  books change hands even if it  is only from 

one office to another situated within the same building, the receipt  of the books 

should be acknowledged in writ ing by some responsible person of a grade not  

infer ior to that  of a clerk.  

  I n recording detailed measurements, the following general inst ruct ions 

should be carefully observed. See also inst ruct ions printed in the measurement  book 

:   

 ( i)  The topm ost  lines under colum ns 1 to 4 on each page of a m easurem ent  

book should invariably be filled in the field. None of the lines should be left  blank. 

Any lines not  required should be carefully scored through in order to prevent  

addit ional ent r ies being made later on. Detailed measurements should be recorded 

only by the disbursing officer or such duly authorised execut ive subordinate incharge 

of the work, as has been supplied with a m easurem ent  book for the purpose.  These 

detailed measurements should, as far as possible, be test -checked by the superior 

officers.  

 ( ii)  All measurements should be neat ly taken down in a measurement  book and 

nowhere else.  

 ( iii)  Each set  of measurements should commence with ent r ies stat ing : -   

 (1)  I n the case of bills for work done : -  

 (a)  Full nam e of work as given in the est im ate, 

 (b)  Situat ion of work,  

 (c)  Nam e of  cont ractor,  

 (d)  Num ber and date of his agreem ent , if any, and  

 (e)  Date of m easurem ent  :   

 (2)  I n the case of bills for supply of materials.-   

 (a)  Nam e of supplier,  

 (b)  Num ber and date of his agreem ent , if any, or order,  



 ( c)  Purpose of supply, and 

 (d)  Date of m easurem ent :   

and should end with the dated signature and designat ion of the person m aking the 

measurements. A suitable abst ract  should then be prepared which should collect , in 

the case of m easurem ents for work done, the total quant it ies of each dist inct  item  of 

work.  

 ( iv)  As all paym ents for work or supplies are based on the quant it ies recorded in 

the m easurem ent  book, it  is incum bent  upon the person taking the m easurem ents to 

record the quant it ies clearly and accurately. I f the m easurem ents are taken in 

connect ion with a running cont ract  account , on which work has been previously 

m easured, he is further responsible -   

 (1)  that  reference to the last  set  of m easurem ents is recorded, and  

 (2)  that , if the ent ire job or cont ract  has been completed, the fact  is recorded 

prom inent ly just  above his init ials. I f the m easurem ents taken are the first  set  of 

m easurem ents on a running account , or the first  and final m easurem ents, this fact  

should be suitably noted against  the ent r ies in the m easurem ent  book. The signature 

of the cont ractor or his agent  should be obtained in the measurement  book  after  

each  set   of  m easurem ents,  with  the   addit ion, “ I  accept  the m easurem ents” . I n 

the case of illiterate men, their marks should be at tested by an independent  witness.  

 (v)  At  the t im e of paym ent , the officer authorising paym ent  should cross out  

every page containing the detailed measurements of the work of supplies Paid for by 

a diagonal red ink line and should record a reference to the number and date of the 

voucher or sub-voucher on the abst ract  of m easurem ents.  

 ( vi)  Ent r ies should be recorded cont inuously in the measurement  book. No blank 

pages m ay be left  and no page be torn out . Any pages left  blank inadvertent ly m ust  

be cancelled by diagonal lines, the cancellat ion being at tested.  

 (vii)  No ent ry m ay be erased. I f a m istake is made it  should be corrected and 

dated by the responsible officer. When any measurements are cancelled, the 

cancellat ion m ust  be supported by the dated init ials of the officer  ordering the 

cancellat ion or by a reference to his orders init ialled by the officer who made the 

m easurem ents. I n either case the reason for the cancellat ion be recorded. 

 (viii)  Ent r ies should, if possible, be made in ink;  when this is not  possible, pencil 

ent r ies should not  be inked over. Ent r ies in the “contents or area”  column should be 

made in ink in the first  instance.  

 ( ix)  Each measurement  book should be provided with an index which should be 

kept  up- to-date.  

 (x)  The m easurem ent  book should be m ade available for the inspect ion of the 

Accounts Officer, when necessary.  



 184. Complet ion reports.-  on the com plet ion of a work in accordance with the 

sanct ion, a complet ion report  should be prepared and forwarded to the Audit  office 

through the sanct ioning authority. I t  should show the nam e of the work,   sanct ion 

num ber and date, am ount  of sanct ion and the actual expenditure incurred. The 

expenditure in excess of the sanct ioned est imate should be explained in the 

com plet ion report  and sanct ion of the authority com petent  to incur the total 

expenditure obtained and recorded.  

 184-A. The special procedure prescribed by Governm ent  for the const ruct ion of 

school buildings undertaken under the cheap design scheme is detailed in Appendix 

VI I I .  

 184-B. The Account ing procedure for the guidance of officers employed in the 

execut ion of Nat ional Extension Service and Com m unity Developm ent  Works, is 

detailed in Appendix I X.  

 184-C. I n case of Drinking Water Wells, where water is not  tapped at   the expected 

depth or the water tapped is brackish or otherwise not  potable, they shall be 

abandoned with    specific sanct ion as under: -  

 1. The Well proposed to be abandoned shall be inspected by the Assistant  

Commissioner and the views of either the Assistant  Engineer or the Geologist  be 

obtained, before the inspect ion is taken up;   

 2. The Deputy Com m issioners of the Dist r icts m ay order write off of the 

infructuous expenditure on such abandoned Wells upto and inclusive of Rs.2,000 

(Rupees Two thousand only)  and the Divisional Commissioners upto and inclusive of 

Rs.5,000 (Rupees Five Thousand only) ;   

 3. The Deputy Com m issioner and the Divisional Commissioner shall  send a list  

of such cases to Governm ent  after the close of each quarter with reasons for 

abandonm ent  of Wells. 

 4. The above  proviso applies to Drinking Water Wells executed under all 

Schem es and where the Deputy Com m issioner and the Divisional Commissioner is 

sat isfied that  the infructuous expenditure could not  be forestalled. 



CHAPTER XI I  

LOANS  

SANCTI ON  

 185. The special sanct ion of Government  is required to the grant  of a loan which 

is of an unusual nature or  is not  covered by any general order of Governm ent .  

  The rules regarding the grant  of loans to Local Bodies, Co-operat ive 

Societ ies and private individuals are contained in the respect ive departmental 

manuals or standing orders. The Department  which grants the loans should maintain 

the accourts relat ing to it .  I n cases where coercive processes are necessary for the 

recovery of the arrears, the Deputy Commissioners of the dist r icts should be 

addressed,  

  Note.-  Governm ent  servants are st r ict ly prohibited from  standing surety to 

loans taken from  Governm ent  by pr ivate individuals under the above rules.  

ESTI MATES  

 186. Provision should be m ade in the est imates for all loans which can be 

foreseen. A t im ely est im ate both of the advances and of the recoveries of the com ing 

year should be m ade by the heads of departments for all loans given in their 

departm ents and com m unicated to Governm ent  in the Finance Departm ent  in t im e 

for ent ry in the est im ates.  

CONI DI TI ONS FOR THE GRANT OF LOANS  

 187. Except  in cases where special rules are laid down the following are the rules 

under which loans are usually granted: -   

 (a)  A specific term  should be fixed, which should be as short  as possible, within 

which each loan should be fully repaid, with interest  due. The term  may, in very 

special cases extend to thir ty years.  

 (b)  The term  is to be calculated from  the date on which the loan is completely 

taken up or declared by the com petent  authority to be closed. 

 (c)  The repayment  of loans should be effected in instalments ( fixed on half-

yearly or yearly basis)  due dates for payment  being specially prescribed.  

 (d)  I nstalments paid before the due date will be taken ent irely towards principal, 

unless any interest  for a preceding period is overdue.  

 (e)  Every order sanct ioning a loan/ advance should issue in Form  No. K.F.C. 37-

A.  

 187-A. ( i)  I n cases of loans, sanct ioned by Governm ent  the detailed accounts of 

which are maintained by the Audit  office, the concerned Chief Cont rolling Officer has 

to furnish the ut ilisat ion cert if icate to the Audit  office.  

 ( ii)  I n the case of loans sanct ioned by Government  where departmental 

authority  viz., Cont roller, State Accounts Departm ent , Regist rar of Co-operat ive 

Societ ies etc., audits the accounts of loanees, the sanct ioning authority, m ay either 

furnish the Ut ilisat ion Cert ificates on the basis of the Audit  report  of departmental 



Auditors or m ay forward the Audit  cert ificate of the departmental Auditors, cert ifying 

to the proper ut ilisat ion of the loans.  

 ( iii)  With a view to watch ut ilisat ion cert if icates in such cases in audit ,  every 

order of Government  sanct ioning the loan should specify clearly the object  for which 

it  is given, condit ions if any at tached to the loan, the t ime lim it  within which the loan 

or each instalment  of it  is to be spent  and the period within which the ut ilisat ion 

cert if icate should be furnished and the authority by whom the cert if icates, etc., 

should be furnished.  

 ( iv)  1[ where the detailed accounts of  the loans are m aintained by the 

Departmental authorit ies, a consolidated ut ilisat ion cert if icate should be furnished to 

Audit  by the Heads of Depart rnents or Chief Cont rolling Officers adm inistering the 

loans for the total am ount  of the  loans  disbursed  during  each  year for different  

purposes including the loans sanct ioned by their subordinate officers under the 

powers, if any, delegated to them. This cert if icate will not  cover the loans to 

individuals for which ut ilisat ion cert if icates need not  be furnished to the Audit  Officer/  

Accounts Officer. The sanct ioning authority is however responsible to see that  the 

loans are ut ilised for the purpose for which they are sanct ioned. The consolidated 

ut ilisat ion cert if icate should indicate the yearwise and objectwise break up of loans 

disbursed and the loans for which ut ilisat ion cert if icates are furnished. This cert if icate 

should show the loans disbursed separately for each sub-head of account  to facilitate 

verificat ion by the Audit  Officer/  Accounts Officer.]   

 (v)  With a view to enable the Head of the Departm ent / Chief Cont rolling Officer 

to furnish consolidated cert if icate to audit  covering the loans sanct ioned by the sub-

ordinate officers under  the powers delegated to them the following procedure should 

be followed :  

  As the loans are sanct ioned for different  purposes and that  the ut ilisat ion of 

the loans m ay take som e t im e depending on the nature of loan, a cert if icate by the 

disbursing officer to the Cont rolling authority should be furnished within one year of 

the sanct ion of the loan. The Disbursing officer should furnish the ut ilisat ion 

cert if icate for the total loans disbursed upto end of pcevious year to the Cont rolling 

authority on the 1st  April of second following year, viz., for the period ended 31st  

March 1966 the Cert ificate to be furnished on 1st  April,  1966 m ay cover loans 

disbursed during the year 1964-65 and the am ount  for which ut ilisat ion cert ificate 

has been furnished. On the basis of the cert ificates received from  the Disbursing 

officers, the Cont rolling Authority should furnish a cert if icate to the Chief Cont rolling 

Authority who in turn should furnish consolidated cert if icate to audit  by 30th April 

every year after duly reconciling the figures reported by all the Cont rolling Officers 

with the final figures of expenditure, booked in the Audit  Office during the year for 

which cert if icate is furnished.   

 ( vi)  Each authority sanct ioning the loan or responsible for maintaining the 

detailed accounts of such loans should m aintain a register to record the sanct ions 

accorded and to watch the receipt  and despatch of the ut ilisat ion cert if icate with 

suitable colum ns.  



  I n the case of loans sanct ioned by Governm ent , the detailed accounts of 

which are maintained by the Audit  office, the concerned Chief Cont rolling Officer who 

has to furnish the ut ilisat ion cert if icate to the Audit  Office should maintain the 

register.  

  Note.-  The Chief Cont rolling Officers should furnish the ut ilisat ion Cert ificates 

to audit  in Form s ‘B’and ‘C’ shown in the “Annexure”  The cert ificate in Form  ‘B’ is to 

be furnished in respect  of the loans, the detailed accounts of which are kept  by the 

Accountant  General’s Office, while the cert if icate in Form  ‘C’ is to be furnished in 

respect  of the loans, the detailed accounts of which are kept  by the departm ental 

officers.  

ANNEXURE 

FORM ‘C’  

“Form  of Ut ilisat ion Cert ificate”   

  Cert if led that  out  of the loan of Rs.... . . . . . . . . . . . . . . . . . . . . . . . . . . .  sanct ioned during 

the year... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  an am ount  of Rs  

.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  has been ut ilised for the purpose for which it  was 

sanct ioned. Out  of the balance an am ount  of Rs.... . . . . . . . . . . . . . . . . . . . . . . . . . . .rem aining, 

unut ilised at  the end of the year has been surrendered to Governm ent , thereby 

leaving an amount  of Rs.... . . . . . . . . . . . . . . . . . . . . . . . . .  for which ut ilisat ion of the loan is yet  to 

be verified. (Details of loan(s)  for which ut ilisat ion is yet  to be verified and those for 

which ut ilisat ion has been verified are enclosed in proforma I  and I I  respect ively) .  

 2. Cert ifled that  I  have sat isfied myself that  the condit ions  on which loan was 

sanct ioned   
have been fulfilled and that  I  have 

                     
are being fullf illed 

exercised the following checks to see that  the m oney was actually spent  for the 

purpose for which loan was  m ade.  

  Kinds of checks exercised. 

 (1)  .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

 (2)  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

 (3)  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

 (4)  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

 (5)  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .         

      Signature.. . . .  . .  

      Designat ion ...  

      Date ...  . . .  . . .  . . .  

PROFORMA I   

 (2)  Statement  showing details of loan (s)  for which ut ilisat ion is yet  to be 

verified. 

 Sl. Year  No. Desig Nam e Am ount  PurposeMajor Re 



 No.  and nat ion and Rs. for Head marks 

   date  of the address  which of  

   of officer of the  loan is Acco 

   let ter sanct i loanee  sanct i unt  

   sanct i oning   oned 

   oning the   

   the loan   

   loan    

 

 1 2 3 4 5 6 7 8 9 

 

 

 

PROFORMA I I   

 (3)  Statement  showing details of loan (s)  in  respect  of which  ut ilisat ion has 

been verified. 

 Sl. Year  No. Desig Nam e Am ount  PurposeMajor Re 

 No.  and nat ion and Rs. for Head marks 

   date  of the address  which of  

   of officer of the  loan is Acco 

   let ter sanct i loanee  sanct i unt  

   sanct i oning   oned 

   oning the   

   the loan   

   loan    

 

 1 2 3 4 5 6 7 8 9 

 

 

FORM B  

  (Form  of Cert ificate to be furnished in respect  of loans referred to in Art icle 

187-A of K.F.C. 1958) .  

 (1)  Cert if ied that  out  of the loan of Rs ... . . . . . . . . . . . . . . . . . . . . .  sanct ioned under 

.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  dated.... . . . . . . . . . . . .  in favour 

of.. . . . . . . . . . . . . . . . . . . .  dur ing the year... . . . . . . . . . . . . .  an am ount  of Rs.... . . . . . . . . . . . . . .  has been 

ut ilised for the purpose for which it  was sanct ioned, and that  balances of 

Rs.... . . . . . . . . . . . . . . . . . . . . .  rem aining unut ilised at  the end of the year .. . . . . . . . . . . . . . . . . . . . . . .  

has been surrendered to Government  will be adjusted towards the loan payable 

during the next  financial year.  

 (2)  Cert ified that  I  have sat isfied myself that  the condit ions on which the loan 

was sanct ioned have been duly fulfllled/ are being fulfilled and that  I  have exercised 

the following checks to see that  the m oney was actually spent  for the purpose for 

which the loan was made : -  

  Kinds of checks exercised.  



 (1)  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

 (2)  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

 (3)  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

 (4)  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

 (5)  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

    Signature ... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

    Designat ion.... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

    Date .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

 CONDI TI ONS OF REPAYMENT  

 188. When a loan of public m oney is taken out  in instalm ents, the first  half-yearly 

repaym ent  should not  be dem anded unt il six m onths after the last  instalm ent  is 

taken:  meanwhile simple interest  only should be realised. But  should it  appear that  

there is undue delay on the part  of the debtor in taking out  the last  instalm ent  of a 

loan, the authority sanct ioning the loan m ay, at  any t ime, declare the loan closed 

and order repayment  of pr incipal  to begin. The Accountant  General will br ing to 

not ice any delay that  appears to him  to require this remedy and he should take this 

step whether there are any dates fixed for the taking of instalm ents or not .  

  Note 1.-  I f.  in any case, part icular dates in the calendar have been fixed for 

the paym ent  of interest , or for the repayment  of instalm ents of loan then such 

repayments will not  begin unt il the second of the half-yearly dates so fixed, after the 

loan has been completely taken up, simple interest  only being recovered on the first  

half-yearly date after the com plet ion of the loan. For example,  supposing a loan, the 

interest  on which is recoverable half-yearly, to be completely taken up on 31st  March 

and the interest  to be payable on 30th June and 31st  Decem ber, the first  half-yearly 

instalment  in repayment  of principal will not  be due unt il 31st  December following, 

Simple interest  only will be due on the intermediate 30th June.  

  Note 2.-  The inst ruct ions are applicable mutat ies mutandis to loans, the 

repaym ents of which are m ade   by other than half-yearly instalments.  

  Note 3.-  I t  m ust  be rem em bered that   the calculat ion fix ing the am ount  of 

periodical instalments, by which a loan is repaid with interest , pre supposes punctual 

payment  of the instalments, and that , if any instalment  is not  punctually repaid, the 

fixed instalment  will not  in the end discharge the loan.  

FORMS OF DRAW I NG AND REPAYI NG 

 189. On the vouchers on which a loan is drawn the authority sanct ioning such a 

loan m ust  be quoted.  



  I n repaying a loan, the memorandum  presented at  the Treasury m ust  

invariably state the original date and am ount  of the loan or otherwise give sufficient  

part iculars for it s ident ificat ion. I f the amount  repaid includes interest  as well as 

principal, the interest  must  be separately specified;  and if the payment  is a fixed 

periodical amount  including both interest  and principal, the orders fixing the amount  

should be quoted.  

I NTEREST  

 190. 1[ I nterest  shall be charged at  the rates prescribed by the Government  from  

t im e to t im e for any part icular loan or class of loans.]   

1[  

 I nterest  percent  

 per annum  

 Upto 1 2 to 5 above 5 

 year years years 

 1 2 3 4 1. Loans for non-

commercial  8 1/ 4 8 3/ 4 9 1/ 4 

purpose (e.g., loans for educat ional  

and Social Service I nst itut ions) .   

2. Loans for infrast ructure  8 3/ 4 9 1/ 4 9 3/ 4 developm ent  (e.g., 

Water Supply,  

I ndust r ial Developm ent  Corporat ions,  

Elect r icity Board, Karnataka Power  

Corporat ion, KSRTC. etc.)   

3. Loans for Commercial and  12 1/ 2 13 13 1/ 2 

I ndust r ial purposes (e.g. Com panaies,  

Co-operat ive Processing Units etc.,  

other than items falling under  

Sl.No.4)    

4. Loans to Governm ent  Com panies 15 1/ 2 15 1/ 2 

Undertaking and Co-operat ive  

Processing Units for their working  

capital or for assistance to cover  

cash deficit  or for Bridge Finances.    

  The higher rate of interest  fixed in the order sanct ioning the loan shall not  

be reduced even though the loan is repaid earlier than the period prescribed,  

  Note.-  Any rate of interest  fixed in the order sanct ioning the loan, which is 

below the prevailing econom ic rate fixed from  t ime to t ime under this Art icle should 



be t reated as concessional rate of interest  and token provision should be m ade in the 

respect ive m ajor Heads of Accounts to cover subsidies to be sanct ioned and for 

obtaining the specific approval of the legislature for the grant  of the concession.  

 191. A loan bears interest  for the day of advance but  not  for the day of 

repayment . I nterest  for any shorter period than a complete half year will be:  

(Num ber of days 365 X yearly rate of interest ) . 

  Note 1.-  No moratorium  should ordinarily be allowed in respect  of interest  

payable on loans.  

  Note 2.-  I n cases where m oratorium  for the repayment  of loans is allowed, 

there should be specific provisions in the orders sanct ioning the loan for the 

repaym ent  of interest  during the period of m oratorium , unless moratorium  is also 

allowed for interest , at  the rates specified and for the levy of penal interest  for 

defaults in paym ent  of interest .  

DEFAULTS I N  PAYMENT  

 192. Any default  in the paym ent  of interest  or in the repayment  of pr incipal of 

any loan should be prompt ly reported  by the Audit  office to the Head of the 

Departm ent  concerned or Governm ent  whichever sanct ioned the loan, who on 

receiving such a report , will take steps to remedy the default .   

  Note 1.-  The responsibilit y imposed on the Audit  Office by this rule refers 

only to the loans, detailed accounts for which are kept  by that  office. 

  Note 2.-  When the due date of repayment  of any instalment  of pr incipal or 

interest  on loans sanct ioned by Governm ent , falls due on Sunday or any other 

holiday, the recovery may be made on the next  working day following the holiday. I n 

case, however. the principal or interest  is repayable on the 31st  March of a year and 

if that  day happens to be a holiday, the recovery should be made on the immediately 

preceeding working day.  

 193. Penal interest  at . 4 percent  per annum above the ordinary rate of interest  

applicable to the loan shall be levied on all overdue instalments of pr incipal and 

interest  or annuity, as the case m ay be” .  

 194. Government  reserve to themselves the r ight  to vary the above rates of 

ordinary and penal interest  in part icular cases according to circum stances.  

  Note.-  When penal interest  is rem iit ted later under orders of Government , 

the order refers only to the waiving of the “Penal I nterest ”  and it  does not  include 

the ordinary interest  as well.   

 195. Borrowers should be required to adhere st r ict ly to the terms set t led for the 

loans made to them and modificat ions of those term s in their favour can be m ade 

subsequent ly, only for every special reasons.  

 196. I nterest  (both ordinary and penal)  should be charged t ill the mortgaged 

propert ies are brought  to sale and the proceeds credited against  the dues. The 

departm ent  concerned should, however, see that  there is no undue delay in br inging 

the propert ies to sale. 



  Except ion.-  The principle of Damdupat  shall be applied to the following kinds 

of loans. According to this principle the amount  of interest  recoverable at  any one 

t im e cannot  exceed the principal.  

 (1)  Loans under the Karnataka Land I m provem ent  Loans Act , 1963 and Rules 

thereunder.  

 (2)  Loans under the Karnataka Agricultur ists’ Loans Act , 1963 and Rules 

thereunder, and  

 (3)  Loans under the Karnataka Non-Agricultural Loans Act , 1958 and Rules 

thereunder. 

 197. (a)  Governm ent  m ay, in any case, if I t  thinks fit  to do so, rem it  the paym ent  

of interest  falling due  in the ordinary course or perm it  the postponement  of an 

instalment  in repayment  of principal.  

 (b)  I nterest  necessarily runs upon instalments postponed according to the above 

rule ;  And it  is in the discret ion of Government  to decide whether such interest  shall 

be at  a penal rate or at  the rate which the loan ordinarily bears. Such discret ion will 

be exercised with due regard to the dist inct ion between a default  occurr ing by want  

of proper arrangements or provision and a default  ar ising from  unavoidable 

circum stances. 

  Note.-  When the recovery of loan instalm ents in respect  of (1)  Loans under 

the Karnataka land lmprovement  loans Act , 1963, (2)  Loans under the Karnataka 

Agricultur ists Loans Act , 1963, (3)  Loans under the Karnataka Non-Agricultural Loans 

Act , 1958, (4)  Loans for sinking I rr igat ion wells and (5)  I nterest  free loans to the 

sufferers of floods, rains, flre accidents and other natural ca!am it ies is suspended on 

account  of unfavourable seasonal condit ions, no penal interest  should be levied on 

such suspended instalm ents. The ordinary interest , however, m ust  be recovered on 

such suspended instalm ents and penal interest  should be levied on overdue arrears 

of loans except  during the suspended period.  

 198. Land I m provem ent  and Takavi Loans will be paid by the Treasury, on loan 

orders drawn by the Deputy Com m issioner of the dist r ict  or other duly authorised 

Governm ent  servant  sanct ioning the loan.  

ACCOUNTS AND CONTROL 

 199. The responsibilit y for supervision, account ing and cont rol devolves upon the 

departmental  authorit ies and detailed rules and inst ruct ions governing them are 

contained in the departm ental m anuals or regulat ions. The departm ental authority 

will be solely responsible for the maintenance of detailed accounts of all loans 

authorised by them to effect  reconciliat ion with the balances in the books of the 

Accountant  General. They are also responsible for the exercise of proper scrut iny in 

the m at ter of the t im ely collect ion of the instalm ents of repaym ents as they fall due, 

and for forwarding the periodical returns to the head of the departm ent  and the 

Accountant  General.   



 200. Takavi Loans are made direct  to the part ies concerned on Loan Orders 

issued by the com petent  authority in their favour on Governm ent  t reasuries. The 

Loan Order which provides for the acknowledgm ent  of the payee being obtained 

thereon in the presence of the authority issuing it  will be in form  K.F.C. 3-A. The 

form  has three foils, the counterfoil,  the Loan Order and the advice to the Treasury, 

all of which will be completed simultaneously. The first  foil will be retained as office 

copy, the second will be handed over to the loanee after obtaining his 

acknowledgm ent  on the office copy and the third sent  sim ultaneously to the Treasury 

Officer concerned direct , for reference at  the t im e of paym ent  on the loan order.  

  Note.-  The forms will be machine numbered at  the press. The officer issuing 

the loan order should keep a stock account  of such form s and keep the unused form s 

in his personal custody as in the case of blank cheques.  

 201. For t ransact ions relat ing to the loans, the Treasury should m aintain plus and 

m inus Memoranda wherever prescribed in which advances should be debited and all 

recoveries credited. These plus and m inus m em oranda should be forwarded with the 

monthly Treasury accounts to the Accountant  General, whose care it  will be that  they 

accurately represent  the debits, credits and balances that  pass through his accounts.  

  Note 1.-  Every Governm ent  servant  should see that  the debits and credits 

m ade to his accounts accurately correspond with those which enter his own registers 

and returns. He should obtain from  the Treasury a copy of the plus and m inus 

m em orandum  with which he is concerned. He should point  out  to the Accountant  

General any errors not iced therein to enable him  to take needful act ion for effect ing 

necessary correct ions. 

  Note 2.-  Special care should be taken in paying recoveries into the Treasury 

in the case of the loans under the old rules and the am ount  of interest  and of 

pr incipal recovered should be separately and dist inct ly credited, as the form er m ust  

not  and the lat ter m ust  be credited in the plus and m inus m em orandum .  

 202. The Heads of departm ents should obtain from  subordinate officers periodical 

returns regarding the progress of recovery of loans and review them .  

 203. I n the annual Adm inist rat ion Report  sent  to Governm ent  the Head of the 

department  will also briefly review the progress of recoveries and outstandings in 

respect  of these loans.  

 204. (a)  Governm ent  or any subordinate authority to whom  power has been 

delegated, can rem it  loans which are found to be irrecoverable.  

 (b)  I n the case of all loans, it  shall be  the duty of the departmental authorit ies, 

as soon as any such loan is ascertained to be irrecoverable, to cause the amount  of it  

to be writ ten off the accounts under proper sanct ion and to advise the Accountant  

General, in order that  he m ay charge off the am ount  as expenditure. Such 

irrecoverable loans should nevertheless be registered by the departmental 

authorit ies in a separate account  or record, in order that  any possible eventual 

recovery may be made ;  but  they will not  affect  the accounts and any recoveries will 

be taken as revenue.  



PERI ODI CAL REVI EW  

 205. 1[ The Accountant  General will subm it  to the Government  a statement  in 

form  No.80 showing the details of outstanding State loans borne on his books as on 

31st  March each year. This statem ent  should be sent  not  later than the following 

30th Septem ber and should indicate the aggregate of outstanding balance of loans, 

details of defaults, if any, in repayment  of Principal and/ or interest  and the earliest  

period to which the default  pertains against  each private Sector, Public Sector, Co-

operat ive and other inst itut ion etc., where, however, detailed accounts are not  

required to be maintained by the Accountant  General the statement  should contain 

departmental authority-wise aggregate balances of outstanding loans. Copies of the 

statem ent  should be sent  to both the Adm inist rat ive Departm ent  concerned and 

Finance Departm ent .]   

ANNEXURE 

  With a view to ensure t im ely recovery of the loan instalm ents and guard 

against  balances becom ing irrecoverable  it  is necessary that  grant  of loans to the 

public bodies and individuals should, in future, be regulated st r ict ly with reference to 

certain basic requirem ents.  

 2. Before, therefore applicat ions for loans are considered the following 

requirements should be fulfilled :   

 (1)  The loan applied for should be for an object  recognised by Governm ent , as 

reflected in the relevant  rules. Applicat ions for new types of loans, not  covered by 

such rules, should be rejected.  

 (2)  The following informat ion or documents should invariably be furnished in 

each applicat ion for loans: -   

 ( i)  Statement  of profit  or lose or income and Expenditure of the applicant  for 

the last  three years ;   

 ( ii)  his m ain source of incom e,  

 ( iii)  the source from which the loan will be repaid, adnering to the terms and 

condit ions of the loan ;   

 ( iv)  the security offered for the loan, a cert if icate of it s valuat ion and a non-

encum brance cert ificate furnished by com petent   authority of Governm ent .  

 (v)  the am ount  of loans, if any, taken by the applicant  so far from  Governm ent  

and other sources, indicat ing the purpose, term s and condit ions;   

 (vi)  the am ounts outstanding against  such loans, indicat ing the am ounts 

overdue, if any, with reasons, for non-paym ent . 

 3. With reference to the above informat ion, confident ial enquir ies should be 

made by the Officer competent  to deal with the loan applicat ion to judge the 

performance of the applicant  in regard to previous  loans drawn by him . I f it  is found 

that  such perform ance is not  sat isfactory or any of the part iculars furnished in the 

loan applicat ion do not  accord with facts, applicat ion for such loans should be 

refused.  



 4. An applicat ion for loan  must  be considered primarily on the basis of the 

repaying capacity of the applicant . This calls for a close scrut iny of his financial 

posit ion.  

 5. No  loan should be sanct ioned relying on the ant icipated income, as it  has 

been observed that  ant icipat ion’s do  not   m aterialise in m any cases.  

 6. The  responsibilit y of the Officer sanct ioning the loan does not  end with its 

sanct ion after sat isfying the fulfillment  of the above condit ions. He has also to watch 

the prompt  repayment  of the loans. This has to be ensured by a periodical review of 

all outstanding loans and by taking suitable act ion prompt ly where necessary, for 

ensuring punctual repaym ents.  

 7. I t  would be necessary to obtain informat ion periodically regarding the 

financial posit ion of a loanee so long as the loan granted to him  is not  repaid fully. 

For this purpose, a clause should be inserted in all loan agreements vest ing in 

Governm ent , the power to call for the accounts of any year of the loanee at  any t im e 

and to depute on their behalf an officer to inspect  the books of accounts of the 

applicant , if necessary.  

 8. Loans should not  ordinarily be sanct ioned at  concessional rates of  interest . 

I f any concession is considered necessary as in the case of loans granted in scarcity 

condit ions, it  should be in the form  of subsidy after the loan is fully repaid.  

 

 

CHAPTER XI I I  

ADVANCES  

SANCTI ON  

 206. Rules regulat ing the grant  of advances to Governm ent  servants and others 

are laid  down, in the following Art icles. Government  may sanct ion special advances 

for other purposes also and when Governm ent  grant  a special advance, they specify 

in their order the condit ions subject  to which it  is granted.  

 206-A. Perm anent  officers of the Cent ral and other State Governm ents, while on 

deputat ion for service under the Karnataka State Government , are also eligible for 

the grant  of the following  types of advances under this Chapter ;   

 (1)  Advances for the purchase of  Motor Cars or Motor cycles;  

 (2)  Advances for the purchase of bicycles;  

 (3)  Advances on  t ransfer;  and 

 (4)  Advances for journey on tour. 

 207. The rules relat ing to advances to Governm ent  servants do not  apply to 

Governm ent  servants who are not  in perm anent  Governm ent  em ploy. Tem porary 

Government  servants may be allowed these advances, Subject  to such condit ions as 

m ay be prescribed towards security, etc., in the rules relat ing to them . 



 208. When by an order of Governm ent  an advance is directed to be given to a 

Government  servant , the order will invariably specify the purpose for which the 

advance is given and the period within which it  should be adjusted and be 

com m unicated to the Accountant  General.  

  Note 1.-  No advance will be sanct ioned by Government  which is (a)  of an 

unusual nature or (b)  devoted to objects outside the ordinary work of adm inist rat ion.  

  Note 2.-  Where a Governm ent  servant  has already drawn any advance 

adm issible under the exist ing rules or has stood surety to som e one else who has 

drawn such advances, he is prohibited from  standing surety again unless the 

advance has been repaid in full,  and a cert if icate to that  effect  is obtained from  the 

Audit  office and produced.  

  Note 3.-  Advance for Travelling Allowance of Establishment  which is to be 

deducted from  Travelling Allowance bills is to be separately sanct ioned and 

separately drawn from  advance for cont ingent  expenditure. Advances drawn should 

be adjusted from  the respect ive Travelling Allowance and Cont ingent  bills to the 

extent  of am ounts actually expended for such purposes and only the balance 

refunded in cash to the Treasury.  

 208-A. I nterest / Penal interest  is leviable only up to the date of term inat ion of 

service of a Governm ent  servant  in respect  of an advance or part  of it  outstanding 

against  him  on that  date and is recoverable along with the advance or part  of it  out  

of the insurance am ount  at  his credit  in the official branch of the Karnataka 

Governm ent  I nsurance Departm ent  or his death-cum -ret irem ent  gratuity.  

  I nterest  (both ordinary and penal)  should be charged on balances of 

advances and/ or interest  remaining for recovery either from  the Governm ent  servant  

or his heirs after adjustm ent  of the  DCRG I nsurance am ount  and any other am ounts 

due, from  the date of term inat ion of service of a Government  servant  unt il the 

outstanding am ounts are fully recovered. I n this Chapter, except  when the term  

‘I nterest ’ is used in cont radist inct ion to ‘Penal I nterest ’,  ‘I nterest ’ includes ‘Penal 

I nterest ’.   

DATE OF DRAW AL  

 208-B. Advance shall be deem ed to have been drawn:     

 (a)  On the date of issue of the cheque where it  is paid through personal cheque 

drawn in favour of the Governm ent  servant  ;   and  

 (b)  On the date of disbursem ent , where it  is disbursed in cash as in the case of  

non-gazet ted Governm ent  servants.  

  Note 1.-  The provisions of this rule will apply inter alia for the following 

purposes : -   

 ( i)  for determ ining the date of recovery of the first  instalm ent  of repaym ent  ;   

 ( ii)  for determ ining the date of complet ion of negot iat ions for purchase of 

houses/ conveyances ;   

 ( iii)  for furnishing part iculars of house/ conveyance purchased and the relevant  

docum ent  connected therewith :   

 ( iv)  for calculat ion  of interest .  



  Note 2.-  Where the advance is disbursed by the Head of Office to non-

gazet ted Governm ent  servants, the date of disbursement  shall be prompt ly int imated 

to the Audit  Officer. The Head of the office should ensure that  the t im e lag between 

the date of drawal of m oney from  the t reasury and its disbursem ent  to the borrower 

is reduced to the m inimum. I f any delay is apprehended, the amount  shall be 

credited back to the t reasury or the cheque got  cancelled.  

  Note 3.-  I n the case of a cheque drawn in favour of a Government  servant , 

interest  is payable from  the date of issue of the cheque. However, where a cheque is 

drawn in favour of a departm ental officer and is endorsed to an actual payee, 

interest  is payable by the actual payee from  the date the cheque is handed over or is 

despatched to the actual payee.  

I NTEREST  

 208-C. (a)  Sim ple interest  at  such rates as may be fixed by Government  from  t ime 

to  t ime shall be charged on interest  bearing advance granted to Governm ent  

servants. Such interest  shall be calculated from  the date of drawal of the advance 

and on the balances outstanding on the last  day of each m onth. 

  Note.-  I n case of recovery of instalments through the pay/  leave salary bills, 

if the Governm ent  servant  concerned is unable to present  his/ her claim  in t ime for 

certain adm inist rat ive reasons or for want  of payslip from  Audit  Office, the 

deduct ions should be deem ed to have been m ade in the m onth following the m onth 

to which the pay/ leave salary relates irrespect ive of the actual date of it s drawal.  

 (b)  The higher rate of interest  fixed in the order sanct ioning the advance 

notwithstanding the drawal of the advance in instalments, shall not  be reduced even 

though the advance is repaid with interest  earlier than the period prescribed. 

 1[ (c)  I nterest  on advances granted to officers borne on the All I ndia  Services 

Cadres will be at  the rate prescribed by the Government  of I ndia.  

  Note.-  I n the cases where the principal has been repaid in one lumpsum, the 

interest  shall be caluclated upto the date, previous to the date of repaym ent , in 

accordance with the principal contained in Art icle 192 ibid. 

PENAL I NTEREST 

 208 D. (a)  Penal I nterest  at  50 %  of the normal rate of interest  on overdue monthly 

instalments, of pr incipal or interest  or both shall be recovered in addit ion to the 

norm al rate of interest  otherwise leviable. 

 (b)  The following are the types of non-com pliance with the rules and the dates 

from which penal interest  is leviable: -  

    Type of Non-com pliance    Date of levy of penal interest   

1.   I n the event  of default  in   From  the date of default . 

    paym ent  of instalm ents to-  

    wards repaym ent  of advanced.  

2.  I n the event  of delay in Com -  From  the dates prescribed 

    pliance with the prescribed under the relevant  rules for 



    condit ion.    complet ion of the      

   t ransact ion. 

3. I n the event  of non-ut ilisat ion  From the date of drawal  

   of the advance for the purpose  of the advance. 

   for which it  was sanct ioned or  

   any other cases of non-com pliance  

   with or cont ravent ion of the  

   condit ions prescribed in the rules.   

  Note.-  The levy of penal interest  is in addit ion to the act ion taken to get  the 

principal amount  refunded in full in case of non ut ilisat ion of the advance or delay in 

compliance with the prescribed condit ion. The levy of the penal interest  will not  

prevent  the Governm ent  from  taking disciplinary act ion against  a Governm ent  

servant  for wilful disregard of the Rules. 

 (c)  The authority sanct ioning advance for the purchase of m otor Car/ Cycle 

should also ask the Governm ent  servant  concerned to produce the Regist rat ion Book 

of the vehicle within one m onth from  the date of purchase of the vehicle or within 

two m onths from  the date of drawal of the advance, whichever is earlier to show that  

the vehicle purchased by him  has actually been t ransferred in his nam e by the 

competent  authority failing which he shall be liable to pay the penal interest  on the 

ent ire am ount  of advance from  the date of drawal to the date of subm ission of the 

regist rat ion book.  I n case it  is established that  the delay in subm it t ing the 

regist rat ion book is not  at t r ibutable to the Governm ent  servant  the penal interest  

m ay not  be charged for the late subm ission of the regist rat ion book for the period of 

such delay.]  

 HOUSE BUI LDI NG ADVANCES  

 209. Advance m ay be granted for the following purposes:   

 (a)  Const ruct ing a new house ( including acquisit ion of a suitable plot  of land for 

the purpose) , either at  the place of duty or where the Governm ent  servant  proposes 

to set t le after ret irem ent .  

 (b)  Purchase of a ready-built  house either at  the place of duty or at  the place 

where the Governm ent  servant  proposes to set t le after ret irem ent ;  

 (c)  Repairs to houses owned by Governm ent  servants including extension or 

enlargement  or improvement  thereto ;  

 (d)  To redeem  a non-Governm ent  loan or  loans already drawn to purchase a 

ready built  house or to const ruct  a house on a site  possessed, either at  the place of 

duty  or at  the place where the Governm ent  servant  proposes to set t le after 

ret irement . “Provided that  no advance will be granted for redeem ing a loan taken 

from  the Karnataka Housing Board” . 

  Provided that  when in cases falling under clauses (a)  to (d) , the place where 

the Governm ent  servant  proposes to set t le after ret irem ent  is outside the State, the 

Governm ent  of the State within whose jur isdict ion the place is situated has entered 

into reciprocal agreem ent  for verificat ion of t it le deeds. 



  Provided further that  the Governm ent  Servant  receiving the advance agrees 

to bear the cost , if any, of verificat ion of the t it le deeds.  

  Note.-  Advances for House building/ House purchase/  House Repairs to 

Governm ent  servants m ay also be sanct ioned by Government  or by the Head of the 

Departm ent  as the case m ay be, for building/ purchasing/ repair ing a house in any 

place situated in the States of Andhra Pradesh, Tam ill Nadu, Maharasht ra, Kerala and 

the Union Terr itory of Goa, Dam an and Diu.  

 1[ (e)  Advance m ay be granted to em ployees of State Government  who desire to 

purchase ready built  “ flats”  or “apartm ents”  meant  for bonafide resident ial purposes, 

subject  to the following condit ions. 

 ( i)  Employees who are eligible for the advance should purchase the flat  or 

apartm ent . 

 (a)   from  Public Housing Agencies including co-operat ive Societ ies. 

 (b)  on out r ight  sale basis ie., st r ict ly on cash down basis.  

 ( ii)  Security : -  

 (a)  The borrower of the advance offer ing addit ional security, in the form  of 

KGI D (Policies)  or LI C and PLI  (surrender ‘values’)  

 (b)  in addit ion to the above, the borrower of the advance shall offer two 

collateral securit ies of appropriate status from  perm anent  governm ent  servants so as 

to cover in full the balance of advance i.e., advance sanct ioned m inus value of 

addit ional security offered by the Advance. 

 ( iii)  Other condit ions shall be as per rules under this  code below House Building 

Advances. 

 209 A. Governm ent  servants who have been allot ted ready built  houses of houses 

under const ruct ion by the Karnataka Housing Board under HUDCO Schem e or under 

sim ilar schemes of other Development  Authorit ies or Statutory Bodies set  up or 

const ituted, as the case m ay be by the State Government , Cent ral Government  or 

other State Governm ent  m ay be sanct ioned House Purchase Advance subject  to the 

following condit ions : -  

 ( i)  The am ount  of advance shall be sanct ioned and the same shall be released 

in such instalm ents as m ay be st ipulated in the respect ive schem e under which the 

house is allot ted and an applicat ion for sanct ion of advance is made or subject  to a 

maximum of five instalments whichever is less. Sanct ioning authorit ies shall indicate 

the details of the scheme including the details of am ount  sanct ioned, the am ount  of 

each of the instalm ents to be released, the number of instalments are to be released 

as per the schem es. 

 ( ii)  The maximum amount  of advance shall be lim ited to the cost  as stated in 

the allotment  order issued under the scheme or the maximum amount  adm issible on 

the date of or iginal sanct ion of House Purchase Advance under the rules whichever is 

lower and the difference, if any, being m et  by the Governm ent  servant  concerned. 



 ( iii)  The applicat ion of HPA should be accompanied by no object ion cert if icate 

and a t rue copy of cert ificate of allotment  of house issued by KHB or the concerned 

authority m aking the allotm ent  of house, agreeing to perm it  the allotee Government  

Servant  to m ortgage the property to Governm ent  as security in respect  of the HPA to 

be sanct ioned by Governm ent . 

 ( iv)  The usual rest r ict ions relat ing to the net  take home salary shall be kept  in 

view while sanct ioning the advance and the amount  of advance shall be lim ited 

accordingly. 

 (v)  The total am ount  sanct ioned m ay be revised by the sanct ioning authority in 

case there is any modificat ion in the cost  of the house subsequent  to allotm ent  on 

account  of escalat ion or reduct ion in cost  of const ruct ion or st ructural variat ion in the 

const ruct ion and where such revision results in the enhancem ent  of the am ount  

sanct ioned earlier it  shall be  lim ited to the maximum amount  as may be adm issible 

under the rules as on the date of or iginal sanct ion of HPA and such enhancem ent  

shall also be subject  to the condit ion relat ing to net  take hom e salary. 

 (vi)  Where the advance is released in one lumsum the normal rules of recovery 

of HPA shall apply and where the am ount  sanct ioned is released in more than one 

instalment  the recovery shall commence from  the m onth following the 23rd m onth in 

which the applicant  has drawn the first  instalm ent  or the m onth following the m onth 

in which the final instalment  has been drawn whichever is earlier. The total period of 

recovery shall be as per rules. 

 (vii)  The supplicant  shall execute an agreem ent  in form  No.41 of Karnataka 

Financial Code before drawing the first  instalment  and shall mortgage the property to 

Governm ent  within one m onth from  the date of drawal of final instalm ent . 

 (viii)  The applicant  shall furnish addit ional securit ies in terms of assured value of 

KGI D Policy or surrender value of LI C Policy to an extent  of 50 %  of the advance. 

  All other condit ions laid down in Karnataka Financial Code for sanct ion of 

HPA shall apply to the advances sanct ioned under this Art icle (effect ive from  18-11-

1980) ]  

ELI GI BI LI TY  

 210. Advance under these rules m ay be granted to the following categories of 

Karnataka Governm ent  Servants:   

 (a)  Perm anent  Governm ent  servants;   

 (b)  Karnataka Government  servants, not  falling in category (a)  above, who have 

rendered at  least  five years cont inuous service, provided the sanct ioning authority is 

sat isfied that  they are likely to cont inue in the service of the Karnataka Governm ent  

t ill the advance is fully repaid.  

  Note 1.-  Officers of the I .C.S., I .A.S. or I .P.S. cadre who are perm anent ly 

allot ted to the Karnataka State are also eligible for the grant  of advances under 

these rules.  



  1[ Note 2.-  The Judges of the High Court  of Karnataka are also eligible for 

the grant  of advances under these rules. Government  shall be the Competent  

Authority to sanct ion the advance. However the provision of Art icle 214 (b)  1 shall 

not  be applicable to the High Court  Judges.]   

 (c)  Governm ent  servants who have drawn loans under the Low I ncom e Group 

Housing Scheme are not  eligible for advance under these rules either for const ruct ing 

or for purchasing a house;  

 (cc)  Governm ent  servants who have stood surety to another Governm ent  

servant  for an advance under these rules and have not  been released from  their 

suretyship are not  eligible for advance under these rules,  

 “ (ccc)  Governm ent  Servants, who have been allot ted by the Karnataka Housing 

Board a ready-built  house, shall not  be eligible for an advance under these rules to 

purchase such house, if they are eligible for a loan from  the Karnataka Housing 

Board” .  

 (d)  I n cases where both the husband and wife happen to be State Governm ent  

servants and are eligible for grant  of advance under these rules. I t   should be 

adm issible to only one of them:   

 1[ (dd)  Neither the applicant  nor the applicant ’s wife/ husband/ m inor child must  be 

the owner of a house already. This condit ion may be relaxed by Government  in 

except ional circumstances for example, where the applicant  or the applicants 

wife/ husband/ m inor child owns a house in any place other than the place where he/  

she desires to set t le after ret irem ent  or where the applicant  happens to own a house 

joint ly with other relat ions etc., and he/ she desires to build and or purchase a 

separate house for his/ her bonafide resident ial purpose where he/  she desires to 

set t le down after ret irem ent .]  

 (e)  The State Governm ent  servants governed by the Paym ent  of Wages Act , 

1936, are not  eligible for grant  of advances under these rules.  

AMOUNT OF ADVANCE 

 211. (a)  Not  m ore than one advance m ay be ordinarily granted under these rules 

to a Governm ent  Servant  during his ent ire service, Advances for effect ing repairs 

m ay, however, be granted in addit ion to or otherwise, provided the advance drawn 

either for const ruct ion. or purchase has been fully repaid and a cert if icate to that  

effect  obtained from  the Accountant  General.  

  Except ion.-  I n except ional cases of real hardship Government  may, 

however. sanct ion a second advance for the const ruct ion or purchase of a house and 

for effect ing extensions or repairs to houses, if Government  are fully sat isfied about  

the need and just ificat ion for second advance.  

  The grant  of second advance is also subject , to the following condit ions:   

 1. The Government  employees applying for second advance should specifically 

indicate to the sat isfact ion of the sanct ioning authority the reasons for selling the 

house const ructed or purchased out  of the first  advance.  



 2. The first  advance should have been completely repaid with interest .  

 3. No such second advance shall be given, while a Government   employee  

retain  the  house  purchased  or  con-  st ructed out  of the first  advance.  

 4. Every applicat ion for such second advance, shall be carefully scrut inised by 

the Finance Departm ent  in consultat ion with the General Adm inist rat ion Departm ent  

and specific Government  Order issued, in each such case I ndicat ing the reasons and 

just ificat ion for the sanct ion.  

  Note.-  The sanct ioning authorit ies m ay enhance the am ount  of House 

Building Advance sanct ioned by them  subject  to the following condit ions: -  

 (a)  The am ount  after enhancem ent  shall not  exceed the amount  adm issible 

under the rules on the date of the or iginal sanct ion.  

 (b)  That  the request  for enhancem ent  is made before drawal of the final 

installment , and  

 (c)  Only one such enhancement  for the complet ion of the building shall be 

sanct ioned.  

 1[ (b)  [ An advance not  exceeding 2[ 70 m onths Pay]  subject  to a m axim um  of the 

following amounts and lim ited to the actual expenditure involved may be granted. 

The ceiling lim its indicated below include also the cost  of stamp paper and 

regist rat ion charges for execut ing the m ortgage deed ;   

 ( i)  1[ Rs. 3,00,000]  for the purchase of land and for const ruct ion of house.  

 ( ii)  1[ Rs. 3,00,000]  for const ruct ion of house on site already owned.    

 ( iii)  1[ Rs. 3,00,000]  for the purchase of ready built  house.  I n the case of 

purchase of ready built  house, the appropriate authority shall sat isfy himself by 

obtaining a cert if icate from  the Officer of the Public Works Department  not  below the 

rank of an Execut ive Engineer as to the class and norm al useful age of the house. 

Applicat ions for House Purchase Advance should be accompanied by a cert if icate 

regarding the age of the  house and the normal useful age from  the com petent  Public 

Works Departm ent  Officer. Ready built  houses are classified into six  categories 

depending on the norm al useful age of the house as indicated in Art icle 213.  

  Advances shall not  be granted for purchase of house whose age is m ore 

than 25 years; ]   

 2[ (bb)  An addit ional Advance for House Building/ House Purchase shall be granted 

to the Governm ent  em ployees as follows: -   

 (a)  15 m onths Basic Pay, subject  to a m axim um  of Rs. 80,000 including the 

am ount  sanct ioned at  clause (b)  above.  

 (b)  The rate of interest  on this addit ional amount  of advance shall be at  10.5 

per cent  per annum .  



 (c)  I n case of m isuse of the addit ional advance for non- resident ial purposes viz., 

for building shops, office, etc., the interest  shall be at  16 per cent  per annum .  

 (d)  The addit ional advance shall apply only to such of the Governm ent  

employees to whom House Building/ House Purchases are sanct ioned on or after 1st  

Decem ber 1978.]   

 1[ (C)  An advance equal to 2[ forty m onth’s pay]  subject  to a m axim um  of 2[ Rs. 

1,20,000]  in the case of repairs, im provem ents, or extension to  an exist ing hom e.]   

  Note.-  The term  ‘PAY’ m eans the substant ive pay of the Governm ent  

servants. Advance m ay, however, be reckoned on the basis of the pay drawn by a 

Governm ent  servant  holding a post  on a non-substant ive tenure provided the Head 

of the Departm ent  cert ifies that  there I s no likelihood of the Government  servant  

revert ing from  the non-substant ive appointment . Special Pay (duty allowance)  

personal pay and Dearness pay, Dearness Allowance if any, m ay also be taken into 

account  for the purpose of determ ining the am ount  of advance.]  

  2[ 212, 212 A xxx]    

REPAYMENT  

 3[ 213. Advances granted to a Governm ent  servant  under these rules for purchase 

or const ruct ion of a house along with interest  thereon shall be repaid in full by 

m onthly instalm ents within a period not  exceeding 25 years, or before the date of 

ret irement  whichever is earlier. The recovery of the advance shall be made in not  

more than 216 monthly instalments ( in 18 years) , and interest  shall be recovered in 

not  m ore than 84 m onthly instalm ents ( in 7 years) . I n the case of House Repair 

Advance, the principal is recoverable in not  m ore than 96 (ninety six)  m onthly 

instalm ents ( in 8 years)  and the interest  in 24 ( twenty four)  m onthly instalm ents ( in 

2 years)  thereafter:   

  Provided that  in the case of purchase of ready built  house of a Class and 

m axim um  age specified in colum n (1)  and (2)  respect ively of the table below, the 

advance and the interest  thereon shall be repaid within the respect ive periods 

specified in the corresponding ent r ies in column (4)  and (5)  thereof: -  

 Class Norm al 1[ Maxim um Period of repaym ent  

 of useful age Age of the  

 House of the House at  Advance 1[ I nterest  

  House the t ime of  

   grant ing loan 

 1 2 3 4 5 

 Class- I  100 Years 40 Years 15 Years 5 Years 

 do I I  100 Years 35 Years 15 Years 5 Years 

 do I I I  66 Years 30 Years 15 Years 5 Years 

 do I V 66 Years 25 Years 15 Years 5 Years 



 do V 20 Years 5 Years 12 Years 3 Years 

 do VI  15 Years 3 Years]  9 Years 3 Years]  

  Provided   further   that  in the case of Governm ent  servants with less than 

25 years service before the date on which they at tain the age of superannuat ion, 

recovery may be perm it ted at  a rate not  less than the am ount  of m onthly instalm ent  

on the basis of repaym ent  in a period of 25 years.  

  Recovery shall be effected by deduct ion of the m onthly instalm ents as 

prescribed by the rules or as may be fixed by Governm ent  from  t im e to t im e from  

the pay or salary bill of the Government  servant  concerned the head of the office or 

the Accounts Officer concerned as the case m ay be. The am ount  of interest  

calculated at  the rates sanct ioned by the Government  for the advance shall be 

recovered in one or more instalments, such an instalm ent  being not  appreciably 

greater than the instalm ent  by which the principal would be recovered. The recovery 

of interest  shall commence from the month following that  in which the repayment  of 

the principal would be completed. The actual num ber of instalm ents in which the 

principal has to be recovered shall be determ ined by the appropriate authority and 

incorporated in the order sanct ioning the advance. I n the case of Gazet ted Officers, 

the Accountant  General will f ix the actual number of instalments in which the 

principal and interest  have to be recovered. I t  is the responsibilit y of the grantee to 

ascertain from  the Accountant  General about  the interest  due on the advance to pay 

it  in instalments as prescribed.  

  I n the case of non-gazet ted Government  servants, the responsibilit y for 

calculat ions of interest  and its recovery rests with the Head of Office who draws and 

disburses their pay and allowances.]   

  Note 1.-   ( i)  The am ount  to be recovered m onthly shall be fixed in whole 

rupees, except  in the case of the last  instalment  when the remaining balance 

including any fract ion of a rupee shall be recovered.  

 ( ii)  Recovery of advance granted for const ruct ing a new house: -  

  1[ I rrespect ive of the fact  whether an official owns a plot  or not  and 

notwithstanding the drawal of the second and third instalm ent  of the advance, the 

recovery shall commence from  the 24th month after the date on which the first  

instalm ent  was drawn or from  the pay of the m onth following the m onth in which 

complet ion report  is subm it ted by the Governm ent  servant  whichever is earlier.]    

  Recovery of advance granted for repair ing, improving or enlarging an 

exist ing house: -  Recovery shall com m ence from  the sixth m onth following the date 

of drawal of the advance.  

  Recovery of advance granted for purchasing a ready built  house: -  Recovery 

shall Com m ence with the first  issue of pay following the m onth in which the advance 

is drawn.  



 ( iii)  I t  will be open to Government  servants to repay the amounts in a shorter 

period if they so desire;  in any case the ent ire advance shall be repaid in full with 

interest  thereon before the date on which they are due to ret ire from  service.  

 ( iv)  I n order to avoid undue hardship to a Governm ent  servant  who is due to 

ret ire within 1[ 25 ( twenty- five) ]  years of the date of applicat ion for the grant  of an 

advance, the sanct ioning authority m ay perm it  him  to repay the advance with 

interest  in convenient  m onthly instalm ents ( the am ount  of which shall not  be less 

than the am ount  of m onthly instalm ents on the basis of repaym ent  within a period of 

1[ 25 years] , during the rem aining period of his service, provided he agrees to the 

incorporat ion of a suitable clause in the prescribed Agreement  and mortgage deed to 

the effect  that  the Governm ent  shall be ent it led to recover the balance of the said 

advance with interest  remaining unpaid at  the t im e of ret irem ent .        

 (a)  from  out  of the insurance am ount  in the Official Branch of the Karnataka 

Governm ent  I nsurance Departm ent .  

 (b)  from  out  of the insurance am ount  due on policy or policies assigned in 

favour of Governm ent  at  the t im e of grant  of advance when the policy or policies so 

assigned are taken out  in com pany or com panies other than the Karnataka 

Governm ent  I nsurance Departm ent ;   

 (v)  I n case the Governm ent  servant  does not  repay the balance of the advance 

due to Government  on or before the date of his ret irement , it  shall be open to 

Governm ent  to enforce the security of the m ortgage at  any t im e thereafter, and 

recover the balance of the advance due together with interest  and cost  of recovery,  

by sale of the house or in such other m anner as m ay be perm issible under the law.  

 (vi)  I n the event  of death of a Governm ent  servant  in service before repaym ent  

in full of the principal of House Building/ House Purchase/ House Repair Advance 

drawn by him  and/ or interest  due thereon, the ent ire interest  including penal interest  

in cases where recovery of interest  has not  com m enced or the balance am ount  of 

unrecovered interest  including penal interest  in cases where interest  has part ially 

been recovered upto the date of death, shall be waived. 1[ This provision is deemed 

to have com e into force from  1-1-1971. 

 1[ (vii)  The Heads of Departm ents can refund excess am ount  recovered towards 

HBA/ HPA/ HRA including interest  on the basis of the int im at ion by the Accountant  

General. 

  Except ion.-  The Accountant  General is empowered to make refunds as above 

in respect  of Gazet ted Officers whose pay and allowances are authorised by him  and 

in whose cases detailed accounts are m aintained by him , under int im at ion to the 

Head of the Departm ent .]  

  Note 2.-  The Period of recovery of the advance drawn together with interest  

thereon in respect  of the State Governm ent servants who have been appointed to 

A.I .S. Cadres shall be extended to the age of superannuat ion nam ely, 58 years and 

the instalm ents of recovery already fixed shall be revised after obtaining a deed of 



rect ificat ion from  them in annexed form  ‘Deed of Rect ificat ion’ subject   to the 

maximum period / monthly instalments prescribed ibid. 

ANNEXURE  

Deed  of Rect ificat ion  

  THI S DEED is made on the.... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .day 

of... . . . . . . . . . . . . . . . . . . . . . . . .between.... . . . . . . . . . . . . . . . . . . . . .(hereinafter called “ the Mortgagor” )  

of the one part  and ... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  (hereinafter called the “Mortgagee” )  of 

the other part .  

  WHEREAS by a deed of Mortgage dated the ... . . . . . . . . . . . . . . . the said 

.. . . . . . . . . . . . . . . . . . . . .Mortgaged in favour of the Governm ent  of Karnataka the property 

(describe the property)  and the said deed has been registered 

at ... . . . . . . . . . . . . . . . . . . . . . . . . . . . .Regist rat ion Office in Book No ... . . . . . . . . . . . . .  . .Volum e 

No.... . . . . . .  Pages ... . . . . . .   to  . . . . . . . . . . . . . . .  being serial No.... . . . . . .  . for the year... . . . . . . . . .  

(hereinafter called “ the principal deed” .)  And whereas the principal deed requires 

rect ificat ion in the manner hereinafter appearing. NOW THI S DEED WI TNESSETH 

that  the principal deed shall be rect ified and corrected in the following manner, 

nam ely,-   

  “ I n page.... . . . . . . . . . . . . . . line.... . . . . . . . . . . . . . . .   of the pr incipal deed for the 

words” ... . . . . . . . . . . . . . . . . . . . . . . . . . . . . .” insert  the words              “ . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .”  

  That  as rect ified and modified as aforesaid the principal deed shall remain in 

full force and effect .  

  I N WI TNESS Whereof, the said.... . . . . . . . . . . . . . . .has hereto signed (or put  his 

signature, or set  his hand)  at                               . . . . . . . . . . . . . . . . . . . . . the day and year 

first  above writ ten) .  

       Signature.  

Witness :   

  1[ Note 3.-  The recovery of instalm ents in respect  of advances sanct ioned to 

the Judges of the High Court  of Karnataka shall be so fixed that  the advance 

sanct ioned together with interest  thereon is recoverable in full before the ret irement  

of judges.]   

SECURI TY 

 214. (a)  I n order to secure Governm ent from  loss consequent  on a Governm ent  

servant  dying or quit t ing the service before com plete repaym ent  of the advance with 

the interest  accrued thereon, the house built  or purchased or repaired together with 

the land on which it  stands must  be mortgaged to Governm ent , and the m ortgage 

will be released on liquidat ion of the full amount  of the advance together with 

interest  thereon.  

  Note 1.-  The mortgage bond will be prepared in Form  No. 38 and 

reconveyance in Form  No.39.  



  Note 2.-  I t  is not  com pulsory to use the reconveyance Form  in all cases.  

  Note 3.-  ( i)  I n case the m ortgagee wants perm ission to raise a second loan 

by m ortgaging his house built  or purchased or repaired out  of an advance sanct ioned 

under the rules, such perm ission m ay be granted by the authority sanct ioning the 

advance subject  to the condit ion that  the second mortgage of the house will be 

without  prejudice to the pr ior r ight  of Governm ent  over the property which has 

already been mortgaged to Government  and subject  to the further condit ion that  

such perm ission can be given only for purposes of effect ing extensions or repairs to 

the house and not  for any other purposes.  

 1[ ( ii)  Perm ission may be granted to Governm ent  servants to raise second loan 

from  non-governm ent  agencies for purposes of House Purchase Advance only in 

order to enable them to complete the execut ion of the sale deed, regist rat ion and 

m ortgage the property to Governm ent  subject  to the following condit ions : -  

 (a)  After the sale deed is executed, the possession of the property should be 

taken and it  should be m ortgaged to Governm ent  first  and, 

 (b)  After the property is duly m ortgaged to Governm ent  the second m ortgage 

m ay be executed in favour of the non-governm ent  agency. 

 ( iii)  Government  servants may be perm it ted to raise second loan by mortgage of 

house built / purchased/  repaired out  of advance sanct ioned by Governm ent  subject  to 

the following condit ions: -  

 (a)  The m axim um  lim it  of the second loan or advance from  non-governm ent  

sources should not  exceed Rs 40,000 / -  This lim it  should be incorporated in the order 

according perm ission. 

 (b)  Requests for perm ission for raising second loans or advances through the 

execut ion of second m ortgage shall be considered only after the second instalm ent  of 

the first  advance has been drawn and fully ut ilised for the approved purpose. 

 (c)  Perm ission m ay be granted only for (1)  com plet ing the const ruct ing of the 

house in the advance sanct ioned by Governm ent  is found to be inadequate, (2)  

effect ing extensions or repaire to the house already purchased /  build / repairs out  of 

the Governm ent  advance. 

 (d)  The rules to take home salary should be st r ict ly adhered to, while grant ing 

perm ission to raise a second loan.  While calculat ing the gross emoluments 7 1/ 2 

percent  of the loan to be taken on the basis of second m ortgage m ay be included for 

purposes of determ ining his eligibilit y. 

 (e)  Plans and est im ates approved by the Corporat ion or local body must  

accom pany the applicat ion for grant  of perm ission to raise second loan. 

 ( f)  Not  m ore than one such perm ission m ay be granted.]  

  Note 4.-  The Head of the Departm ent  1[ including the Officer next  below the 

Head of Departm ent ,]  when the advance is sanct ioned by Governm ent , and the 



sanct ioning authority, in other cases (hereinafter called the ‘Appropriate Authority’)  

is com petent  to sign the agreem ent , the m ortgage deed, etc.,  on behalf of the 

Governor of Karnataka.  

  Note 5.-  When the applicant  for the advance happens to be the Head of the 

Department  himself,  the agreement , the mortgage deed, etc., will be signed on 

behalf of the Governor of Karnataka by such authority as the Governm ent  m ay 

direct .  

  Note 6.-  Whenever the am ount  of loan originally sanct ioned is enhanced, a 

supplem entary m ortgage bond should be obtained in Form  No. KFC 38-A.   

  2[ Note 7.-  The house const ructed /  purchased by the Judges of the High 

Court  of Karnataka shall be insured with the General I nsurance Corporat ion of I ndia 

or any of it s subsidiaries immediately after it s const ruct ion/ purchase and the 

insurance should be against  losses due to fire, flood, earthquake or lightning and the 

insurance cert if icate shall be sent  to the sanct ioning authority along with the 

complet ion report . The insurance policy shall contain a specific note that  the   

Governor  is  interested  in  the  policy  amount   that   may become payable in the 

event  of the happening of any of the cont ingencies specified above. The house shall 

be insured for a sum  not  less than the am ount  of the advance sanct ioned and shall 

be renewed t ill the advance is fully repaid to Government . An annual cert ificate shall 

be furnished that  the house cont inues to be insured for a sum  not  less than the sum  

due to Governm ent .  

  When any of the advances under Art icle 209 has been fully repaid and a 

cert ificate to that  effect  has been obtained from  the Accountant  General the 

Mortgage deed m ay be returned to the Mortgagor superscribing thereon the words  

“The mortgage money is fully received. The document  is returned.”   

  I n case, the m ortgager wants a reconveyance, it  should  be  done at  the 

cost  of the m ortgagor.  

 (b)  I n addit ion to the above,                

 (1)  The applicant  must  have insured his life in (a)  the Official Branch of the 

Karnataka Governm ent  I nsurance Departm ent , or (b)  the Hyderabad State Life 

I nsurance Fund, or (c)  the Life I nsurance Corporat ion of I ndia. I n the first  two cases, 

the value of the policy should not  be less than 25 per cent  of the advance applied for 

and the policy should be free from  encum brances and should be pledged to 

Governm ent . I n the last  case, the surrender value of the policy should be not  less 

than 25 per cent  of the advance applied for and the policy should be got  assigned in 

favour of Governm ent . 

OR 

 1[ (2)  The applicant  should furnish the collateral security of another permanent  

State Governm ent  servant  who is not  subordinate to him  and has insured his life in 

the Official Branch of the Karnataka Governm ent  I nsurance Departm ent  or 



Hyderabad State Life I nsurance Fund or Life I nsurance Corporat ion of I ndia  2[ on 

Postal Life I nsurance]  to an extent  m ent ioned in clause 1 “ .  

  Condit ion:   

 ( iii)  “The liabilit y of the Surety will cont inue t ill the Site and house to be built  

thereon/ house to be purchased is mortgaged to Government  or t ill the advance 

together with the interest  due thereon is repaid to Governm ent  whichever happens 

earlier” .  

 2[ ( iv)  The LI C and PLI  policies may be released only if the ent ire amount  of 

advance sanct ioned and the interest  accruing thereon can be recovered through the 

instalm ent  fixed before the date of superannuat ion]  

  Condit ion:   

 (v)  “  I n the case of House Repair Advance the House to which the House Repairs 

are to be effected, is offered as security, and as such it  is not  necessary to take 

addit ional Security if the value of the house given as security is equal to or greater 

than the am ount  of the advance applied for” .  

  Condit ion:   

 (vi)  “ I n case where Governm ent  em ployees perm anent  or tem porary have drawn 

advances for purchase/ const ruct ion of houses and have not  m ortgaged the property 

with security as indicated in the orders sanct ioning the advances the authority 

concerned should take act ion to get  the deed executed or advances refunded with 

penal interest  and if the employees fail to comply with the requirements suitable 

act ion should be taken for official m isconduct  and violat ing the term s of the 

advance” ,  

  A perm anent  Governm ent  servant  standing as surety to the applicant  for an 

advance should execute a surety Bond in the prescribed form  (Form  No. 40) .  

  1[ Note 1.-  Heads of Departm ents m ay release the  I nsurance Policies of  the 

KGI D  or  in the L I  C  or PLI  which are given as an addit ional collateral  security for 

sanct ion of HBA /  HPA /  HRA by governm ent  servants subject  to the following 

condit ions] : -   

 ( i)  The house const ructed, purchased or repaired out  of the Government  

advance should have been m ortgaged to Government  under a registered Mortgage 

Deed.  

 ( ii)  The release of the policy or policies would not  take away the r ight  conferred 

in rule 24(2)  of the Karnataka Governm ent  Servants (Com pulsory Life I nsurance)  

Rules, 1958 to the recovery of the balance of the house building or house purchase 

or house repair advance outstanding if any, with accrued interest  from  am ounts due 

under the policies.  

  “Note 2.-  The Collateral security of a Governm ent  Servant  who has put  in 

m ore than five years of cont inuous service (other than as a local Candidate) , shall be 



t reated as that  of a perm anent  Governm ent  servant  for the purpose of this Art icle, 

provided it  is cert if ied by the competent  authority that  there is no prospect  of his 

discharge from  service and that  he sat isfies the other condit ions laid down. The 

com petent  authority should also cert ify that  the said Governm ent  Servant , who has 

agreed to be the collateral security for the advance, would also cont inue in service t ill 

the advance is repaid in full with interest  or t ill the loanee mortgages the house in 

respect  of which the advance is sanct ioned, whichever is earlier” .  

  I n the event  of the said Governm ent  Servant  tendering resignat ion, it  should 

be open to the com petent  authority not  to accept  the resignat ion and take suitable 

act ion to get  the penal clauses in the agreem ent  executed fully.  

 1[ (c)  House purchase advance m ay be sanct ioned to Governm ent  servants by 

taking addit ional securit ies as under: -   

 (a)  I f the applicant  hold KGI D policy and LI C or PLI  policies (surrender value)  

equal to 50 %  of the advance adm issible  

 (b)  I f the applicant  does not  hold any KGI D, LI C or PLI  policies or holds KGI D, 

LI C or PLI  Policies less than 50 %  of the advance adm issible then the collateral 

security of another Governm ent  servant  who holds KGI D, LI C or PLI  Policies 

(surrender value)  should be offered to such an extent  that  both put  together will be 

equal to 50 %  of the advance adm issible] .  

MODE OF DI SBURSEMENT  

 215. The m ode of disbursem ent  of the advances sanct ioned is as follows:   

 (a)  For a house building advance where a plot  of land is to be acquired-   

 ( i)  First  instalm ent -  An am ount  not  exceeding 1[ 40]  per cent   1[ forty]  per cent  

of the sanct ioned advance will be payable to the applicant  for purchasing a plot  of 

land on his execut ing an agreement  in the prescribed form  for the repaym ent  of the 

advance. The land m ust  be purchased and sale deed in respect  thereof together with 

t it le deeds, encumbrance cert if icate, etc., produced within two m onths of the date of 

drawal of the first  instalment  before the Appropriate Authority, failing which the 

applicant  shall be liable for refund of the ent ire am ount  together with interest  

thereon.  

 ( ii)  Second instalm ent -  An am ount  equal to 40 percent  ( forty per cent )  of the 

advance sanct ioned will be payable    to the applicant  on product ion of the plans 

approved by the Corporat ion or Municipalit y or the Local Body concerned together 

with a probable est im ate of the building proposed to be const ructed. The Appropriate 

Authority will get  the mortgage deed executed in favour of Government  before 

authorising paym ent  of the second instalm ent .  

 ( iii)  Third instalment -  An amount  equal to 40 per cent  ( forty per cent )  of the 

advance sanct ioned will be payable after the const ruct ion of the building has reached 

the roof level.  

  Note 1.-  I f an applicant  draws a lesser amount  than the ceiling fixed for the 

first  or the second instalment  under sub-clause ( i)  or ( ii) ,  he will be allowed to draw 



the difference between the am ount  drawn and the maximum perm issible for any 

instalm ent  along with the subsequent  instalm ent .  

  1[ Note 2.-  Governm ent  servants who have been sanct ioned loans under 

these rules to whom  sites are allot ted by the BDA. CI TB , Mysore or  other Trust  

Boards in the State are required to produce the possession cert ificates, sale deeds 

and encum berance cert ificates, within a period of six m onths from  the date of drawal 

of first  instalm ent  provided that  (1)  the BDA /  Trust  Board authorit ies cert ify that  the 

Governm ent  servant  has been allot ted a site and that  he has deposited an am ount  

not  less than the am ount  of the first  instalm ent  drawn by him  and (2)  the 

Governm ent  servant  produces proof in the form  of receipt  from  the BDA/ Trust  Board 

authorit ies to show that  an am ount  not  less than the am ount  of first  instalm ent  of 

HBA have been deposited by him  with BDA /  Trust  Board and paym ent  towards the 

value of the site allot ted to him , within two m onths of the drawal of the first  

instalm ent .]  

 (b)   For a house building advance where the applicant  already owns a plot :   

  The advance will be paid in two instalments -   

  First  instalment  -  50 per cent  (Fifty per cent )  of the advance sanct ioned will 

be payable on the applicant  producing t it le deed of the land, plan as approved by the 

Corporat ion, Municipality or other Local Body concerned together with est im ate of 

probable expenditure for const ruct ion of the building and on execut ion of the 

m ortgage deed in favour of Governm ent .  

  Second instalm ent  -  The balance of 50 per cent  ( fifty per cent )  of the 

advance will be payable after the building has reached the roof level.  

  Note.-  I f an applicant  draws a lesser am ount  than the m axim um  fixed for 

the first  instalment  under this clause, he will be allowed to draw the difference 

between the am ount  drawn and  the m axim um perm issible for that  instalment  along 

with the second instalm ent .  

 ( c)  For a House Purchase Advance -  The amount  of advance sanct ioned will be 

payable in one lumpsum on the applicant  execut ing an agreement  in the prescribed 

form  (Form  No.41)  for the repaym ent  of the loan. The acquisit ion, of the house must  

be com pleted and the house m ortgaged to Governm ent  within one m onth of the 

drawal of the advance, failing which the Appropriate Authority should take necessary 

act ion for the recovery of the ent ire advance together with interest  accrued thereon, 

unless an extension of the t im e lim it  is granted by the sanct ioning authority.  

  Note.-  The extension of t im e  granted by a sanct ioning authority should not  

exceed a m onth.  

  Except ion.-  I n respect  of houses purchased from  the Karnataka Housing 

Board, the acquisit ion of the house and the mortgage of the same to Government , 

m ust  be com pleted within four m onths of the drawal of advance.  

 (d)  Advance for House Repairs, etc.-  The advance sanct ioned will be paid in one 

Lum psum  on product ion of plans and est im ates by the applicant  and on execut ion of 



a mortgage        in favour of Government . A period of six months from   the date of 

drawal of the advance is allowed for effect ing repairs and extensions to the exist ing  

house from  the advance sanct ioned.  

PROCEDURE  

 216. Applicat ions for advances under:  these rules should be made in the 

prescribed form  (Form  No. 42)  in duplicate and    subm it ted to the sanct ioning 

authority through the proper channel. The following docum ents should accom pany 

the applicat ions:   

 (1)  A declarat ion in regard to house property, if any owned by the applicant ;   

 (2)  I n cases where the applicant  happens to be in possession of land and desires 

to build a new house on it ,  a copy of the t it le deed or other proof of the applicant  

having clear t it le to land along with the site plan.-   

 (3)  I n cases where the applicant  is not  in possession of the land, a declarat ion 

to the effect  that  he proposes to acquire the plot  with the object  of const ruct ing a 

house thereon, together with t it le deed encumbrance cert ificate or other proof that  

the t it le is clear and marketable provided however, that  the Government  may, in it s 

discret ion allow such reasonable t ime as it  deems fit  to produce the t it le deed, 

encumbrance cert ificate or other proof of t it le.  

 (4)  I n cases where the advance is required for the purchase of ready-built  

house, part iculars of the house proposed to be purchased, such as the area of the 

plot , the built -up area, the locality, annual m unicipal assessm ent , nam e and address 

of the owner and approximate price expected to be paid, a declarat ion that  the 

applicant  has sat isfied himself that  the t ransact ions would result  in his acquir ing an 

undisputable t it le to the house. A declarat ion from  the owner to the effect  that  the 

property is free from  encum brance (supported by an encumbrance cert ificate 

obtained from  the Sub-Regist rar of the area concerned)  should be obtained and 

furnished with the applicat ion.  

  Note.-  I f the house to be purchased is situated in an urban area, the 

applicant  should furnish data/ documents regarding the valuat ion of the exist ing 

house to the sat isfact ion of the Heads of Departments who will furnish a cert if icate in 

the following form  while forwarding applicat ions for grant  of Advance for the 

purchase of houses.  

  “ I  am  sat isfied on the basis of the data provided by the applicant  that  the 

valuat ion of the exist ing property as shown in column 5(e)  of the applicat ion fair ly 

represents the current  m arket  value of the exist ing house” .  

  I n so far as propert ies situated in rural areas are concerned, the applicants 

should furnish a cert if icate from  the Revenue Officer concerned (not  lower than the 

rank of Tahsildar) .  

 (5)  I n cases where the applicant  requires advances for repairs, a copy of the 

t it le deed, establishing that  the applicant  possesses indisputable t it le to the property 

and a plan effect ing im provem ents to the house.  



 (6)  Part iculars regarding Life I nsurance Policies and Gratuity or Death-cum -

Ret irem ent  Gratuity.  

 (7)  A declarat ion that  he/ she has not  drawn any loan under the Low I ncom e 

Group Housing Schem e.  

 (8)  A declarat ion that  his wife/ her husband is not  a State Governm ent  servant  

or (where she/ he is a State Governm ent  servant )  that  she/ he has not  drawn any 

advance under these rules or under the Low I ncom e Group Housing Schem e.  

 (9)  The Head of office recom m ending the grant  of House Building/ House 

Purchase/ House repair advance should sat isfy himself by exam ining the t it le deeds 

and other docum ents:   

 (a)  I f the advance is for building a house on a plot  already owned, that  the 

applicant  possesses a clear t it le to the site on which he proposes to build a house;   

 (b)  I f the adverse is for building a house after acquir ing a plot  or for the 

purchase of a house, that  the plot  or the house proposed to be purchased is free 

from  encum brances and that  the prospect ive seller possesses clear t it le to it ;  

 ( c)  if the advance is for repair ing, improving or extending a house that  the 

applicant  possesses clear t it le to the land and the house exist ing thereon which is to 

be repaired, im proved or extended;  

 (d)  and obtain a cert if icate from , the I nsurance Departm ent  and / or the Life 

I nsurance Corporat ion of I ndia and/ or the Accountant  General about  the policy 

num bers held by the Governm ent  servant , am ounts assured and the surrendered 

value at  credit  and/ or the am ounts which may be regarded as available on account  

of gratuity or death-cum -ret irem ent   gratuity of the Governm ent  servant .  

 (10)  The Head of office will,  thereafter, forward the applicat ion to the sanct ioning 

authority with his cert if icate that  the applicant  is eligible for the advance and that  he 

is prepared to abide by the condit ions and rules laid down therefor. On exam ining 

the applicat ion and on the recommendat ion of the head of office. the sanct ioning 

authority may sanct ion an advance under these rules subject  to the availabilit y or 

funds.  

  Note 1.-  Before sanct ioning, or forwarding to Governm ent  for sanct ion the 

applicat ion for advance, the Appropriate Authority will,  scrut inize the applicat ions 

and sat isfy itself the correctness of the facts etc., stated therein. I  will also exam ine 

the t it le deeds etc., furnished to m ake sure that  the applicant  possesses a clear t it le 

to the property in quest ion. 

  Besides the t it le deeds, encum brance cert ificates, etc., the applicant  shall 

also obtain a cert if icate from  the Government  pleader and failing that  from  the 

Revenue Officer of the place where the property is located, cert ify ing after 

invest igat ion from  the records of the Sub-Regist rar, Revenue Authorit ies and the 

Court  and from  the inform at ion  gathered from  the Governm ent  servant  and others 

that  the property in the hands of or to be acquired by the Governm ent  servant  is 



his/ her absolute and not  joint  fam ily property and is free from  encum brances and 

at tachm ents and that  the holder has a clear and m arketable t it le to the property. The 

cert ificate shall  be in the following form-  

  “ I t  is cert if ied after invest igat ion from  the records of the Sub-

Regist rar... . . . . . . . . . . . . . . . . . . . . .and the relevant  revenue and court  records and from  the 

inform at ion gathered from  the sworn declarat ion m ade 

by.... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .and that  the plot  No. 

m easuring.... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  Square yards at ... . . . . . . . . . . . . . . . . . .  within the 

lim its of.. . . . . . . . . . . . . . . . . . . . is the absolute property of 

Sri/ Sm t ... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  Son/  daughter of 

Sri. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  and not  joint  fam ily property. The said property is free 

from  encum brances and at tachm ents and Sri/ Sm t ... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  has 

a clear and marketable t it le to the property” . 

  Except ion.-  The cert if icate referred to in Note 1 need not  be insisted upon by 

the sanct ioning authorit ies concerned when the Governm ent  servant  has been 

allot ted a newly const ructed house/ flat , for which the advance is sought  by the 

Governm ent  Servant  such as a State Housing Board, City I m provem ent  Trust  Board. 

I n such cases it  is only necessary that  the applicant  produces a cert ificate from  the 

selling agency to the effect  that  the land on which the house/ flat  has been 

const ructed is un-encum bered.  

  1[ Note 2.-  Heads of Departm ents can sanct ion these advances to all 

categories of Governm ent  servants under their cont rol except  to the officers borne 

on All I ndia services. On the advance being sanct ioned a copy of the order shall be 

com m unicated to the Accountant  General and another to the applicant  (effect ive 

from  19-7-1982) ] .  

  Note 3.-  Where the Head of the Office and the sanct ioning authority are one 

and the sam e, it  is not  necessary to furnish the recom m endatory part  of the 

cert if icate at  page 7 of the applicat ion form .  

 216-A. (1)  House Building Advance under these Rules may also be granted to 

Government  servants eligible under Art icle 210 for the purpose of acquir ing suitable 

sites on lease-cum-sale basis from  the City I m provem ent  Trust  Boards and 

const ruct ing new houses thereon or for purchasing ready built  houses on lease-cum -

sale basis from  the City I m provem ent  Trust  Boards.  

 (2)  A Governm ent  servant  who has been allot ted a site or a ready built  house on 

lease-cum-sale basis, applying for an advance under clause (1)  should before 

execut ing the m ortgage deed, produce a let ter of consent  from  the City 

I m provem ent  Trust  Boards concerned agreeing to the m ortgage of the site or the 

ready built  house, as the case m ay be to Governm ent .  

 (3)  As security for an advance under this Rule, a m ortgage deed, in Form  K.F.C. 

42-A shall be executed by the Governm ent  servant .  



  “Note.-  Advances for purchase of ready built  houses allot ted on lease-Cum -

sale basis by the Karnataka Housing Board or the city improvem ent  Trust  Board m ay 

be granted:   

 ( i)  Government  servants who are eligible for an advance equal to the cost  of 

the house allot ted;  and  

 ( ii)  Government  servants eligible for an advance less than the cost  of the house 

allot ted, provided such allot tees have paid the difference in the cost  of the house 

allot ted to the Housing Board or the City I m provem ent  Trust  Board, as the case m ay 

be, before their applicat ions for the advance are considered” .  

 216-B. (1)  Advances, if otherwise adm issible, may also be sanct ioned to a 

Governm ent  servant .  

 ( i)  for const ruct ion of a new house on a land:  or 

 ( ii)  for repair ing a house,  

 1[ ( iii)  for purchase of house allot ted by the Karnataka Housing board to the 

husband /  wife the other spouse need not  be Governm ent  servant .]  

belonging to his or her, wife or husband as the case m ay be, provided that  the wife 

or husband is willing to mortgage the land or house in favour of the Governor of 

Karnataka as security for repaym ent  of the advance. The applicat ion for advance in 

such cases shall be accompanied by an agreem ent  executed by the wife or husband 

undertaking to execute m ortgage deed when the advance is sanct ioned.  

 (2)  The provisions of Art icles 212,213, 214, 215 and 216 shall m utat is m utandis 

apply for advances under sub-clause (1) . 

GENERAL RULES  

 217. (1)  (a)  On receipt  of the order sanct ioning the advance, the Governm ent  

servant  to whom the advance is sanct ioned will arrange to complete the prescribed 

formalit ies such as execut ion of agreement  on requisite stam p paper, Mortgage 

Deed, Surety Bond, Undertaking in the prescribed forms, assignment  of life 

insurance policy or policies, etc. (wherever necessary)  before the appropriate 

authority and furnish to him  a payee’s receipt  in Form  3 for his cert if icate to the 

effect  that  the necessary agreem ent  and/ or m ortgage deed, undertakings, 

assignm ent  of policies, etc., have been executed.  

 (b)  I n the case of advances sanct ioned to non-gazet ted Governm ent  servants, 

the Head of the office, who draws the pay of the Governm ent  servant  receiving the 

advance, will make a note in the Registers of his office of the details of advances 

sanct ioned and the am ount  authorised to be drawn on payee’s receipts either in 

I um psum , or in instalm ents, and furnish a cert if icate that  such a note has been 

made in the relevant  payee’s receipts, before they are sent  to the Treasury Officer 

concerned for payment . He will thereafter, arrange to make necessary deduct ions, 

m onthly, from  the pay drawn for the debtor.  



 (2)  The Treasury Officers are authorised to m ake paym ents on such payee’s 

receipts provided ;  

 ( i)  in the case of advances drawn by non-gazet ted Governm ent  servants in 

lumpsum or in instalments, the payee’s receipts or the payee’s first  receipt  as the 

case may be, bears a cert ificate of the appropriate authority to the effect  that  the 

necessary agreement  or/ and mortgage deed undertakings, assignm ents of policies, 

etc., have been executed and also a cert ificate of the Head of the office who draws 

the pay of the Governm ent  servants receiving the advance, that  a note has been 

made in the Registers of his office of the details of advance sanct ioned and the 

am ount  authorised to be drawn.  

 ( ii)  in the case of Gazet ted Officers and in other cases where the advances are 

sanct ioned by Governm ent , the payee’s receipts authorised for paym ent  by the 

Accountant  General;   

 ( iii)  in the case of drawal of second and subsequent  instalments of advances by 

non-Gazet ted Governm ent  servants, the relevant  payee’s receipts bears a cert ificate 

of the appropriate authority to the effect  that  he has sat isfied him self that  the land 

has been purchased/ that  the am ount  previously drawn has been fully spent  on the 

building and that  the present  instalm ent  m ay be paid.  

  Note 1.-  Cert ificate of having executed the m ortgage deeds, in cases of 

House Purchase Advance shall be sent  to the Audit  Office as soon as these are 

executed by the loanees subsequent  to the drawal of the advance, within the t im e 

lim it  prescribed under clause (c)  of Art icle 215 of Karnataka Financial Code.  

  Note 2.-  I n the case of Gazet ted Officers also, the Payees receipts for drawal 

of second or subsequent  instalments of the advance will bear the Cert ificate referred 

to above. These payees receipts should be forwarded to the Finance Departm ent  

which would note the release of the am ount  of instalm ent  and pass on to the 

Accountant  General for authorisat ion.  

 (3)  The Last  Pay Cert ificate granted to Governm ent  servants who have taken 

advances, should specify the original amount  of such advance, the am ount  repaid, 

and the balance remaining due.  

 (4)  The Head of the Office concerned should maintain;  a register showing the 

nam es of Governm ent  servants under him  to whom  House Building/ House 

Purchase/ House Repair Advances have been granted and should arrange to get  from  

them  quarter ly statem ents of the progress of const ruct ion.  

  When no such statem ents are received for a period of 1[ two years] , or when 

the reported progress is so un-sat isfactory as to am ount  to a breach of the term s of 

the advance, the Appropriate Authority may order the recovery of the balance 

outstanding at  the t im e, by deduct ion from  the pay of the Governm ent  servant  

concerned or otherwise, and in cases of deliberate use of the money for purposes 

other than house building with penal interest   2[ xxx]  at  such rate as m ay be fixed by 

Governm ent  from  t im e to t im e. I f  sat isfactory  reasons  are furnished to the 

authority  sanct ioning the advance for the non-com pliance of the condit ions on which 

the advance was sanct ioned, that  authority m ay order that  the ent ire advance is not  



refundable, but  only penal interest  on the advance may be recovered upto the date 

of compliance. However, such penal interest  m ay not  be enforced if the non-

compliance is due to the circumstances beyond the cont rol of the Governm ent  

Servant . 2[ Ut ilisat ion cert if icates in respect  of HBA/  HPA/  HRA should be recorded in 

the form  prescribed below within a month after the com plet ion of the constuct ion, 

purchase, improvement , repairs of a house. The ut ilisat ion cert if icates in respect  of 

advances sanct ioned to Class “C”  and “B”  officials for House Building /  House 

Purchase /  House Repair need not  be t ransm it ted to the Accountant  General but  

should be filed in the offices of Heads of Departments who maintain the detailed 

accounts of advances and should be m ade available during the local audit  conducted 

by Accountant  General. 

  The ut ilisat ion cert if icates in respect  of advance sanct ioned to the Class A 

and B Officers should cont inue to be sent  to the Accountant  General within a m onth 

after the com plet ion of the const ruct ion, purchase, im provem ent , repairs of a 

house.]  

  “The advance of Rs.... . . . . . . . . . .drawn by Shri/  Shrim athi.. . . . . . . . . . . . . . . . . . . .  

.of.. . . . . . . . . . . . . . . . . .  of  sanct ioned in No.... . . . . .  .  by .. . . . . . . . . . . . . . . .  has been fully and 

properly ut ilised by him / her for the const ruct ion/ purchase of the house at  

No.... . . . . . . . . . . . . . .  and that  the const ruct ion has been com pleted according to the 

specificat ions or that  the purchase of the house has been com pleted within one 

m onth form  the date of the drawal of the advance as st ipulated in Rule 

No.... . . . . . . . . . . . .  

      (Sd.)  Designat ion.  

  Note 1.-  I n order to m inim ise the chances of inaccurate cert if icate being sent  

in, the Appropriate Authority should m ake proper arrangem ents to have the houses 

of persons taking House Building advances inspected periodically during const ruct ion 

by responsible Governm ent  servants. The result  of such inspect ion should be noted 

in the register m ent ioned above.  

  1[ Note 2.-  The levy of penal interest  will not  prevent  the competent  

authority from  taking disciplinary act ion against  a Governm ent  servant  for flagrant  

breach of willful disregard of the rules governing grant  of advances for House 

Building/ House Purchase/ House Repair.]   

 (5)  Whenever deduct ions are made in an establishment  pay bill on account  of 

House Building/  House Purchase/ House Repair Advance, Treasury Officers m ay 

decline to cash the bill if it  is not  accompanied by a statement  giving part iculars of 

the deduct ion. 

 (6)  Wherever Governm ent  servants who have drawn House Building/ House 

Purchase/ House Repair Advance, are t ransferred, absent  on leave with or without  

allowances, ret ired or dism issed, heads of offices responsible for the preparat ion of 

their establishment  pay bills will furnish a clear statement  of such changes in the 

statement  of recoveries of House Building/ House Purchase/ House Repair Advances 



that  accompany such bills, and note in the case of t ransfers, whether the deduct ions 

for instalm ents have been duly noted in the Last  Pay Cert ificates granted by them .  

 (7)  Whenever any irregular ity in the recovery of m onthly instalm ents or their 

non- recovery is not  explained, the establishment  pay bills should be returned by 

Treasuries uncashed for supply of om issions.  

 (8)  Heads of Offices should give prom pt  and t im ely int im at ion to the Accountant  

General of the death or ret irement  of Governm ent  servants against  whom  house 

building/ house purchase/ house repair advances are outstanding, with details of the 

am ounts due by them  as soon as any such occurrence takes place am ong the 

members of their establishments. They should also int im ate whether the 

Government  servants have insured their lives, and if so, whether the fact  of their  

being indebted to Governm ent  has been noted in the casuality reports sent  to the 

Secretary of the Karnataka Governm ent  I nsurance Departm ent  so that  necessary 

steps m ay be taken for the speedy adjustm ent  of the am ounts due to Governm ent .  

 (9)  The t it le deed, agreement , mortgage bond and other documents will be kept  

in safe custody by the Appropriate Authority t ill such t ime as the ent ire amount  of 

advance together with interest  thereon is fully repaid, a cert if icate to that  effect  

being obtained from  the Accountant  General, before reconveyance of the property to 

the applicant  is given effect  to. The Appropriate Authority should release such bonds 

soon after the loans are cleared, the Head of Office concerned where he is not  

himself the Appropriate Authority, being responsible to take the init iat ive in the 

m at ter.  

  1[ Note.-  The Head of the Departm ent , when the advance is sanct ioned by 

Governm ent  and the sanct ioning authority in other cases (hereinafter called the 

“Appropriate Authority” )  com petent  to keep the t it le deed, agreement , mortgage 

bond and other docum ents in safe custody on behalf of the Governor of Karnataka.]   

 (10)  I n the case of Governm ent  servants darwing a pay not  exceeding Rs.300 the 

encumbrance cert if icate to be furnished by the mortgagors will be obtained free of 

cost  and in other cases the part ies are required to produce the encumbrance 

cert ificates at  their  own cost , if any. 

  (11)  Deleted.  

 (12)  A Governm ent  servant  quit t ing or rem oved from  the stat ion where he has 

built  a house, before the whole amount  of the advance has been liquidated, will 

cont inue to be liable to the deduct ion of his m onthly instalm ent  unt il the advance has 

been repaid but  with the special sanct ion of Government  he may be allowed to 

dispose of the house provided he is thereby enabled to clear off at  once the whole 

am ount  due or to t ransfer it  to any Governm ent  servant  of his own or higher rank, 

future deduct ions being m ade from  the pay of such officer provided that  the lat ter 

does not  owe to Governm ent  any am ount  on account  of a house building loan which 

he m ight  have obtained previously, after obtaining agreem ent , m ortgage deed, etc., 

in the prescribed form .  



  Note.-  I n case, however, of Non-Gazet ted Governm ent  servants, as the 

advance is to be drawn in pay bill form , the words. “Payees Receipt ”  wherever it  

occurs in this Art icle may be read, as  “  Pay Bill Form  “   

1 [ MOTOR CONVEYANCE ADVANCES]  

PURPOSE FOR W HI CH ADVANCE MAY BE GRANTED  

 218. An advance m ay be granted under these rules for the following purposes:   

 (a)  Purchase of a Motor Car,       

or 

 (b)  Purchase of a Motor Cycle. 

ELI GI BI LI TY 

 219. Advances under these rules m ay be granted to the  following categories of 

Governm ent  Servants;  

 (a)  Perm anent  Governm ent  servants;  

 (b)  Karnataka Government  Servants not  falling in category (a)  provided the 

sanct ioning authority is sat isfied that  they are likely to cont inue in the service of the 

Karnataka Government  t ill the advance sanct ioned is fully repaid.  

  Note 1.-  Officers of the I .C.S., I .A.S., or I .P.S. Cadre who are perm anent ly 

allot ted to the Karnataka State are also eligible for the grant  of advances under 

these rules.  

  1[ Note 2.-  The Judges of the High Court  of Karnataka are also eligible for 

the grant  of advances under these rules. Government  shall be com petent  Authority 

to sanct ion the advance.]   

  An advance for the purpose of motor car will be given only when “  the Heads 

of Departments” / Government  consider that  it  is in the interest  of the public service 

that  the Governm ent  servant  uses it  in the discharge of his dut ies.  

  2[ A State Civil Service Officer drawing pay in the scale of pay applicable to 

KAS (Group ‘A’  Senior Scale Post )  / an IAS Officer of the Karnataka Cadre drawing 

pay in the Senior Scale and other Governm ent  servants drawing a pay of Rs 3500/ -  

per month and above, shall be eligible for an advance for the purchase of a Motor 

Car.  A Governm ent  servant  including an officer of the  all I ndia Services borne 

perm anent ly on the State cadres of the I AS/ I PS/ I FS drawing Rs 3,500/ -  or more per 

m onth and execut ive subordinate who need a motorcycle for the discharge of their 

execut ive dut ies m ay be granted advance for purchase of m otorcycle /  scooter.]  

 219-A. Advances to Governm ent  servants in foreign employ should be granted from  

the funds of the foreign em ployer, and when the lat ter desire to m ake such an 

advance he should apply to the Appropriate Authority for the necessary sanct ion.  I f  

the  sanct ion is accorded,  it  will  be subject  to the proviso that  the advance by the 

foreign employer shall be regulated by the sam e condit ions as would apply if the 

Government  servant  were serving direct ly under Governm ent . I n special cases, 



however, where a Governm ent  servant ’s services have been lent  to Local and other 

bodies under the cont rol of Governm ent , whose rules do not  perm it  the grant  of 

motor car or motor cycle advance or whose financial posit ion will not  perm it  the 

same, the advances may under special orders of the Appropriate Authority be m et  

from  the Governm ent  Funds.  

  Note.-  This does not  apply to Governm ent  servants t ransferred to the 

Government  of I ndia or other States in respect  of which reciprocal arrangements for 

the grant  of advances by the foreign em ployer exist .  

AMOUNT OF ADVANCE  

 220. (a)   1[ ( i) .-  I n the case of purchase of a Motor Car, an advance equal to 35 

m onths  pay or Rs.1,20,000 or the price of the car to be purchased whichever is 

least  m ay be sanct ioned as first   advance, and Rs 1,20,000  less the profit  earned on 

the sale of the previous vehicle purchased with a Governm ent  loan ( i.e., the excess 

of the sale proceeds over the price paid at  the t im e of purchase)  or 35 m onths pay 

or the price of the car to be purchased whichever is least  may be sanct ioned as 

subsequent  advances’. 

 ( ii)  An advance equal to 12 months pay subject  to a maximum lim it  os Rs 

20,000/ -  for purchase of a new or  used vehicle m ay be granted for purchase of 

Motorcycle / Scooter.]  

  I n both these cases, the total amount  to be advanced will not  exceed the 

ant icipated price of the car or m otor-cycle. I f the actual pr ice paid is less than the 

advance taken, the balance m ust  be forthwith refunded to Governm ent .  

  Note 1.-  The term  ‘Pay’ m eans the substant ive pay of the Governm ent  

servant . I t  also includes officiat ing pay (except ing officiat ing pay drawn in a leave 

vacancy) . Advance m ay however, are reckoned on the basis of the pay, drawn by a 

Governm ent  servant  holding post  on a non-substant ive tenure provided the head of 

the department  cert if ies that  there is no likelihood of the Government  servant  

revert ing from  a non-substant ive appointment . Special pay (duty allowance)  and 

1[ xx]  if any, m ay also be taken into account  as pay for the purpose of fix ing the 

am ount  of the advance.  

  Note 2.-  The expression 'actual pr ice' occurr ing in line 3 of para 2 of this 

Art icle may include the price of essent ial accessories to be purchased along with the 

Motor Car/ Motor Cycle, e.g., Spare Wheel, Tyre and a tube, pillion seat  in a scooter. 

I t  does not  include, the cost  of non-essent ial accessories like radio in a car, plast ic 

covers, etc., which the custom er purchases of his own volit ion. I nsurance and 

Regist rat ion charges which are incurred for running the m otor car/ m otor cycle are 

not  also included in the ‘actual pr ice’ of the vehicle.          

  Note 3.-  The expression 'actual pr ice' ment ioned in this Art icle would cover 

in the case of first  purchase, the following item s.  

 ( i)  The cost  of t ransportat ion of the conveyance up to the place of duty of the 

Governm ent  servant  concerned at  the t im e of purchase irrespect ive of whether the 

t ransport  is arranged by the dist r ibutors or by the officer him self,  



 ( ii)  The 2[ Sales Tax]  actually paid.  

 (b)  Advances under these rules m ay be given as often as necessary in the Public 

interest . A Government  servant  who has taken an advance will,  however, not  be 

ent it led for a fresh advance before the previous advance and interest  due thereon is 

fully repaid. I n the case of scecond and subsequent  advances, there should be 

ordinarily an interval of at  least   1[ four years]  between the previous advance and 

subsequent  advance. Government  may relax this lim it  in special cases.  

  Note.-  The advance is not  adm issible to a Governm ent  servant  who has a 

service of 18 m onths prior to the date of his ret irem ent . The advance sanct ioned to a 

Governm ent  servant  can be availed of only if he can purchase the vehicle and 

com plete the t ransact ion 12 m onths prior to the date of his ret irem ent . 

  2[ (c)  (1)  Maxim um  am ount  adm issible for a second and subsequent  advance 

shall be 16 months’ pay lim ited to a sum  of Rs. 16,000 (Rupees Sixteen thousand 

only)  for the purchase of a Motor Car and Rs.2,500 (Rupees Two thousand and five 

hundred only)  for the purchase of a Motor Cycle/ Scooter respect ively. I t  is further 

lim ited to the differences, between the cost  of the vehicle to be purchased and the 

sale proceeds of the vehicle purchased out  of the previous advance left  over after its 

repaym ent  with interest  thereof.  

 (2)  These orders shall not  apply to cases where the previous advance with 

interest  has been fully repaid. I n such cases, the second and subsequent  advance 

lim ited to Rs. 16,000 (Rupees Sixteen thousand only)  for the purchase of Motor Car 

and Rs.2,500 (Rupees Two thousand and five hundred only)  for the purchase of a 

Motor Cycle/ Scooter, can be drawn in full,  irrespect ive of the am ount , the 

Governm ent  servant  gets on the sale of his/ her old vehicle after repaym ent  of the 

previous advance, with interest  thereof.  

 1[ 221 xxx 

 221-A xxx]  

REPAYMENT  

 222. (a)  The advance granted to a Governm ent  servant  under these rules, 

together with the interest  thereon, shall be repaid in monthly instalments within 

eight  years. Recovery will commence with the first  issue of pay after the advance is 

drawn. Recovery will be made by deduct ion in monthly instalments as prescribed by 

the rules or as may be fixed by Government  from  t im e to t im e, from  the pay or 

salary bill of the Government  servant  concerned, the deduct ion being made by the 

head of the office or the Accounts Officer concerned as the case m ay be. The 

recovery of interest  will commence from the month following that  in which the 

repayment  of the principal has been completed. I n the case of m otor car advance, 

the principal is recoverable in not  more than 84 instalments and the interest  in not  

m ore than 12 instalm ents thereafter, and in the case of motor cycle advance, 

however, the principal is recoverable in not  more than 66 monthly instalments and 

the interest  in not  m ore than 6 m onthly instalm ents. thereafter, the am ount  of 



instalm ent  of interest , in either case, being not  appreciably greater than the am ount  

of instalm ents towards principal.  

 (b)  The actual number of instalments in which the principal has to be recovered 

and the am ount  thereof and the num ber of instalm ents in which the interest  has to 

be recovered will be determ ined by the appropriate authority and incorporated in the 

order sanct ioning the advance. I t  is the responsibilit y of the grantee to ascertain 

from  the Accountant  General about  the interest  due on the advance and to pay it  in 

the num ber of instalm ents prescribed.  

  I n the case of non-gazet ted Government  servants, the responsibilit y for 

calculat ion of interest  and its recovery rests with the Head of office,  who draws and 

disburses their pay and allowances. 

  Note 1.-  The am ount  of the advance to be recovered monthly should be 

fixed in whole rupees, except  in the case of the last  instalment  when the remaining 

balance including any fract ion of a rupee should be recovered. 

  Note 2.-   I n order to avoid undue hardship to a Governm ent  servant  who is 

due to ret ire within (eight )  years of the date of applicat ion for the grant  of m otor car 

advance, the  sanct ioning authority m ay perm it  him  to repay the advance with 

interest  in convenient  m onthly instalm ents the am ount  of which shall not  be less 

than the am ount  of m onthly instalm ent  on the basis of repaym ent  within a period of 

eight  years during the remaining period of his service, provided he agrees to the 

incorporat ion of a suitable clause in the prescribed Agreement  and Mortgage Deed to 

the effect  that  the Governm ent  shall be ent it led to recover the balance of the said 

advance with interest  remaining unpaid at  the t im e of ret irem ent . 1[ xx]  

 (a)  from  out  of insurance am ount  in the Official Branch of the Karnataka 

Governm ent  I nsurance Departm ent . 

 “ (aa)  From out  of the insurance amount  due on policy or policies assigned in 

favour of Governm ent  at  the t im e of grant  of advance when the policy or policies so 

assigned are taken out  in a Com pany/ Com panies other than the Karnataka 

Governm ent  I nsurance Departm ent .  The surrender value of the Policy/ Policies so 

assigned to Government  shall not  be less than the balance of the advance that  would 

be outstanding on the date of ret irem ent  of the Governm ent  Servant  on 

Superannuat ion.”   

  1[ Note 3.-  I n the event  of death of a Government  servant  in service before 

repayment  in full of the principal of Motor Car/  Motor Cycle/ scooter purchase 

Advance drawn by him / her and/  or interest  due thereon, the ent ire interest  including 

penal interest  in cases where recovery of interest  has not  com m enced or the balance 

am ount  of unrecovered interest  including penal interest  in cases where interest  has 

part ially been recovered upto the date of death shall be waived by the authority, 

which sanct ioned the advance.]  2[ This provision is deemed to have come into effect  

from  7-5-1977.]  

  Note 4.-  The period of recovery of the advance drawn together with the 

interest  thereon in respect  of the State Governm ent  servants who have been 

appointed to A.I .S. cadres shall be extended to the age  of their  superannuat ion 

nam ely 58 years and the instalm ents of recovery already fixed shall be revised after 



obtaining a deed of rect ificat ion from  them in the annexed form  “  Deed of 

Rect ificat ion”  subject  to the maximum period/  monthly instalments prescribed ibid.   

 (b)  Deleted.  

  3[ Note 5.-  The recovery of instalm ents in respect  of advances sanct ioned to 

the judges of the High Court  of Karnataka shall be so fixed that  the advance 

sanct ioned together with interest  thereon is recoverable in full before the ret irement  

of the judges.]   

  2[ Note 6.-  The Heads of Departm ents m ay refund the excess am ount  

recovered towards HMA including interest  on the basis of int im at ion by the 

Accountant  General”   

Except ion :  The Accountant  General m ay refund the excess am ount  recovered 

towards conveyance purchase advances and interest  thereon in respect  of Gazet ted 

Officers whose pay and allowances are authorised by him  and in whose cases 

detailed accounts are kept  by him , under int im at ion to the Head of the Departm ent ] .   

ANNEXURE  

DEED OF RECTI FI CATI ON 

  This  Deed is m ade on the.... . . . . . . . . . . . . . . . . . . . . . . . . . . .  day of 

.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . .Between.... . . . . . . . . . . . . . . . . . . . . . . . . . . . .(hereinafter called   “     the 

Mortgage” )  of the one part  and ... . . . . . . . . . . . . . . . . . . . . . .  (hereinafter called the “Mortgage” )  

of the other part . 

  Whereas by a deed of Mortgage dated the                          

. . . . . . . . . . . . . . . . . . . . . . . . . .  the said... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .   mortgaged in 

favour of the Governm ent  of Karnataka the property (describe the property)  and       

the        said       deed  has been registered  

at .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . I . . . . . . . . . . . . . . . . . . . . . . . . . . . . .    Regist rat ion 

Office in Book No.... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  Volum e 

No.... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .Pages.... . . . . . . . . . . . . . . . . . . . . . . . . .            to 

.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  being serial No. 

.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  for the year... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .    

(hereinafter called “ the principal deed” )  And Whereas the principal deed requires 

rect ificat ion in the manner hereinafter appearing Now This Deed witnesseth the 

principal deed shall be rect ified and corrected in the following manner, namely.-   

  I n page.... . . . . . . . . . . . . . . . . . . . .  line ... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  of the principal deed 

for the words “     “  insert  the words “ .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  ' '  

  That  as rect ified and modified as aforesaid the principal deed shall remain in 

full force an effect .  

  I n Witness whereof, the said... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  has hereto signed  (or 

put  his signature, or set  his hand)  at  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  the day and year first  

abovewrit ten. 



Witness:       Signature  

SECURI TY 

 223. (a)  in order to secure Governm ent from  loss, the conveyances purchased 

will have to be mortgaged to Government , and the mortgage will be released on 

liquidat ion of the full am ount  of advance together with interest  thereon.  

  Note 1.-  The mortgage bond will in Form  No.43.  

  Note 2.-  Mortgage deeds, agreements and surety bonds executed by the 

State Governm ent  servants in favour of the State Government  are exempt  from  

paym ent  of stam p duty.  

  Note 3.-  The appropriate authority when the advance is sanct ioned by 

Governm ent  and the sanct ioning authority in other cases (hereinafter called the 

“Appropriate Authority” )  is com petent  to sign the Agreem ent , the m ortgage deed, 

etc., on behalf of the Governor of Karnataka.  

  Note 4.-  When the applicant  for the advance happens to be the Head of the 

Department  himself,  the agreement , the mortgage deed, etc., will be signed on 

behalf of the Governor of Karnataka by the appropriate authority.  

  Note 5.-  The Agreem ents and Mortgage Deeds should be produced for 

scrut iny during the Local Audit  of the office of the appropriate authority.  

 (b)  I n addit ion to the above, the applicant  must  cover the vehicle with a 

com prehensive r isk policy with the Karnataka Governm ent  I nsurance Departm ent .  

  Note.-  I n case the vehicle is not  eligible for comprehensive cover on account  

of it s age it  should be insured against  fire and theft  r isk in addit ion to third party 

insurance.  

 (c)  Such insurance should be effected from  the date of purchase of the 

conveyance and the fact  int imated to the Appropriate Authority, who will obtain from  

the Governm ent  servant  drawing the advance, a let ter ( in the form  hereinafter 

prescribed)  addressed to the I nsurance Departm ent  with which the vehicle is insured 

to not ify the fact  that  Governm ent  is interested in the insurance policy secured.  He 

will then forward the let ter to the department  and obtain acknowledgement .  I n the 

cse of insurance effected on annual basis, the proces should be repeated every year 

unt il the advance is fully repaid to Government . 

 (2)  The Appropriate Authority should furnish to the Accountant  General a 

cert ificate to the effect  that  borrower has comprehensively insured the vehicle with 

the Karnataka Governm ent  I nsurance Departm ent  for an am ount  not  less than the 

outstanding am ount  of advance together with interest  accrued thereon, and that  the 

insurance com pany has been not ified about  the I nterest  of Government  in the policy. 

I n case of I nsurance effected on annual basis, this procedure should be repeated 

every year unt il the advance has been fully repaid to Governm ent . 

  Note 1.-  I n case the vehicle purchased by the Governm ent  servant  is a 

second hand one and it  has already a com prehensive r isk insurance cover which is 



st ill in force, the Government  servant  shall re- insure the vehicle with the Karnataka 

Governm ent  I nsurance Departm ent  from  the date of expiry of that  policy. I n such a 

case the provisions of the above clause shall be followed at  the t ime of such re-

insurance. The interest  of Governm ent  in the vehicle should however be got  noted in 

the old policy immediately on purchase, by addressing the insurer ( including in that  

term  a private I nsurance Com pany) , through the Appropriate Authority. I f the 

vehicle has not  been insured for com prehensive r isk, at  the t im e of purchase, the 

Governm ent  servant  should insure the vehicle in the Karnataka Governm ent  

I nsurance Departm ent  according to the above clause.  

  Note 2.-  When re- insurance of the vehicle falls due, if the Government  

servant  is working outside the State either on t ransfer or on deputat ion, the sam e 

may be effected with any local insurer of repute subject  to the interest  of 

Government  in the vehicle being got  noted therein through the Appropriate 

Authority.  

 (3)  Where the I nsurance Departm ent  does not  issue a fresh policy every year 

and the original one in which a clause that  the Government  is interested in the 

insurance policy secured, already stands inserted as renewed, it  is not  necessary to 

repeat  the above procedure. The appropriate authority should, however, ensure that  

the original policy has been renewed by the I nsurance Departm ent  and the relevant  

clause regarding the interest  of Government  in the policy already stands included in 

the original policy and that  Government  servant  has insured the vehicle without  

break in the period of insurance in the I nsurance Departm ent  for an am ount  not  less 

than the outstanding am ount  of advance Plus interest  thereon com pulsorily unt il the 

advance is fully repaid to Government . A cert if icate to this effect  has to be sent  to 

the Accountant  General thereafter.  

 (d)  Cont ravent ion of these rules will render the Government  servant  liable to 

refund the whole of advance drawn with interest  accrued thereon unless sat isfactory 

reason is shown to the cont rary. I f sat isfactory reasons are furnished to the authority 

sanct ioning the advance for the non-com pliance of the condit ions on which the 

advance was sanct ioned, that  authority m ay order that  the ent ire advance is not  

refundable upto the date of com pliance. However, such penal I nterest  m ay not  be 

enforced if the non-compliance is due to the circum stances beyond the cont rol of the 

Governm ent  Servant . The am ount  for which the conveyance is insured during any 

period should not  be less than the outstanding balance of the advance with I nterest  

accrued at  the beginning of that  period and the insurance should be renewed from  

t im e to t im e unt il the am ount  so due is com pletely repaid. I f at  any t im e and for any 

reason, the amount  insured under a current  policy is less than the outstanding 

balance of the advance, including interest  already accrued, the Governm ent  servant  

should refund the difference to Governm ent . The am ount  to be refunded m ust  be 

recovered in not  m ore than three m onthly instalm ents.  

FORM OF LETTER I NTI MATI NG THE SECRETARY, KARNATAKA GOVERNMENT 

I NSURANCE DEPARTMENT GOVERNMENT’S  I NTERESTS I N  I NSURANCE 

POLI CI ES  OF MOTOR CARS. ETC.  

From   



. . . . . . . . . . . . . . . . . . . . . . .  . . . . . . . . . . . . . . . . .   

To  

.. . . . . . . . . . . . . . . . . . . . . . . . . . .  . . . . . . . . . . . . . . . . .  

  Through the Accountant  General. 

  Dear Sir,  

  I  am  to inform  that  the Governor of Karnataka is interested in Motor 

Car/ Cycle insurance policy... . . . . . . . . . . . . . . . . . . .  secured in your Com pany and to request  

that  you will k indly insert  a clause to the following effect  in the policy.  

  Form  of clause to be inserted in the insurance policy  

 1. I t  is hereby declared and agreed that  Mr... . . . . . . . . . . . . . . . . . . . . .   . . . . . . . . . . . . . .( the 

owner of the Motor Car/ Cycle hereinafter referred to as the insured in the Schedule 

to this policy)  has hypothecated the Car/  Motor Cycle to the Governor of Karnataka 

(hereinafter called the Governor)  as security for an advance for the purchase of the 

Motor Car/ Cycle and it  is further declared and agreed that  the Governor is interested 

in any monies which but  for this endorsement   would be payable to the said 

Mr... . . . . . . . . . . . . . . . . . . . . . . . . .  . . . . . . . . . . . . . . . . . . . . . . . . . .   ( the I nsured under this policy)  in respect  

of the loss or dam age  to the said the Motor Car/ Cycle which loss or dam age is not  

made good by repair, reinstatement  or replacem ent )  and such m onies shall be paid 

to the Governor as long as he is the mortgagee of the Motor Car/ Cycle and his 

receipt  shall be full and final discharge to the Com pany in respect  of such loss or 

dam age.  

 2. Save as by this endorsem ent  expressly agreed nothing herein shall modify 

or affect  the r ights or liabilit ies of the insured or the Company respect ively under or 

in connect ion with this policy or any term , provision or condit ion thereof.  

       Yours faithfully,  

 224. The motor car or motor cycle shall not  be sold before the advance with 

interest  has been fully repaid. I n case the vehicle is to be sold before the advance 

together with interest  is fully repaid, then the previous perm ission of the appropriate 

authority sanct ioning the advance should be obtained. I n case such sale is perm it ted, 

the sale proceeds must  be applied, so far as may be necessary towards the 

repaym ent  of outstanding balance, provided that  when the car or motor cycle is sold 

only, in order that  another car or m otor cycle m ay be purchased, Governm ent  or the 

appropriate authority may perm it  the Governm ent  servant  to apply the sale proceeds 

towards such purchase, subject  to the following condit ions.  

 (1)  The am ount  outstanding shall not  be perm it ted to exceed the cost  of the 

new car or m otor cycle. 

 (2)  The am ount  outstanding shall cont inue to be repaid at  the rate previously 

fixed:  and  

 (3)  The new car or motor cycle shall be purchased within a period of one m onth 

from  the date of sale of the vehicle and the new vehicle shall be insured and 



mortgaged to Government  within that  period;  failing such complet ion within the said 

period the outstanding advance with I nterest  thereon shall forthwith be refunded to 

Governm ent .  

  Note.-  The mortgage bond will be in Form  No. K.F.C. 43-A.  

 PROCEDURE  

 225. (a)  Applicat ion for advance should be made in Form  No.44. Heads of 

Departm ents can sanct ion Motor Car/ Cycle Advances in the case of both Gazet ted 

and Non-Gazet ted Officers except  to them selves. I n their cases, the said advances 

will be sanct ioned by Government  in the Finance Department . Applicat ion for second 

advances should be sent  through the Accountant  General, who will forward them to 

the Heads of Departm ents with a cert ificate that  the previous advance has been fully 

adjusted. The Heads of the Departm ents or the Finance Departm ent  of Governm ent  

as the case may be, will sanct ion an advance subject  to availabilit y of funds.  

 (b)  On the advance being sanct ioned a copy of the order will be communicated 

to the Accountant  General Karnataka, the Departm ental officer and the applicant .  

 (c)  All paym ents on account  of advances sanct ioned by the Appropriate 

Authority under norm al rules for the purchase of m otor conveyances to Gazet ted and 

non-gazet ted officers will be made by the Treasury Officer after receipt  of a copy of 

the sanct ion order endorsed to him  and on bills accompanied by the cert if icates 

referred to in clause (e)  of this Art icle.  

  Note 1.-  I n respect  of officers paid under the I .R.L.A. System , the payees 

receipt  should be sent  to the I RLA Sect ion of the Audit  Office instead of to the 

Treasury.  

  Note 2.-  The order sanct ioning the advance should be sent  to the Audit  

Office and a copy shall be endorsed to the Treasury or the I RLA Sect ion of the Audit  

Office. The other provisions relat ing to furnishing of the stam ped receipt  on 

com plet ing the purchase of the vehicle, inform at ion on hypothecat ing the vehicle and 

the insurance of the vehicle will cont inue to be sent  to the Audit  Office as required 

under sub-para 2 and 3 of clause (e)  of Art icle 223 and 225 (e)  of this Code.  

  Note 3.-  Officers drawing the advance and the concerned Heads of 

Departments are responsible for the correct  drawal of advances after ensuring that  

all condit ions prescribed in this Code regarding the drawal of such claims are 

sat isfied.  

  Note 4.-  I n respect  of Officers/ Officials who are in foreign service and who 

have been sanct ioned conveyance advances under special orders of Government  as 

per Art icles 219-A ibid, specific authorisat ion from  the Accountant  General is 

necessary.  

 (d)  A Governm ent  servant  to whom  an advance is sanct ioned for the purchase 

of a motor car/ cycle is expected to complete his negot iat ions for the purchase and to 

pay finally for the motor car/ cycle within one m onth from  the date on which he 

draws the advance:  failing such complet ion and payment , the full amount  of the 

advance drawn with interest  thereon for one m onth m ust  be forthwith refunded to 

Government . At  the t ime of drawing the advance, the Government  servant  will be 



required to execute an agreement  in Form No.45 and on com plet ing the purchase, 

he will further be required to execute a mortgage bond in form  No.43 hypothecat ing 

the m otor car/  cycle to the Governm ent  of Karnataka as security for the advance. 

The agreement  and the mortgage bond will be got  executed by the Appropriate 

Authority.  

  Note.-  Governm ent  servants should draw the advances sanct ioned to them  

only after they have received a writ ten assurance from  the dealers that  the supply is 

likely to be made within one month. A cert ificate to this effect  in the form  ment ioned 

below should be recorded on the bill for drawal of the advance. I n the event  of delay 

in supplying the Vehicle despite the writ ten assurance from  the dealer, the 

Governm ent  servants should apply for extension of the t im e lim it  within the 

perm issible period of one month and seek perm ission for retaining the advance for a 

further period which should be specified. Each such request  should be supported by a 

let ter from  the dealer, indicat ing the likely period of supply and such request  will be 

considered on m erits.  

  “ I  have obtained a writ ten assurance from  the dealer that  the supply is likely 

to be m ade within a m onth. Copy of the let ter from  the dealer in this regard is 

at tached to the Bill” .   

 (e)  Advances sanct ioned will be passed for payment  by the Treasury Officers on 

presentat ion of payees receipts containing a cert ificate from  the appropriate 

authority concerned to the effect  that  the necessary agreem ent  has been executed. 

The appropriate authority should also see that  the Motor Car/ Motor Cycle is 

purchased within one m onth from  the date on which the advance is drawn and he 

should get  the m ortgage bond executed within this period, and he should furnish 1[ in 

respect  of Class A and Class B officers  only] . to the Accountant  General a cert ificate 

with a copy to the Secretary, Karnataka Governm ent  I nsurance Departm ent  to the 

effect  that  the borrower has purchased the vehicle in t ime and executed the 

m ortgage deed hypothecat ing the vehicle to Government  for the loan. 

  1[ Note.-  Ut ilisat ion cert if icates in respect  MCA sanct ioned  to Class C and  D 

officials  need not  be t ransm it ted to the Accountant  General. but  file in the offices of 

the Heads of Departm ents who m aintain the detailed accounts of the advance and 

made available during the local audit  conducted by the Accountant  General.]   

 ( f)  A cert if icate has to be furnished by the Governm ent  servant  drawing the 

advance in the first  salary bill after one month from  the date of drawing the advance 

to the effect  that  the firm ’s receipt  in respect  of the purchase of the m otor car/ cycle 

has been sent  to the Audit  office.  

 (g)  The agreem ents and m ortgage bonds should be kept  in safe custody by the 

Appropriate Authority. When the advance has been fully repaid, the bond should be 

returned to the Governm ent  servant  concerned, duly cancelled, after obtaining a 

cert ificate from  the Accountant  General to the effect  that  the advance together with 

the interest  thereon has been com pletely repaid.  

  Note 1.-  When second hand cars or m otor-cycles are purchased out  of 

advances granted by Governm ent , receipts from  more than one firm  or individual, 



evidencing the fact  of purchase and m aking the vehicle road worthy m ay be adm it ted 

in audit  as sat isfactory proof that  the am ount  drawn as m otor conveyance advance 

has been correct ly ut ilised.  

  1[ Note 2.-  The Head of the Departm ent , when the advance is sanct ioned by 

Governm ent  and the sanct ioning, authority in other cases (hereinafter called the 

“Appropriate Authority” )  is com petent  to keep the Agreem ent  and m ortgage bonds in 

safe custody on behalf of the Governor of Karnataka.]   

 (h)  A Governm ent  servant , who purchases a motor car or motor cycle after he 

applies for a Government  advance and arranges to pay for it  by raising a temporary 

loan, may also be perm it ted to draw the advance subject  to the other condit ions 

being sat isfied.  

  Note.-  I n case, however, of non-Gazet ted Governm ent  servants, as the 

advance is to be drawn in pay bill form  the words “Payees Receipt  wherever it  occurs 

in this Art icle may be read as “Pay bill Form” .  

2 [ 2 2 5 - A. ADVANCE FOR PURCHASE OF MOPEDS /  CYCLE FI TTED W I TH 

POW ER PACKS 

  Governm ent  servants drawing a basic pay of  Rs 1,500  or m ore per m onth 

are eligible to purchase new or used mopeds/  cycles fit ted with power packs and 

they would be eligible for an advance for this purpose subject  to the following 

condit ion;  

 ( i)  The advance would be lim ited to an am ount  equal to  8 m onths basic pay or 

Rs, 7,500 whichever is less. 

 ( ii)  The recovery of pr incipal amount  shall be in not  more than 50 months and 

interest  in 10 months. 

 ( iii)  such other condit ions are as applicable for grant  of  MCA under this code are 

also applicable. 

2 2 5 - B. MOTOR VEHI CLE REPAI R ADVANCE 

  Governm ent  servants owning Motor Cars m ay be sanct ioned an advance 

known as ‘Motor Car Repair Advance’ not  exceeding Rs 5,000/ -  (Rs Five thousand 

only)  at  a t im e subject  to the following condit ions:  

 ( i)  Motor Car Repair Advance is adm issible twice in the ent ire service with an 

interval of at least  three years between the first / second or subsequent  advances and 

the Motor Car Repair Advance. 

 ( ii)  The need and extent  of repairs should be cert ified by the RTO concerned. 

 ( iii)  The amount  of advance is lim ited to actual expenditure incurred as per 

vouchers produced from  reputed dealers and service agencies. 

 ( iv)  The applicat ion for Motor Car Repair Advance must  be accompanied by a 

clearance cert ificate, issued by the Accountant  General, Karnataka, Bangalore in 

respect  of advance previously drawn. 



 (v)  The principal is recoverable in 50 ( fifty)  equal m onthly instalm ents and the 

interest  in 10 ( ten)  equal monthly instalments. 

 (vi)  Valid securit ies should be furnished in respect  of the advance sanct ioned. 

  Other condit ions regarding grant  of first  or subsequent  Motor Car Advance 

shall apply equally in this case also.]  

BI CYCLE PURCHASE ADVANCES  

ELI GI BI LI TY 

 226. Advances m ay be granted for the purchase of bicycles to all permanent  non-

gazet ted Governm ent  servants in receipt  of pay not  exceeding Rs.1[ 1,500]  per 

m onth, including the Dearness pay, if any.  

 227. Tem porary non-gazet ted Governm ent  servants m ay also be granted 

advances for the purchase of bicycles subject  to the following condit ions:   

 ( i)  They should have put  in a service of not  less than two years and the Head of 

the Departm ent  should cert ify that  there is reasonable prospect  of the Government  

servant  cont inuing in service t ill complete repayment  of the advance.  

 ( ii)  The condit ions prescribed in Art . 226 above should also be sat isfied;   

 ( iii)  I n addit ion to the mortgage of the bicycle the borrower has to furnish the 

collateral security of a permanent  Government  servant  who has not  less than 3 years 

of service to at tain the age of superannuat ion and who has not   stood surety to any 

other Governm ent  servant . 

  Note 1.-  I f a Governm ent  servant  has stood surety to any other Governm ent  

servant  but  the liabilit y under the suretyship has been completely cleared, he will be 

deem ed to have not  stood surety to any other Governm ent  servant  for the purpose 

of this rule.  

  Note 2.-  Furnishing of collateral security of a perm anent  Governm ent  

servant  is not  necessary in the case of Government  servants who are regularly 

recruited and who have put  in not  less than ‘three years’ service and who have also 

insured with the Karnataka Governm ent  I nsurance Departm ent .  

 AMOUNT OF ADVANCE  

 228. 1[ The maximum lim it  of advance adm issible is Rs.1200] . 

NUMBER OF ADVANCES  

 229. Advance under these rules m ay be granted to Government  servants eligible 

for the advance subject  to the following condit ions:   

 ( i)  The num ber of advances to be granted under this Art icle shall be 1[ Not  

m ore than three]  during the ent ire service of a Government  servant . There should be 

an interval of not  less than five years between two consecut ive advances, the period 

of five years being counted from  the date of drawal of the previous advance, 

provided that  the previous advance together with interest  due thereon, has been 

fully repaid;  



 ( ii)  The Government  servant , if he is a class I V servant , should have a service of 

at  least  three years before at taining the age of superannuat ion. I n the case of other 

category of non-gazet ted Governm ent  servants, they should have a service of at  

least  two years before at taining the age of superannuat ion.  

 1[ 230 XXX ]  

RECOVERY  

 231. 2[ The advances is recoverable in 20 m onthly instalm ents and the interest  in 

2 monthly instalments]  from  the pay bill of the Government  servant  drawing 

advance and the recovery commences from  the 1st  of the m onth following the m onth 

in which the advance is drawn. The recovery of interest  will commence from the 

month following that  in which the repayment  of the principal would be completed. 

The actual am ount  and num ber of m onthly instalments in which the principal and 

interest  have to be recovered will be determ ined by the Heads of Departments. The 

calculat ion of interest  due will be made by the head of office and its recovery 

effected by him .  

  Note 1.-  The am ount  of advance to be recovered m onthly should be fixed in 

whole rupees, except  in the case of the last  instalment  when the remaining balance 

including any fract ion of a rupee should be recovered.  

  1[ Note 2.-  I n the event  of death of a Government  servant  while in service, 

the interest , or balance of interest  payable on the Cycle Purchase Advance  shall be 

waived by the sanct ioning authority] . 

SECURI TY FOR THE ADVANCE  

 232. Personal security of the Governm ent  servant  and the bicycle purchased (and 

also the collateral security of another perm anent  Governm ent  servant  in respect  of 

advances granted to temporary Government  servants)  will form  the security for the 

advance.  

PROCEDURE  

 233. ( i)  Applicat ion for advances will be m ade in Form  No. 46 and subm it ted to 

the sanct ioning authority through the head of the office in which the applicant  is 

em ployed. The Heads of Departm ents m ay sanct ion the second and subsequent  

advances after ensuring them selves from the detailed accounts m aintained by the 

head of office that  the advance previously drawn has been com pletely repaid 

together with interest  and penal interest , if any, except  in cases where discrepancy 

in the balances noted in the books of the audit  office and the departmental balances 

( found noted in column 12 of Form  No. KFC 49 enclosed to the pay bills)  has been 

pointed out  by the audit  office.  

  Note.-  Where a Government  servant  who has drawn an advance for the 

purchase of a bicycle, is t ransferred from  one establishm ent  to another after 

com plet ion of the recovery of the advance with interest  thereon, if any, and applies 

to the lat ter for the grant  of a sim ilar advance, he should furnish in his applicat ion for 

the grant  of such an advance, a cert if icate to the effect  that  he had not  drawn the 



advance applied for pr ior to his t ransfer within the period of five years. Such a 

cert ificate m ay be test  checked by the head of office where it  is considered 

necessary.  

 ( ii)  The sanct ioning authority will be the Head of the Department  concerned:   

 ( iii)  A Government  servant  to whom an advance is sanct ioned for the purchase 

of a bicycle is expected to com-  plete his negot iat ions for the purchase and to pay 

finally for the bicycle within one m onth from  the date on which he draws the advance 

and produce the cash receipt  obtained for the amount  actually paid for it  to the head 

of the office, failing such complet ion and payment , the full amount  of the advance 

with interest  accrued thereon for one m onth m ust  be forthwith refunded to 

Government . At  the t ime of drawing the advance, the Government  Servant  will be 

required to execute an agreement  in Form  No.47 and on com plet ing the purchase he 

will further be required to execute a mortgage bond in Form  No.48 hypothecat ing the 

bicycle to the Governm ent  of Karnataka as security for the advance.  

  Note.-  Mortgage deeds, agreem ents and surety bonds executed by the State 

Governm ent  servants in favour of the State Government  are exempt  from  payment  

of stam p duty.  

 ( iv)  Advances  sanct ioned will be authorised for payment  by the t reasury on 

presentat ion of pay bill Forms signed by the head of the office and when they are 

accompanied by a cert if icate from  the head of the office in which the applicant  is 

em ployed to the effect  that  the necessary agreem ent  in Form  No.47 has been 

executed. The head of the office should also see that  the bicycle is purchased within 

one m onth from  the date on which the advance is drawn and he should get  the 

m ortgage bond executed within this period and he should also furnish to the 

Accountant  General a cert ificate to the effect  that  the m ortgage bond has been got  

executed and that  the borrower has produced the receipts in respect  of the purchase 

of the bicycle;   

 (v)  The agreem ent  and m ortgage bonds should be kept  in safe custody by the 

head of the office, and when the advance has been fully repaid, the bonds should be 

returned duly cancelled, after sat isfying him self that  the advance together with the 

interest  thereon  has been completely re-paid and a clearance cert ificate to that  

effect  has been obtained from  the Accountant  General. 

 ( vi)  The head of the office will be responsible to see that  the recoveries are 

made prompt ly and regularly each month in the establishment  pay bills as per rules.  

ADVANCES ON TRANSFER  

 234. Advances may be made to a Governm ent  servant  under orders of t ransfer 

involving a change of stat ion up to an am ount  not  exceeding one m onth’s pay which 

he is in receipt  of I mmediately before his t ransfer or the pay he is ent it led to after 

the t ransfer, whichever is less, plus the t raveling allowance to which he may be 

ent it led under the rules in consequence of the t ransfer. Such advances m ay be 

sanct ioned by the head of the office or by any other subordinate officer to whom  the 

power m ay be delegated.  

  The advances should be recorded on the Governm ent  servants last  pay 

cert ificate. The advance of pay should be recovered from  the pay of the Governm ent  

servant  in not  m ore than six m onthly instalm ents, the recovery com m encing from  

the m onth in which the Governm ent  servant  concerned draws a full m onth’s pay 



or/ and leave salary on joining his new appointment . The advance of t ravelling 

allowance should be recovered in full on subm ission of the Governm ent  servant ’s 

t ravelling allowance bill.   

  Note 1.-  Authorit ies com petent  to sanct ion advances under this Art icle m ay 

sanct ion such advances for themselves also.  

  Note 2.-  An advance under this art icle is also adm issible to a Government  

servant  who receives order of t ransfer during leave. 

  Note 3.-  This art icle does not  preclude the grant  of a second advance to a 

Government  servant  to cover the t ravelling expenses of any member of his fam ily 

who follows him  within six m onths from  the date of his t ransfer and in respect  of 

whom an advance of t ravelling allowance has not  already been drawn.  

  Note 4.-  When a single lumpsum advance is drawn to cover the t ravelling 

expenses both of the Governm ent  servant  himself and of his fam ily, it  may be 

adjusted by the subm ission of more than one bill if it  so happens that  the members 

of the Governm ent  servant ’s fam ily do not  actually m ake or com plete the journey 

with him . I n such a case the Governm ent  servant  should cert ify on each adjustm ent  

bill subm it ted by him  that  a further bill in respect  of t ravelling allowance of the 

members of his fam ily ( to be specified)  who have not  yet  completed the journey will 

be subm it ted in due course and is expected to include an am ount  not  less than the 

balance of the advance left  unadjusted in this bill.   

  Note 5.-  The advance of pay under this Art icle may be allowed to be drawn 

at  the new stat ion soon after the arr ival of the Government  servant  there, on 

product ion of the last  pay cert if icate showing that  no advance was drawn at  the old 

stat ion.  

  Note 6.-  The am ount  of the advance to be recovered monthly should be 

fixed in whole rupees, the balance being recovered in the last  instalment .  

  Note 7.-  An advance of one m onth’s pay m ay be granted under this Art icle 

to Governm ent  servant  deputed for t raining to Training I nst itut ions within I ndia and 

returning therefrom  after t raining.  

  1[ Subject  to the following condit ions, nam ely: -   

 ( i)  That  the m inim um  durat ion of t raining shall be for a period, of one month or 

m ore;  and  

 ( ii)  During the period of t raining the t rainee shall be on t raining outside the 

Headquarters.]   

  Note 8.-  Advances to Governm ent  servants on t ransfer to foreign service 

m ay be sanct ioned by the authorit ies that  are com petent  to sanct ion the t ransfer. 

The reim bursem ent  of the advance to Governm ent  by the Foreign Em ployer should 

be made in lump by sending a cheque or Dem and Draft  in favour of the Accountant  

General, Karnataka, Bangalore.  

  Note 9.-  Advance of pay are not  adm issible under this Art icle to Government  

servants in respect  of t ransfers, m ade at  the request  of the Governm ent  servants 

concerned.  



  Note 10.-  Subject  to product ion of surety from  a perm anent  Governm ent  

servant , advances m ay be sanct ioned under this Art icle to tem porary or officiat ing 

Government  servants. The following cert ificate should, however, be recorded on the 

bills in all such cases: -   

  “Cert ified that  surety from  permanent  Governm ent  servants has been 

obtained in respect  of advances on t ransfer sanct ioned to the tem porary or officiat ing 

Governm ent  servants.”   

  Note 11.-  I n the case of Governm ent  servants who are ( i)  quasi-perm anent . 

( ii)  on probat ion against  permanent  posts and ( iii)  on cont ract , such advances may 

be granted without  product ion of surety of a perm anent  Governm ent  servant . 

However, in the case of Government  servants on cont ract  the sanct ioning authority 

should make sure, before the advance is sanct ioned, that  the advance can be 

recovered/ adjusted before the expiry of the cont ract  of the Governm ent  servants 

concerned.  

  Note 12.-  An advance of t ravelling allowance under this Art icle may be made 

by the com petent  authority to a tem porary Governm ent  servant  without  insist ing on 

a surety from  a perm anent  Governm ent  servant  provided it  is rest r icted only to 

cover conveyance charges on account  of the Governm ent  servant  concerned, his 

fam ily and his baggage to the new stat ion. The competent  authority to do so will be 

the sanct ioning authority in respect  of the gazet ted Governm ent  servant  and the 

Heads of the Departm ents concerned in respect  of a non-gazet ted or class I V 

Governm ent  servant , provided in the lat ter case the Governm ent  servant  concerned 

has completed one year’s service and is not  likely, in the opinion of the Head of the 

Departm ent , to be discharged within three m onths of the receipt  of the advance. This 

does not  preclude sanct ioning of the advance of pay and t ravelling allowance to a 

tem porary Governm ent  servant  provided the surety from  a perm anent  Governm ent  

servant  is obtained.  

  Note 13.-  The Civil Engineers of the Governm ent  of Karnataka. who are 

deputed for m ilitary Training/ Service under the compulsory Liabilit y Scheme are 

eligible for the following facilit ies,-   

 ( i)  An advance equal to one m onth’s pay as well as an advance of T.A. by the 

parent  civil departments to the Officer at  the t ime he is released from the civil post  

for deputat ion to the arm y and these advances are recoverable under the normal 

rules by the Cont roller, Defence Accounts (Organisat ion)  and credited to the parent  

departm ent .  

 ( ii)  At  the t im e of reversion of the officers after com plet ing the tenure with the 

Military authorit ies one month’s advance of pay and advance of T.A. by C.D.A. (0)  to 

be recovered subsequent ly under the normal rules by the parent  departm ents and 

credited to the C.D.A. (0)   

 235. Deleted.  



 236. 1[ Advances of Pay and Travelling Allowance to Government  servants on 

Transfer/ Tour/  L.T.C. etc., should be accounted for under the sam e head of account  

to which the Governm ent  servant ’s pay and allowances are debited.  

  The advance of t ravelling allowances, are usually adjusted in the final 

t ravelling allowance bills of the Government  servants concerned. I n case where the 

final t ravelling allowance bills are so adjusted towards an advance, the drawing 

officers should enclose to the bill a statement  in Form  49 (suitably adopted in the 

case of advances drawn and repaid by gazet ted officers)  to facilitate adjustment  in 

the books of the Audit  Office.  

  Where, however, the unut ilised advances of t ravelling allowance are repaid 

in cash by the Governm ent  Servants concerned the am ounts should be credited to 

the head to which it  was originally debited.  

2[ 236-A. Salary advance for the period of t raining.-  Advance of salary for the 

full period of t raining to the State Government  officers including all I ndia service 

officers borne on the cadre of Karnataka, deputed by the State Governm ent  for 

at tending t raining courses abroad, the durat ion of which is m ore than 3 m onths, 

shall be paid in one lump and it  shall be adjusted in one lump after complet ion of the 

t raining against  the salary adm issible for the period of t raining abroad.    No interest  

shall be charged on the above advance.   The expenditure towards advance of salary 

shall be m et  out   under the Head of  Account  to which the pay and allowances of the 

officer are debited.]  

1[ 236-  A.  ADVANCE FOR PURCHASE OF SOLAR WATER HEATER SYSTEM 

 (a)  Advance m ay be granted to em ployees of State Government  who desire to 

purchase resident ial Solar Water Heaters for benefit  of resident ial purpose subject  to 

the following condit ions. 

 (b)  Eligibilit y:  

 ( i)  A perm anent  Governm ent  servant  or 

 ( ii)  a tem porary Governm ent  servant  who has com pleted a cont inuous service of 

not  less than five years, provided the sanct ioning authority is sat isfied that  he is 

likely to cont inue in service t ill the advance sanct ion is fully repaid, who is residing in 

a house owned by him  or by his spouse, or intends to stay in the said house after 

ret irement . 

 ( iii)  A Government  servant  who is staying in the house of his parents or parents-

in- law. 

 ( iv)  Government  servants belonging to all I ndia Services who are permanent ly 

allot ted to Karnataka State are also eligible for the Advance subject  to fulfillment  of 

the condit ions m ent ioned above. 

 (c)  An advance equal to eight  m onths pay subject  to a m axim um  of Rs 5,000 

m ay be granted for the purpose subject  to the condit ions that  the am ount  to be 

sanct ioned is rest r icted to the ant icipated price of the Solar Heat ing System . 



  Note 1.-  The term  “Pay m ent ioned above shall mean "Pay" as defined in 

Rule 8 (32)  of KCSR. 

  Note 2.-  The ant icipated price shall include the price of anxillary elect r ical 

heat ing system  and taxes if any payable thereon. 

  Note 3.-  I f the actual pr ice of Solar Water Heat ing system  costs less than 

the advance sanct ioned, the balance m ust  be forthwith refunded to Governm ent . 

 (d)  Security:  

 (1)  The Solar Heat ing System  purchased by the advance shall be  considered as 

the property of Government , t ill the advance with interest  is fully repaid.  A proviso 

to this effect  should be included in the order sanct ioning the advance. 

 (2)  A Governm ent  servant  who draws an advance for the purpose should, within 

one m onth from  the date of drawal  for the advance, furnish a cert ificate, giving full 

part iculars of the Solar Heat ing System purchased out  of the advance and produce 

cash receipt  thereof. 

 (3)  The outstanding balance, the advance with interest  remaining unpaid, if any, 

at  the t im e of ret irem ent  or death of the Government  servant  shall be recovered  

from  the arrears of salary, DCRG, I nsurance am ount  from  KGI D, the am ount  due 

under the Karnataka State Employees Group I nsurance Scheme or General Provident  

Fund. 

 (e)  Repaym ent :  

 (1)  The advance sanct ioned to a Government  servant  shall be recovered from  

the salary in such num ber of m onthly instalm ents as he m ay elect , but  such num ber 

shall not  be m ore than that  indicated below:  

 ( i)  Principal  . . .  50 instalm ents 

 ( ii)  I nterest  .. .    8 instalm ents  

 (2)  The recovery of the am ount  of advance shall commence from  the first  issue 

of pay after the advance is drawn. 

 (3)  The m onthly instalm ent  of recovery of advance/ interest  could be fixed in 

whole rupees, except  in the case of the last  instalment , when the remaining balance, 

including any fract ion of a rupee should be recovered. 

 ( f)  Sanct ioning Authority:  

  The authority com petent  to sanct ion the advance shall be the Head of the 

Departm ent , However, wherever the Governm ent  servant  him self is the Head of the 

Departm ent , the authority com petent  to sanct ion the advance shall be the 

Governm ent  in the adm inist rat ive departm ent  concerned. 

 (g)  Procedure :  Applicat ion for sanct ion of advance shall be made in the 

prescribed form  No. 81 (effect ive from  1.4.1982)  

 236 -B ADVANCE FOR PURCHASE OF SOLAR COOKERS 



 (a)  advance m ay be granted to em ployees of State Government  who desire to 

purchase a Solar Cooker for bonafied domest ic use subject  to the following 

condit ions:  

 (b)  Eligibilit y:  

 ( i)  Must  be a perm anent  Governm ent  servant  or 

 ( ii)  a tem porary Governm ent  servant  who has com pleted a cont inuous service of 

not  less than 5 years, provided the sanct ioning authority is sat isfied that  he is likely 

to cont inue in service t ill the advance sanct ion is fully repaid.   

 (c)  Am ount  of Advance:  

  Rs. 300/ -  (Rupees three hundred only)  or the cost  of a Solar Cooker 

whichever is less. 

 (d)  Security:  

 ( i)  The Solar Cooker purchased from  the advance shall be considered as the 

property of the Government  t ill the advance with interest  is fully repaid.  A Provision 

to this effect  should be included in the order sanct ioning the advance. 

 ( ii)  A Governm ent  servant  who draws an advance for the purpose should, within 

one m onth from  the date of the drawal of the advance furnish a cert ificate giving full 

part iculars of the Solar Cooker purchased from  the advance and produce a cash 

receipt  there of, to the authority who sanct ioned the advance. 

 (e)  Repaym ent :  

 ( i)  The advance sanct ioned to a Government  servant  shall be recovered from  

the salary in such num ber of m onthly instalm ents as he m ay elect , but  such num ber 

shall not  exceed the num ber of instalm ents  indicated below :  

 (a)  Principal  . . .  10 instalm ents 

 (b)  I nterest  .. .    1 instalm ents  

 ( ii)  The recovery of the am ount  of advance shall commence from  the first  issue 

of pay after the advance is drawn. 

 ( iii)  The monthly instalment  of recovery of advance/ interest  shall be fixed in 

whole rupees, 

 ( f)  Sanct ioning Authority :  

  The authority com petent  to sanct ion the advance shall be the Head of the 

Departm ent  However, wherever the Governm ent  servant  him self is the Head of the 

Departm ent , the authority com petent  to sanct ion the advance shall be the 

Governm ent  in the adm inist rat ive departm ent  concerned. 

 (g)  Procedure:  

  Applicat ion for sanct ion of advance shall be m ade in the form   KFC 82.  

  Note.-  I n the event  of death of a Government  servant  in service before 

repayment  of pr incipal and interest  on the advance for the purchase of Solar Cooker 



drawn by him  the balance of interest  due from  him  at  the t im e of his death shall be 

waived (Effect ive from  1-4-1983) .]  

ADVANCES FOR JOURNEYS ON TOUR  

 237. Advances m ay be m ade under the rules specified below: -   

 ( i)  To a Governm ent  servant , for him self or an Assistant  or Deputy, proceeding 

in tour, up to an am ount  sufficient  to cover for a m onth his cont ingent  charges such 

as those for the hire or conveyance or for the carr iage of records, tents or other 

Governm ent  property, 1[ Subject  to the condit ion that  the am ount  of advances 

granted shall be adjusted by the end of the m onth succeeding the month in which 

the journey is completed in the final TA bills of the Government  servant  concerned.]   

  Note 1.-  Advances under this rule m ay be granted by heads of offices but  

they should not  be applied to the expenditure of any Gazet ted Governm ent  servant , 

which is meant  to be covered by his t ravelling allowances.  

  1[ Note 2.-  Advances under this rule shall be rest r icted to full 

Railway/ Bus/ Air Fare plus 90%  of the probable daily allowance. m ileage and 

incidental charges.]   

 ( ii)  To a Government  servant , proceeding on tour, of an am ount  sufficient  to 

cover his personal t ravelling expenses for a month.  2[ Subject  to the condit ion that  

the am ount  of advance granted shall be adjusted by the end of the m onth 

succeeding the month in which the tour is completed in the final TA bills of the 

Governm ent  servant  concerned.]  

 ( iii)  To a Government  servant , proceeding on a prolonged tour in the interior 

places which are difficult  of access, of an am ount  sufficient  to cover cont ingent  

charges in terms of rule ( i)  above and personal t ravelling expenses in terms of rule 

( ii)  above for six weeks. Subject  to the condit ion that  the am ount  of advance granted 

shall be adjusted by the end of the m onth succeeding the m onth in which the tour is 

completed in the final bill of the Government  servant  concerned. 

  Note 1.-  Advances under Rules ( i) ,  ( ii)  and ( iii)  which are drawn in the 

m onth of March m ay be adjusted on com plet ion of the journey or by the 30th April,  

whichever is earlier.  

  The expression ‘personal t ravelling expenses’ in rules ( ii)  and ( iii)  should be 

taken to include not  only the daily allowance, but  also the road m ileage and the fares 

and  incidentals for the journeys both ways. The daily allowance may be calculated 

for  the likely period of halt  at  an out -stat ion, not  exceeding 30 days or six weeks in 

any case, as the case m ay be.  

  Note 2.-  Advances for journeys on tour including those outside the State 

under com petent  sanct ion m ay be granted as follows: -   

 (a)  Advances under Rule ( ii)  m ay be granted by heads of offices to officers 

subordinate to them .  



 (b)  Advances under Rule ( ii)  m ay be sanct ioned to them selves by all officers 

specified in Appendix V to the Karnataka Civil Services Rules 1958.  

 (c)  Advances under Rule ( ii)  to heads of offices who are not  their  own 

cont rolling officers may be sanct ioned by the respect ive cont rolling officers.  

 (d)  Advances under Rule ( iii)  may be granted by Heads of Departments.  

  Note 3.-  A second advance cannot  be m ade to a Governm ent  servant  under 

this Art icle unt il an account  has been given of the first . A Governm ent  servant  who 

has taken an advance under this Art icle for any part icular journey m ay not  take 

payment  on t ravelling allowance or other bills drawn in respect  of the same journey 

while the advance or any port ion of it  st ill remains unadjusted.  

 The following cert if icate should invariably accompany the bill for T.A. advances: -   

 ( i)  I n Bills for T.A. advances for establishments.-   

  Cert ified that  in no case a second advance has been drawn in this bill 

without  get t ing a full account  of the previous advances drawn.  

 ( ii)  I n Bills for T.A. advances of Gazet ted officers.-  

  Cert ified that  this is the first  advance or cert if ied that  the previous advance 

of Rs.... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  drawn by m e on.... . . . . . . . . . . . . . . . . . . .  has been fully 

accounted for Vide., T.A. bill for (Gross)  Rs.... . . . . . . . . . . . . . . . . . . . . . .  (Net )  

Rs.... . . . . . . . . . . . . . . . . .  cashed on.... . . . . . . . . . . . . . . . . . . . / v ide m y let ter No.... . . . . . . . . . . . . . . . . . . .  

dated.... . . . . . . . . . . . . .  forwarding m y T.A. bill for Rs.... . . . . . . . . . . . . . . . .  to .. . . . . . . . . . . . . . . . . . . . for 

countersignature/ vide Challan/ bill 

No.... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .dated.... . . . . . . . . . . . . . . . . . . .refunding the exc-ess in cash /  by 

short  drawn.  

  Note 4.-  Subject  to the product ion of surety from  a perm anent  Governm ent  

servant , advances under this Art icle m ay be sanct ioned to temporary or officiat ing 

Governm ent  servants.  

  Note 5.-  I n the case of Governm ent  servants who are ( i)  quasi-perm anent ;  

( ii)  on probat ion against  permanent  posts, and ( iii)  on cont ract , such advances may 

be granted without  product ion of surety of a perm anent  Governm ent  servant . 

However  in the case of officers on cont ract  the sanct ioning  authority will make 

sure, before the advance is sanct ioned, that  the advance can be recovered/ adjusted 

before the expiry of the cont ract  of the Governm ent  servant  concerned.  

  Note 6.-  An advance of t ravelling allowance under this Art icle may be 

sanct ioned to a tem porary Governm ent  servant  without  insist ing on a surety by the 

sanct ioning authority, in respect  of gazet ted Governm ent  servant  and by the Head of 

the Departm ent  concerned in respect  of non-gazet ted Governm ent  servants or class 

I V servants, provided in the lat ter case the Governm ent  servant  concerned has 

completed one year’s service and is not  likely, in the opinion of the Heads of the 

Departm ents, to be discharged within 3 m onths of the receipt  of advance. The 

advance should be rest r icted to a month’s pay of the Governm ent  servant  



concerned. This does not  preclude sanct ioning of an advance on the sam e basis as 

for a perm anent  Governm ent  servant  provided surety from  a perm anent  Governm ent  

servant  is obtained.  

  Note 7.-  Subject  to the rest r ict ions specified above, advances under this 

Art icle may be granted in all cases of journeys in respect  of which t ravelling 

allowance is adm issible as for a journey on tour.  

  Note 8.-  Government  may sanct ion advance of t ravelling allowance to non-

official members of Commit tees and Com m issions appointed by them . These 

advances should not , however, be granted as a mat ter of course. I n except ional 

cases where it  will be hard for the members to meet  the expenses of long and 

expensive journeys, advances m ay be allowed on receipt  of a writ ten undertaking in 

the form  given below on condit ion that  second advance is not  allowed unt il the first  

one is adjusted and that  the am ount  of advance is accounted for and adjusted on 

return from  tour or on 31st  March, whichever is earlier.  

  Form  of agreement  for adjustment  or refund  of advance of t ravelling 

allowance given to non-official m em bers of Commit tees and Commissions appointed 

by the Governm ent  of Karnataka.  

  I . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .m ember  of 

the.... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .Com m it tee/ Com m ission appointed by the 

Governm ent  of Karnataka, having received a sum of Rs ... . . . . . . . . . . . . . . . . . . . . .  (Rupees in 

words)  an advance from  the Governm ent  for perform ing certain journeys connected 

with my dut ies as member of the aforesaid Commit tee/ Commission, hereby agree 

that  the amount  shall be adjusted against  my t ravelling allowance bill immediately 

after the com plet ion of the specified journeys and that  I  shall forthwith refund to the 

Governm ent  any port ion of the advance not  so adjusted. I f for any reason, the 

specified journeys are not  perform ed, I  hereby agree to refund forthwith to the 

Governm ent  the ent ire sum  of the advance on dem and.  

      Revenue Stamp. 

      Signature of Member.  

FESTI VAL ADVANCES 

 238. 1[ 1. Advances m ay be sanct ioned to defray the expenses of im portant  

fest ivals to  a Government  servant  including an Officer  of the All I ndia Services 

borne permenent ly on State Cadres of the I AS /  I PS /  I FS irrespect ive of  the pay  

drawn by him  and sim ilar categories of Staff in commercial undertaking subject  to 

the following condit ions:   

 ( i)  The amount  of advance will be 75 %  of the basic pay rounded to the nearest  

m ult iple of Rs 10. and subject  to a m axim um  of Rs.1000.  The advance shall be 

available only once in a financial year. 

 ( ii)  The advance shall be recovered in ten equal monthly instalments, the first  

instalm ent  com m encing from  the  m onth following the m onth in which the advance 

was drawn.  

 ( iii)  This advance is also adm issible to the work-charged staff who are ent it led to 

pension or cont r ibutory provident  fund benefits but  not  to the staff paid from  

cont ingencies] .  



 ( iv)  The advance m ay also be granted to tem porary staff subject  to their 

furnishing surety from  perm anent  Governm ent  servants in Form  No.74.  

  Note.-  Furnishing of collateral security of a perm anent  Governm ent  servants 

not  necessary in the case of Governm ent  servants who are regularly recruited and 

who have put  in not  less than three year’s service and who have also insured with 

the Karnataka Governm ent  I nsurance Departm ent .  

  I n the case of the tem porary staff who have com pleted two years of 

cont inuous service, the sanct ioning authority m ay at  its discret ion, dispense with this 

requirement . The advance will not , however, be adm issible to the temporary staff 

who are not  likely to cont inue in service for a period of at  least  one year beyond the 

m onth in which the advance is drawn.  

 ( iv-A)  Work-charged establishm ent  of P.W.D. m ay also be sanct ioned fest ival 

advance under this Art icle subject  to furnishing necessary surety in case of such 

work charged staff who are not  eligible for gratuity:  The surety m ay be either of 

regular Governm ent  servants or the work charged staff who are ent it led for gratuity. 

The concerned disbursing officer will be responsible for the recovery of the advance 

so granted. 

  The fest ival advance granted to work charged establishm ent  should be 

debited to a new suspense head ‘Advances to workmen’ to be opened in the 

accounts of the works concerned for this purpose and the recoveries should also be 

credited to the sam e suspense head. The concerned divisional officers should also 

maintain a Register and Broad sheet  of these advance in Form  KFC-77 to provide a 

link with the am ount  outstanding in the works account  and also to watch that  

recoveries are effected prompt ly and that  dues are not  allowed to accumulate 

without  effect ive act ion. The register should invariably be reviewed by the 

departm ental officers also.  

 ( iv-B)  The Advance m ay be granted to Local Candidates also provided they furnish 

surety of a perm anent  Governm ent  servant .  

 (v)  The advance will be adm issible only to those who are on duty or on leave on 

average or full pay or on  maternity leave at  the t im e of drawl of the advance.  

 ( vi)  The advance will be adm issible only for one fest ival 1[ during the Financial 

year] . The Head of the Department  will be competent   to fix the fest ivals for this 

purpose, after taking into considerat ion the importance at tached locally to the 

fest ivals and the representat ions of the recognised service associat ions, if any.  

 ( vii)  No fest ival advance should be granted unless the earlier advance granted for 

the purpose has been repaid in full.   

  Note.-  The Drawing Officer should record the following cert if icate on each bill 

for drawl of fest ival advances:   



  “Cert ified that  no fest ival advance is drawn in this bill in respect  of any 

person who has not  completely repaid the fest ival advance previously paid to 

him / her.”  

 (viii)  The advance should be drawn with previous sanct ion and disbursed not  

earlier than a fortnight  and not  later than the day ( the first  day)  of the fest ival.  

 2. The authority competent  to sanct ion these advances will be the head of 

office or the Head of the Commercial Undertaking. I f the head of office is a non-

Gazet ted Governm ent  servant , he can sanct ion such an advance for him self also.  

 3. The following will be the procedure for maintaining the accounts of the 

fest ival advances.-   

 ( i)  2[ The Fest ival Advance to be granted to the  Government  servants shall be 

drawn on salary bills under the detailed head ‘Pay of Officers/ Pay of Staff’ to which 

their Pay and Allowances are normally debited. The recoveries shall be shown as 

deduct ion in the pay bills. Such recoveries will be taken as reduct ion of expenditure 

by the Cont rolling Officer/ Drawing and Disbursing Officer /  Accounts Officer 

concerned while compiling the accounts.]   

 ( ii)  Separate bills should be drawn by the drawing officers for these advances. 

These bills should indicate on the covering page the major head of account  under 

which the pay and allowances of the establishm ent  are debited. So as to enable the 

t reasury officers to include the vouchers in the schedules of paym ents of the 

Departm ents concerned.  

 ( iii)   The recoveries of the advances paid to Government  servants will have to be 

watched by the heads of offices concerned by maintaining registers in Form  49-C for 

not ing the advances and the repaym ents.  

 ( iv)  The Accountant  General’s Office will maintain account  for fest ival advances 

drawing officerwise t reat ing each drawing officer as a loanee in respect  of the total 

advances drawn by him  every month. The advances drawn by a drawing officer will 

be posted as a lum psum  against  his account  and the total am ount  recovered by him  

will be credited to his account  in one lumpsum. The balance st ruck in his account  will 

have to be reconciled with the balance according to the books of the drawing officer.  

 (v)  For the above purpose, each drawing officer will be required to send to the 

Audit  Office by 15th of every m onth an abst ract  in the new Form  No. KFC 49-B 

showing the opening balance, debit  ( represent ing the net  result  of advances drawn 

by him , balances of advances t ransferred to his office through L.P.C. in respect  of 

officials t ransferred and balances of advances t ransferred to other offices) , credits 

and closing balance. The balance shown in the abst ract  will have to be reconciled 

with the balances shown in the books of the Audit  Office.  

 (vi)  I n order to exhibit  the recoveries in respect  of officials t ransferred to and 

from  the office of drawing officer, the schedules of recoveries should be prepared in 

three parts as shown in the new Form  No. KFC 49-A. 

  Note 1.-  I n the case of the staff of the establishm ent  of Public Works and 

Forest  Department  if any, who are included in work charged establishment  and 



whose pay bills are not  encashed at  the t reasuries, the Divisional Officers will at tach 

the Statem ent  in Form  49-A along with the m onthly accounts. I nstead of giving a 

reference to the num ber and date of the Treasury vouchers, the part icular item  of 

the Divisional Accounts in which the debit  or credit  stands included should be 

indicated.  

  Note 2.-  To enable the Drawing Officers to furnish the necessary part iculars 

in the m onthly statem ent  prescribed herein, all heads of offices should note in the 

Last  Pay Cert ificate the total am ount  of the advance and the num ber and date of the 

Treasury voucher in which the amount  was originally drawn as well as the amount  

outstanding for recovery on the date of t ransfer.  

LEAVE SALARY ADVANCE  

 238-A. Governm ent  servants ( including tem porary Governm ent  servants)  

proceeding on leave for a period of not  less than 30 days at  a st retch m ay be 

granted one month’s leave salary in advance (excluding allowances)  subject  to the 

following condit ions:   

 ( i)  The advance should be rest r icted to the net  am ount  of leave salary for the 

first  m onth of leave after deduct ions on account  of provident  fund, insurance, 

repaym ent  of advances, house rent , incom e- tax, etc. The deduct ions m ay be 

effected from  the leave salary or duty pay which the Government  servant  will draw 

during the m ajor port ion of the m onth.  

 ( ii)  The advance should be adjusted in full in the pay bill in which the leave 

salary for the period in quest ion is claim ed. I n cases where the advances cannot  be 

so adjusted in full the balance will be recovered from the next  payment  of pay 

or/ and leave salary.  

 ( iii)  The advance may be sanct ioned by the head of office or by any other 

subordinate officer to whom the power is delegated by Governm ent . I n the case of 

gazet ted Governm ent  servants necessary details of net  leave salary may not  be 

available with heads of offices and in such cases the leave salary advance may be 

sanct ioned after ascertaining the deduct ions to be m ade, with reference to the 

previous pay bill of the officers concerned. Further deduct ions to be made in respect  

of advances if any, the recovery of which has not  com m enced before the person 

proceeds on leave but  falls due during the currency of the leave or deduct ions to be 

m ade in respect  of any other event  which com es to not ice (e.g., taking insurance, 

court  at tachm ent , etc.)  are also to be taken into account  to the extent  I nform at ion is 

readily available.  

 ( iv)  Officers who are Heads of Offices m ay sanct ion the advance to them selves.  

 (v)  The advance should be sanct ioned in whole rupees.  

 (vi)  The am ount  of advance should be debited to the head of account  to which 

the leave salary of the Government  servant  concerned is debitable.  

 (vii)  I n the case of Gazet ted Government  servants, the advance can be granted 

without  the leave eligibilit y report  from  the audit  officer, in case where it  is clear that  

one month’s leave is at  the credit  of the officer. The audit  officer’s report  should, 

however, be awaited where informat ion regarding the eligibilit y to leave is not  

available with the head of office and also in doubt ful cases.  



 ( viii)  The advances sanct ioned should be t reated as advance in lieu of leave salary 

and there is no necessity for issue of any separate authority from  the Accountant  

General for the drawal of such an advance by Gazet ted Governm ent  servant .  

 ( ix)  Governm ent  servants drawing leave salary advance, who resum e duty 

before expiry of the leave period for which the leave salary advance has been drawn, 

should refund the ent ire leave salary advance before they are perm it ted to resume 

duty.  

LEAVE TRAVEL CONCESSI ONS- GRANT OF ADVANCE 

238-AA.  Advances m ay be granted to the Governm ent  servants to enable them  to 

avail of the t ravel concessions, subject  to the following condit ions: -   

 (a)  The am ount  of advance in each case is lim ited to four- fifths of the est im ated 

am ount  which Governm ent  would have to reim burse in respect  of the cost  of journey 

both ways to the hom e town and back;   

 (b)  Where the Government  employee and members of his fam ily avail 

themselves of leave t ravel concession separately, i.e, at  different  t im es, there would 

be no object ion to the advance being drawn separately to the extent  adm issible and 

perm it t ing adjustm ent  of claims separately. Where, however, a consolidated advance 

is drawn the Government  employee in respect  of the members of his fam ily the 

adjustment  claim  should be prepared in a single bill;   

 (c)  The advance m ay be drawn for both the outward and return journeys of the 

Government  employee and/ or the members of the fam ily at  the t im e of 

com m encem ent  of the outward journey, provided the period of leave taken by the 

Government  employee or the period of ant icipated absence of the members of 

fam ily, does not  exceed three m onths or 90 days. Where the period of leave or the 

period of ant icipated absence exceeds the lim it , the advance can be drawn for the 

outward journey only. Where an advance has been drawn for both the outward and 

the return journeys and later become clear that  the period of absence of either the 

employee or the employee’s fam ily from  Head Quarters is likely to exceed the lim it , 

one half of the advance should be refunded to Governm ent  forthwith;   

 (d)  The advance in respect  of tem porary Government  employees and their 

fam ily will also be sanct ioned subject  to the product ion by them of surety of a 

permanent  Government  employee;  

 (e)  Officers who are their own cont rolling officer for t ravelling allowance 

purposes m ay sanct ion the advance to them selves. I n case of others, the sanct ion of 

the Cont rolling officer concerned would be required;   

 ( f)  The advance  will have to be refunded forthwith if the outward journey is not  

com m enced within 30 days of the grant  of advance;  

 1[ (g)  The claim  in adjustm ent  of the advance drawn by Governm ent  em ployees 

should be preferred: -   

 ( i)    Within one year of the date of complet ion of return journey, when the return 

journey, is com pleted between 1st  August  1980 and 31st  Decem ber 1980;  and 



 ( ii)  Within 3 m onths of that  date or before 31st  Decem ber 1981, whichever is 

later when the return journey is com pleted on or after 1st  January 1981;  and  

 1[ ( iii)  I n the case of leave t ravel concession, the final bill in adjustment  of the 

advance or TA claim s for journey, if no advance is drawn shall be subm it ted within 

one m onth, when the return journey is com pleted on or after 6-6-1990, along with 

the cert if icate in the following form  :  

CERTI FI CATE  

  Cert if ied that  I   and the members of m y fam ily have undertaken journey 

from  .... . . . . . . .  to... . . . . . . . . . .  (declared place  of visit )  by railway/ bus/ sea, vide t icket  

num bers ... . . . . . . . .   during the period from .... . . . . . . . . . . . . .  to .. . . . . . . . . . . . . .   

       Signature:  

       Name:   

       Designat ion:  

Date:                            

 (h)  The account  of advance drawn for leave t ravel journey will be rendered after 

com plet ion of the journey in the sam e way as for an advance of Traveling Allowance 

on tour;  

 ( i)  The adjustment  of advance will be watched through object ion book by the 

Accountant  General Karnataka, Bangalore;   

 ( j )  The procedure for the grant  of advance for Leave Travel concession to an 

officer on deputat ion who, im m ediately on reversion to his parent  office, wished to 

proceed on leave and to join the parent  office on the expiry of such leave shall be as 

follows:   

 (1)  I n the leave applicat ion of the revert ing officer, the fact  that  he would be 

availing of the Leave Travel Concession during the period of leave will have been 

ment ioned by him . The borrowing department  may, while forwarding the leave 

applicat ion to the lending Department  for sanct ion, inform  the lat ter Departm ent  

that , in the event  of leave being sanct ioned they would sanct ion the advance to the 

extent  adm issible under and subject  to the condit ions laid down in Clause (h)  above. 

On receipt  of int imat ion regarding sanct ion of leave, the cont rolling officer for T.A. 

Purposes in the Borrowing Department , in respect  of the Officer availing of the leave 

Travel concession m ay sanct ion the advance and endorse a copy to the lending 

Department , which will keep a watch on the Adjustment  of Leave Travel Concession 

Advance.  

 (2)  The Procedure in (1)  above m ay be made applicable, in the event  of the 

revert ing officer applying for leave and intending to avail of during the leave, the 

leave Travel Concession himself or with any or all m em bers of his fam ily. I f,  during 

the period of leave in quest ion, any or all members of his fam ily above intended to 

avail of the concession and not  the Governm ent  servant  him self, even then the 

procedure at  (1)  above may also be made applicable. 



 (3)  The Leave Travel Concession advance granted by the  borrowing 

Department  will be adjusted against  the account  of the Department / Office which is 

ult im ately liable to bear the expenditure on account  of the L.T.C. availed of by the 

Governm ent  servant  concerned and/ or his fam ily.  

 (k)  The expenditure on this account  m ay be debited to the detailed head “other 

charges”  under the m ajor head concerned.  

238-A.B. 1[ A State Government  employee and his fam ily may avail themselves of 

the leave t ravel concession for journey to any place in I ndia, 2[ only once during his 

ent ire service] . An advance for this leave t ravel concession m ay be granted to the 

Governm ent  servants to enable them  to perform  the journey subject  to the following 

condit ion:   

 (a)   A Government  employee will be eligible for  an advance against  the claim  

for leave t ravel concession for a journey to any place in I ndia. The advance will be 

lim ited to 4/ 5th of the est im ated am ount  which Governm ent  would have to 

reim burse in respect  of the cost  of journey to and from  the place of visit .   

 (b)  The condit ions for grant  of advance will be the same as are applicable to the 

advance for leave t ravel concession to Hom e Town.]   

ADVANCES FOR THE CONDUCT OF LEGAL PROCEEDI NGS  

 238-B. (a)  An I nterest  free advance not  exceeding Rs.500 or three m onth’s 

substant ive pay to enable a Governm ent  servant  to m eet  the expenses of his 

defence in legal proceedings against  him  falling under the provisions of Art icle 146-B 

(1) (c) .  

 (b)  An I nterest - free advance of an am ount  considered by Governm ent  as 

necessary to enable a Government  servant  to meet  the expenses of legal 

proceedings of the nature referred to in Art icle 146-B (1)  (d)  and (e) .  

 ( c)  These advances will be payable on the execut ion of a bond in the Annexed 

Form .                    

  I n the case of an advance granted under clause (a) , the am ount  less the 

am ount  reim bursable, if any, by Governm ent  under clause 2-c ( ii)  of Art icle 146-B 

will be recovered by deduct ions from  pay in suitable monthly instalments fixed by 

Governm ent .  

  I n the case of advance granted under clause (b)  the am ount  of the 

instalments of recovery, their number and periodicity will be fixed by Government .  

ANNEXURE  

  By this Bond I .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  (here give the name and 

other part iculars of the Governm ent  servant  including post  held by him )  acknowledge 

m yself bound to the Governm ent  of Karnataka in the sum  of Rs.... . . . . . . . . . . . . . . . . .(here 

enter a sum represent ing double the amount  advanced)  to the said Governm ent .  

  Now the above writ ten Bond is condit ioned to be void in case the above 

bounden (Governm ent  servant ) , his personal representat ives or any person shall,  on 

dem and, pay to the said Governm ent  or its representat ives, assigns or their at torney 



authorised to receive the sam e, the said sum  of Rs.... . . . . . . . . . . . . . .but  in the event  of 

the above bounded (Governm ent  Servant )  or his personal representat ives or any 

person act ing for and on his behalf failing to pay the said sum on demand, the above 

writ ten bond shall remain in full force and effect .  

  Dated this the.... . . . . . . . . . . . . . . . . .day of... . . . . . . . . . . . . . . . . . . . . . .197 

Witnesses:   Signature, of the Governm ent  Servant .  

1 .. . . . .  . . . . . . . .  . . . . .  

2 .. . . . .  . . . . . . . .  . . . . .  

3 .. . . . .  . . . . . . . .  . . . . .  

EQUI PMENT ADVANCE  

1[ 238-C I nterest  free equipm ent  advance shall be sanct ioned to the officers including 

All I ndia Services Officers and Employees belonging to the various Services who are 

posted to New Delhi or to other places outside the State for work whether in 

connect ion with the Union Governm ent  or the State Governm ent .  

  The advance to be sanct ioned shall be equal to five m onths pay subject  to a 

m axim um  of Rs.6,000/ -   

  The repayment  shall be in 24 (Twenty Four)  equal m onthly instalm ents.  

  The recovery shall be made from  the salary bills and credit  passed on to the 

Accountant  General (Accounts) , Karnataka.  

  The expenditure shall be debited to the Head of Account  “766-Loans to 

Governm ent  Servants-5. Other Advances- I  Equipm ent  Advance. Advances to 

Governm ent  servants posted for work outside the State.  

 1. A.I .S. Officers  

 2. Gazet ted Officers  

 3. Non-Gazet ted Officers” ]   

ADVANCE OF COMPASSI ONATE OR DEATH- CUM- RETI REMENT GRATUI TY  

 239. (a)  Heads of Departm ents are authorised to sanct ion to the fam ilies of 

Governm ent  servants in perm anent  or tem porary em ploy (excluding m em bers of the 

work charged establishm ent  and daily rated staff)  who have rendered not  less than 

five years’ cont inuous qualify ing service and who die while in service (whether on 

duty or on leave with or without  pay)  an advance equal to two m onths’ pay on the 

basis of the pay last  drawn, subject  to a m axim um  of Rs.500, if in the opinion, of the  

Head of the Departm ent  the fam ily concerned has been left  in indigent  circum stances 

by the death of the Governm ent  servant  on whom  it  was dependent  and it  was in 

immediate need of the financial assistance. The term  “pay”  for this purpose m eans 

“both substant ive and officiat ing pay” .  

  Note.-  I n the case of non-gazet ted Governm ent  servants the Gazet ted 

Heads of offices who draw their pay and allowances can also sanct ion the above 



advance. I n the case of non-Gazet ted Heads of offices, the next  Gazet ted Officer   

m ay sanct ion the above advance.  

 (b)  I n the case of all Governm ent  servants who have not  exercised nom inat ions 

for the paym ent  of Death-cum -  Ret irem ent Gratuity, the Head of the Departm ent  

should obtain from  them declarat ion regarding the member of the fam ily who would 

receive payment  of the amount  adm issible in paragraph (a ) . The am ount  of advance 

will be adjusted against  the Compassionate Gratuity or any other payment  which 

m ay later on the sanct ioned to the fam ily of the Governm ent  servant .  

 (c)  I n the case of Governm ent  servants, who have nom inated the m em bers for 

Death-Cum -Ret irem ent  Gratuity, paym ent  should be made only to the person or 

persons nom inated by him  to receive Death-Cum -Ret irem ent  Gratuity in the 

proport ion to which they are ent it led.  

 (d)  I n all cases, an undertaking should be taken from  the person or persons 

concerned before the paym ent  is m ade, that  he or they agree to the am ount  being 

deducted from  the Com passionate Gratuity or Death-Cum -Ret irem ent  Gratuity or 

any other am ount  ult im ately payable to him  or them.  

 (e)  The paym ent  m ade under this Art icle should be debited to “S. Deposits and 

Advances-Part  I I I  Advances not  bearing interest -Advances repayable-Civil Advances 

(e)  O.B.A. ( i)  Civil t reasuries’ since April 1950 [ Advances of Pay to fam ilies of 

Government  servants who die while in service)  (new head of account  to be opened) . 

The sanct ion order communicated by the Head of the Departm ent  should contain the 

following part iculars-   

 1. Nam e of the Governm ent  servant .  

 2. Designat ion and office in which working.  

 3. Pay last  drawn  

 4. Length of qualify ing service put  in.  

 5. Am ount  of advance sanct ioned. 

 6. Nam e of the payee.  

  Copies of sanct ion should be sent  to the Audit  Office. Heads of Offices will 

draw the money required on                establishment  pay bill forms enclosing copy 

of the sanct ion and disburse them  to the payee specified in the sanct ion order, The 

fact  of payment  of advance in this behalf should be noted in the Last  Pay Cert ificate 

sent  with the Com passionate Gratuity/ Death-Cum -Ret irem ent  Gratuity and papers 

relat ing to sim ilar other payments sent  to Audit  Office.  

 ( f)  Heads of Departm ents should see that  the advance is adjusted as early as 

possible and in any case within a period of six months from the date of sanct ions if 

the am ount  of Com passionate Gratuity or Death-Cum -Ret irem ent  Gratuity or sim ilar 

other payment  is less than the advance init ially sanct ioned and if this balance is 

eventually t reated as irrecoverable the same should be debited to “57. 



Miscellaneous-  (c)  irrecoverable tem porary loans and advances writ ten off, under 

special orders of Government .  

 (g)  Every order sanct ioning paym ent  under this Art icle should be endorsed to 

the Finance Departm ent  of Governm ent , Adm inist rat ive Departm ent  of Governm ent  

concerned ( in addit ion to the Accountant  General, Karnataka, Bangalore.)   

1 [ “ADVANCES FOR MEDI CAL TREATMENT I N  FOREI GN COUNTRI ES” 

 1. 239A. The Special Advance for Medical t reatm ent  in Foreign Count r ies m ay 

be granted to the Governm ent  Servants subject  to the following condit ions:   

 (a)  The cert ificate from  the Director of Health and Fam ily Welfare 

Services/ Medical Board to the effect  that  the Governm ent  servant  concerned needs 

t reatment  abroad as  such facilit y is not  available in I ndia. Further, the Director of 

Health and Fam ily Welfare Services is also required to indicate the approximate 

am ount  required to m eet  such m edical t reatm ent  abroad.  

 (b)  The total  amount  of special advance shall be seventy five t im es of the total 

em olum ents of concerned Governm ent  Servant  or Rs.75,000 whichever is less 

lim ited to the amount  indicated by the Director of Health and Fam ily Welfare 

Services as being the approximate expenditure for the t reatm ent .  

 (c)  The advance shall carry interest  at  Rs.7 per cent  annum .  

  Penal I nterest  on overdue m onthly instalments of pr incipal or interest  or 

both shall be recovered in addit ion to the normal rate of interest  other-wise leviable 

at  a rate of 4 per cent  above the ordinary rate of interest  applicable to the advance.  

 (d)  The advance together with interest  shall be recovered in convenient  m onthly 

instalm ents before the Governm ent  Servant  ret ires on Superannuat ion or within a 

period of 20 years as the case m ay be.  

 (e)  I n case of death in t ransit  in Air, the I nsurance of about  Rs.1 lakh payable to 

the fam ily of the Government  servant , shall be adjusted towards the outstanding 

advance and the balance paid to the fam ily of Governm ent  servant .  

 ( f)  I n case the Governm ent  servant  dies after drawal of such advance in I ndia 

or foreign count ry, the am ount  of advance outstanding shall be recovered by 

adjustm ent  out  of the am ounts due to ( i)  Karnataka Governm ent  I nsurance 

Department  Policies ( ii)  Life I nsurance Corporat ion of I ndia policies and ( iii)  Fam ily 

Benefit  Fund. The balance, if any, m ay be waived.  

 (g)  The Governm ent  servant  is required to give an undertaking in writ ing to the 

Government  to the effect  that  he will refund the advance with interest  and to assure 

the Governm ent  that  he shall definitely return to I ndia after recovery from  the 

illness.  

 (h)  The wife and/ or husband/ in whose favour the insurance policies of the 

Governm ent  servant  have been nom inated should give an undertaking in writ ing to 

the Governm ent  to the effect  that  all am ounts due on the Karnataka Governm ent  

I nsurance Departm ent / Life I nsurance Corporat ion of I ndia Policies and amount  of 



Family Benefit  Fund shall be adjusted towards out -standing advance granted to the 

husband or wife as the case m ay be.  

 ( i)  The special advances m ay be sanct ioned by Governm ent  in the Finance 

Departm ent  in case of Gazet ted Officers and Heads of Departm ents in the case of 

Non-Gazet ted Officers.  

 ( j )  The advance should be debited to the head “766 Loans to Governm ent  

Servants-5 other advances.  

 I I .  Other Miscellaneous Advance as follows: -   

 ( i)  Advances for Medical Treatm ent  in Foreign Count r ies (Gazet ted Officers) .  

 ( ii)  Advances for Medical t reatment  in Foreign Count r ies (Non-Gazet ted 

Officers) .”   

OTHER ADVANCES  

 240. Advances m ay also be m ade under the rules specified below: -   

 (a)  To a Treasury Officer for expenses connected with a rem it tance of t reasure 

to be adjusted when the duty is com pleted.  

  The detailed procedure for drawing and adjust ing of such advances is as 

follows: -   

  The amount  required for cart  hire, packing and other charges should be 

drawn in separate Abst ract  Cont ingent  Bills by the deputy Commissioners, clearly 

not ing therein the purpose for which the advance is required and the name of the 

t reasury to which rem it tances are sent . Dist r ict  and Taluk Treasury Officers can draw 

upto a lim it  of Rs.I 00 only. Detailed bills for all amounts drawn in a month duly 

countersigned by the Deputy Com m issioner should be sent  to the Accountant  

General as soon as the  duty is completed, and in any case, within one m onth of 

drawing the advance. Unspent  am ounts, if any, should either be rem it ted to the 

t reasury in cash or short  drawn from  the next  Abst ract  Cont ingent  Bill.  Amounts 

rem it ted in cash should be credited to “Recoveries of Service Paym ents”  under 

“Debts, Deposits and Advances”  in the t reasury accounts. Details of am ounts so 

refunded should be furnished in the detailed bill sent  to the Accountant  General. I n 

no case should the unspent  am ount  of an advance drawn for a part icular rem it tance 

be ut ilised for advance required for another rem it tance.  

  Note.-  The detailed bill for charges incurred in connect ion with the 

rem it tance of t reasure from  one t reasury to another will be prepared in the form  

prescribed, separate bills being drawn for charges connected with the rem it tances 

within the dist r ict  and those relat ing to rem it tances beyond the dist r ict .  

 (b)  For Law suits to which Governm ent  is a party-  Expenses connected with the 

inst itut ion, defence, and the conduct  of any suit  or proceeding should be met  by the 

departm ent  concerned, from  out  of its budget  grants. Advances of m oney necessary 

for the init ial and subsequent  expenses of a suit  or proceeding should be made by 

the Departm ent , after obtaining sanct ion of the Head of the departm ent .  



 (c)  The Deputy Com m issioners of Dist r icts when they consider Government  aid 

is called for to enable Government  servants belonging to all departments of 

Government  to readily evacuate their houses in towns or villages declared or 

suspected to be plague I nfected, at  once, Advance of a m onth’s pay to such 

Government  servants up to a maximum of Rs. 30 may be allowed. The advance is 

recoverable in three equal instalments and the sanct ion of advance should be 

com m unicated to the Audit  office.  

OTHER ADVANCES 

 241. Besides these, am ounts drawn by Governm ent  officers for the purchase of 

stores and other art icles for sale to the public are accounted for under advances 

heads in accordance with the prescribed special rules.  

CUSTODY OF MORTGAGE BONDS  

 242. All mortgage bonds pertaining to house building and motor car advance will 

rem ain in the safe custody of the 1[ Appropriate authority]  and those relat ing to 

bicycle and other Advances will remain in the custody of the head of the office t ill the 

loans are finally discharged. They have to be returned duly cancelled to the part ies 

concerned, when the advance is fully repaid to Governm ent  after ascertaining from  

the Accountant  General in doubt ful cases the fact  of the advance having been 

adjusted in full.   

  1[ Note.-  The Head of the Departm ent , when the advance is sanct ioned by 

Governm ent  and the sanct ioning authority in other cases (hereinafter called the 

“Appropriate Authority” )  is com petent  to keep the Mortgage Bonds in safe custody on 

behalf of the Governor of Karnataka.]  

CONDI TI ON OF REPAYMENT  

 243. All advances are subject  to adjustm ent  by the Governm ent  servants 

receiving them in accordance with the rules applicable to each case. Every advance 

m ust  be  adjusted by the end of the m onth succeeding the one in which the advance 

is drawn, where the date within which adjustment   should be made is not  prescribed 

in the order  it self.   

  When it  is found that  any advance cannot  be adjusted within the t im e fixed, 

sanct ion of Governm ent  or other authority sanct ioning the advance should be 

obtained for extension of t im e by a definite period for adjustm ent . 

FORMS OF DRAW I NG AND REPAYMENT 

 244. (a)  I n the vouchers on which advances are drawn, the num ber and date of 

the order sanct ioning them  m ust  be quoted. 

 (b)  A personal advance to a Governm ent   servant  m ay be repaid either in cash 

or by deduct ion from  his salary bill.  Repayments of advances by deduct ion in pay 

bills should be supported by the schedules of recoveries of advances in Form  49:  

separate schedules being at tached  for different  types of advances. I n repaying an 

advance in cash, the m em orandum  presented at  the t reasury should state the 

original place, date and amount  of the advance or otherwise give sufficient   



part iculars for it s ident ificat ion. Rem it tance of the am ount  to the part icular t reasury 

where the advance was m ade is not  necessary.  

 (c)  I n order to ensure that  acceptance of balance of individual Government  

servants are received by the Accountant  General in all cases prompt ly and the 

discrepancies pointed out  are reconciled as and when they com e to his not ice, the 

following procedure should be followed;   

 ( i)  The drawing officer should without  fail indicate the balance outstanding after 

each month’s recovery in the column already provided for in Form  49. The bills that  

do not  contain the above inform at ion should not  be passed by the t reasuries but  

should be returned with object ion to furnish the above informat ion.  

 ( ii)  The drawing officers should prepare an ext ra copy of the recovery schedule 

relat ing to the pay bill for the month of February each year and get  it  circulated 

am ongst  the loanees concerned and obtain their acceptance or other remarks to the 

balance st ruck therein and at tach the same to the pay bill for the month of March 

encashable in April in addit ion to the m onthly recovery schedule for the m onth of 

March. Without  the copy of the schedule for the m onth of February alongwith the 

acceptance or other remarks of the loanees concerned, the pay bill for March should 

not  be passed by the t reasuries, but  should be returned with an object ion. 

Sim ultaneously, the acceptance of the loanees or their rem arks should be noted in 

the respect ive loan registers of the office of the drawing officer and thereafter a 

cert ificate to the effect  that  the acceptance have been so noted in the office loan 

registers in all cases, should be furnished in the schedule containing the acceptances 

of the loanees before enclosing the same to the pay bill for March payable in April.   

I RRECOVERABLE ADVANCES  

 245. Sanct ion of Governm ent  or other com petent  authority should be obtained to 

write off personal advances when they are found to be irrecoverable by reason of the 

persons to whom  the advances were m ade being no longer in the service of 

Governm ent .  

LOAN SCHOLARSHI P AND OTHER EDUCATI ONAL ADVANCES  

 245-A. The rules relat ing to Loan Scholarship and other Educat ional advances are 

detailed in Appendix X.  

 

 

CHAPTER XI V -  BI LLS AND REMI TTANCES  

GENERAL EXPLANATI ON  

 246. Orders from  one t reasury upon another for pay-  m ent  can be obtained 

through Rem it tance Transfer Receipts, under the term s and condit ions st ipulated 

below :   

  R.T.Rs. can be issued for public purpose only from  and to the non-banking 

t reasuries having no currency chests. They can also be issued to the public as and 



when requested subject  to the condit ions that  previous sanct ion of the Finance 

Departm ent  is obtained for issue of R.T.Rs. for am ounts larger than Rs.1,000 on sub-

t reasuries and Rs.3,000 on Dist r ict  Treasuries in each individual case on paym ent  of 

prem ium at  the rates prescribed in Art icle 250(3) . The Treasury Officers should 

clearly indicate in red ink at  the top of the R.T.Rs. issued as well as on their 

counterfoils, the fact  of having been issued at  par or on prem ium .   

 247. The person who draws ( i.e., issues or grants a bill)  is called the drawer;  the 

person on whom it  is drawn (and who will have to pay it )  is the drawee;  the person 

to whom the bill is granted is the rem it ter;  the person to whom it  is payable is the 

payee.  

 248. (a)  Rem it tance Transfer Receipts are ‘not  negot iable’ and are only payable 

to or on the receipt  of the person named therein as payee;  but  payment  will be 

made if so desired on the endorsement  thereon, in favour of a recognised bank or 

any other t reasury in the State, for credit  to a part icular head in the Treasury 

accounts. I n all such cases of endorsements, the bills should also be crossed to avoid 

fraudulent  payments in cash. Payment  will also be made only by t ransfer credit  to an 

account  and not  in cash on the endorsem ent  of the Gazet ted Assistants of 

Governm ent  officers, when they are duly authorised by the lat ter.  

MONEY LI MI T OF REMI TTANCE TRANSFER RECEI PTS  

 249. No t ransfer receipt  should be granted for less than Rs.5 (Rupees five)  save 

for public purposes.  

  Note.-  For rules regarding the issue of Rem it tance Transfer Receipts in 

paym ent  of cont ingent  charges incurred in another dist r ict , see the Manual of 

Cont ingent  Expenditure.  

I SSUE OF REMI TTANCE TRANSFER RECEI PTS  

 250. (1)  Rem it tance Transfer Receipts are issued by Treasury Officers to 

Governm ent  servant  in all Departm ents at  par for rem it tance to be made by them in 

their official capacity in paym ent  of any service rendered to Governm ent  or in 

pursuance of their  official dut ies. The purpose of the Rem it tance Transfer Receipts 

must  be clearly stated in the applicat ion.  

  Explanat ion.-  The words ‘Governm ent  servants’ m ent ioned  above, include 

the Cent ral Governm ent  servants also.  

 (a)  Government  servants requir ing Rem it tance Transfer Receipts on public 

service will send with the cash a formal applicat ion cert ify ing that  the bill is wanted 

exclusively for public purposes and describing the object  of the rem it tance. I f the 

Treasury Officer doubts whether the object  is really public he should state his doubt  

to the applicant . On grant  of a t ransfer receipt , its num ber should be noted on the 

applicat ion which should then be pasted in a rough file book of such applicat ion 

arranged in the order of receipt . Quest ionable grants should be reported to the 

Accountant  General with a view to the issue of inst ruct ions for future guidance;   

 (b)  Rem it tance for purpose of the Municipal and Dist r ict  Fund and such other 

funds as m ay be determ ined from  t im e to t ime by Government  for this purpose are 

regarded as for bonafide public purposes.  



 (2)  Under this rule, Rem it tance Transfer Receipts can be issued at  par in the 

following cases :   

 (a)  Land and Excise Revenue.-  To Governm ent  servants for purposes of 

rem it t ing the arrears recovered in one taluk by coercive m easures for another taluk 

outside the Dist r ict  ;   

 (b)  Public Works.-  To Execut ive Engineers for payments to be made outside 

their divisions but  only on public service and  not  for pr ivate purposes of the 

convenience of cont ractors. When purchases are effected  or work is done by one 

division on account  of another the adjustment  will be made by book t ransfer.  

  Note.-  Refund of earnest  m oney deposited by cont ractors is t reated as a 

public purpose.  

 (c)  I ndust r ies and Com m erce Departm ent .-   

 ( i)  in favour of the following Governm ent  servants on the State Huzur Treasury 

in payment  of supplies:   

 (1)  General Manager, Governm ent  Soap Factory.  

 (2)  Superintendent , Cent ral I ndust r ial Workshop.  

 ( ii)  I n favour of the Assistant  Superintendent , Governm ent  Silk Weaving 

Factory, Mysore, on the Mysore Dist r ict  Treasury, for rem it tance of sale proceeds of 

the silk fabrics realised by the Arts and Crafts Depot , Bangalore;   

 ( iii)  Visveswaraiah I ron and Steel Works.-  For payment  for supplies, etc., made 

by the Visveswaraiah I ron and Steel Works, Bhadravat i, Rem it tance Transfer 

Receipts may be issued by all t reasuries in favour of the General Manager of the 

Works payable either at  the Dist r ict  Treasury, Shimoga or Taluk Treasury, 

Bhadravathi.  

 ( iv)  Manager, Badanaval Spinning circle, payable at  the Nanjangud Taluk 

Treasury.  

  Note.-  The Assistant  Director of indust r ies and Com m erce (General)  is 

em powered to endorse an R.T.R. drawn in favour of the Director of I ndust r ies and 

Com m erce in Karnataka, Bangalore.  

 (d)  Prelim inary purchase m oney relat ing to loans for purchase of m achinery.-  I n 

favour of the Director of I ndust r ies and Commerce for amounts of prelim inary 

purchase money paid by applicants for loans for purchase of m achinery under the 

Hire Purchase System  and received at  Treasuries;   

 (e)  Receipts on account  of the Bank of Mysore, Ltd.-   

  Am ounts tendered by the public to a Dist r ict  or Taluk Treasury where no 

branch or agency of the Bank exists, for rem it tance to the head office of the Bank 

will be accepted and Rem it tance Transfer Receipts issued at  par, subject  to the 

condit ion ( i)  that  the am ount  of each Rem it tance Transfer Receipt  is not  less than 

Rs.100 and ( ii)  that  the total amount  of the Rem it tance Transfer Receipt  applied for 



from  any Treasury in any one m onth does not  exceed Rs.5,000. The sam e facilit y will 

be afforded to the Bank at  any Governm ent  Treasury, if convenient  to the t reasury ;  

 ( f)  Deleted;  

 (g)  Local Bodies.-  Am ounts due to one Local Body recovered by another may be 

rem it ted by the lat ter to the form er obtaining Rem it tance Transfer Receipts from  the 

Treasury.  

 (h)  Muzrai Funds.-  For rem it tance of am ounts realised and paym ents to be 

made in Taluks other than the one in which the accounts of the inst itut ion are 

maintained.  

 ( i)  Perm anent  Advance.-  To Governm ent  servants for rem it t ing sub- imprests to 

subordinate Governm ent  servants ;  

 ( j )  Bat ta to witnesses, tom  tom  charges decree am ounts, etc.-  To Civil Courts 

for rem it t ing the am ounts received by one Court  for another, on account  of bat ta to 

witnesses, tom  tom  charges, decree am ount , etc.  

  For rem it tance to Civil Courts of sum s of Rs.25 and above recovered by the 

Am ins or Summons peons of civil courts in execut ion of decrees in the out laying 

village.  

 (k)  Court  At tachm ents.-  To Taluk Treasury Officers at  Dist r ict  Headquarters for 

rem it t ing amounts recovered from  salary and establishment  bills towards court  

at tachm ents, to the Dist r ict  Treasury for credit  to the Judicial Deposits account  of the 

concerned courts;   

 ( l)  Pay and Allowances (Civil Officers) .-  The rem it tance of pay and allowance is 

not  ordinarily a bonafide public purpose, but  a Rem it tance Transfer Receipt  m ay be 

granted for the rem it tance of the pay and allowances of a Governm ent  servant  not  

working at  the place in which his pay is drawn;   

 (m )  Fam ily Rem it tance (Police) .-  To Police Officers and Policemen, for rem it t ing 

money to their fam ilies,  

 (n)  Subscript ion for a Public or Quasi-Public Purpose.-  I f Government  is desirous 

of facilitat ing the collect ion of subscript ions for any public or quasi-public purpose in 

which it  is interested, it  may allow the issue of one t ransfer receipt  a month from  any 

Treasury to the local Secretary or Treasurer of the fund or inst itut ion for the purpose 

of rem it t ing subscript ions to the cent ral body.  

 ( i)  Subscript ion of the Karnataka State Literacy Council.-  One R.T.R. per m onth 

may be issued at  par by all the Treasuries except  the Mysore Dist r ict  and Taluk 

t reasuries to the local Collector of subscript ions of the Karnataka State Literacy 

Council for t ransferr ing the sam e to the Chairm an of the said Council at  Mysore.  

 ( ii)  Cont r ibut ions towards the Vokkaligara Sangha, Bangalore.-  Sum s paid as 

cont r ibut ions towards the Vokkaligara Sangha, Bangalore, may be received and 

rem it ted by m eans of Rem it tance Transfer Receipts under the following condit ions:   

 (1)  Dist r ict  Treasuries may receive the subscript ions due to the Sangha and 

issue t ransfer receipts.  



 (2)  Only one Rem it tance Transfer Receipt  a m onth m ay be issued by each 

Dist r ict  Treasury receiving the subscript ions.  

 (3)  As only one receipt  could be issued each m onth, the Sangha should arrange 

for the collect ion of subscript ions due to it  in each Dist r ict  through its agents and 

rem it  the am ount  to the Dist r ict  Treasury once a m onth on any day convenient  to 

them .  

 (4)  The nam e of the Agent -only one, the rem it ter  in each dist r ict  should be 

int im ated, to the Dist r ict  Treasury concerned.  

 (5)  Transfer receipts m ay be drawn only on the State Huzur Treasury and in 

favour of a specified funct ionary of the Sangha, who should prom pt ly cash the 

receipts.  

 ( ii)  The Mysore Provincial Shanbhog’s Conference.-  The sum s cont r ibuted 

towards the funds of the Conference m ay be received in the State Treasuries and 

t ransfer receipts for rem it tance of the collect ions to Bangalore issued on the 

following condit ions;   

 (1)  Only one t ransfer receipt  a m onth m ay be issued by each t reasury receiving 

subscript ions.  

 (2)  As only one receipt  could be issued each m onth, the conference should 

arrange for the collect ion of sub-script ions due to it  in each taluk through its agents 

and rem it  the am ount  to the Dist r ict  or taluk t reasury once a m onth on any day 

convenient  to them .  

 (3)  Transfer receipts should be drawn only on the State Huzur Treasury, 

Bangalore, and in favour of the honorary Secretary of the conference who should 

prom pt ly cash receipts.  

 (4)  The President  of the conference should int im ate direct  to each Dist r ict  or 

Taluk Treasury, as the case m ay be, the nam e of the local agent  appointed for the 

collect ion of the subscript ion in that  taluk and for obtaining Rem it tance Transfer 

Receipts.  

 ( iv)  Mysore Boy Scouts Fund.-  Donat ions and subscript ions in aid of the fund 

may be received at  all t reasuries and Rem it tance Transfer Receipts issued in favour 

of the Chairm an, Headquarters Execut ive Commit tee, Bangalore.  

 (v)  Karnataka Police Sports Associat ion, Bangalore.-  Rem it tance Transfer 

Receipts will be issued at  par by all Dist r ict  and Taluk Treasuries except  Bangalore, in 

favour of the Secretary of the Associat ion for rem it t ing subscript ions realised, the 

number of Rem it tance Transfer Receipts to be issued from  any t reasury being lim ited 

to one per m onth;   

 (vi)  I ndian Red Cross Society, Bangalore.-  Not  m ore than one Rem it tance 

Transfer Receipt  per m onth m ay be issued by Treasuries for t ransferr ing 

subscript ions collected from  Village Panchayats to I ndian Red Cross Society in favour 

of the Honorary Secretary of the Society at  Bangalore;   



 ( vii)  For rem it tances on behalf of the Employee’s Provident  Fund.-  For t ransfer of 

cash for credit  to the Fund where there are no banking facilit ies afforded by the 

Reserve Bank of I ndia or the State Bank of I ndia.  

 (o)  Rem it tances between the officers of the Karnataka State Road Transport  

Corporat ion, which are m ade through R.T.Rs.  

 (p)  1[ Life I nsurance Corporat ion: -  Rem it tance Transfer receipts may be issued 

in favour of the Life I nsurance Corporat ion in respect  of life insurance Corporat ion 

Prem ia Collect ions]   

 (3)  The following rates of prem ium are recoverable in all cases of issue of 

R.T.Rs. other than for public purpose:   

 1. For sum s upto Rs.50                        0-06   Paise  

 2. For sum s  in excess of  Rs. 50 upto 

  and including Rs. 100   0-12    “  

 3. do  Rs.100  “   Rs. 150  0-19   “  

 4. do  Rs.150   “  Rs. 200  0-25   “  

 5. do  Rs.200  “  Rs. 250  0-31   “  

 6. do  Rs.250  “  Rs. 300  0-37   “  

 7. do  Rs.300  “  Rs. 350  0-44   “  

 8. do  Rs.350  “  Rs. 400  0-50   “  

and so on ( i.e., 0-06 paise for every Rs.50 or fract ion thereof) .  

 251. The issue of Rem it tance Transfer Receipts for revenue and receipts noted 

below received is one taluk on account  of another is st r ict ly forbidden:   

 (1)  Regist rat ion Memo Fees.-  These rem it tances should be credited at  once to 

the proper head in the Treasury at  which they are tendered, the Dist r ict  Regist rars, 

on account  of whom  these am ounts are received, being given the necessary 

int im at ion to m ake needful ent r ies in their  accounts.  

 (2)  Sale proceeds of Timber, Sandalwood, etc.-  These sum s should be 

accompanied by a requisit ion from  the Assistant  Conservator or other Forest  Officer 

by whom  the sales were conducted for credit  to ‘Forest  Rem it tances’ Advice of such 

credits will be sent  to the Dist r ict  Forest  Officer concerned clearly specifying the 

nam e of the purchaser or other person by whom  the am ounts were tendered and 

also the number and date of the advice or rem it tance challan issued by the Dist r ict  

Forest  Officer to enable the lat ter to m ake necessary ent r ies in his books.  

 (3)  Land and Excise Revenue.-  Challans in duplicate containing full part iculars 

should invariably accompany, when any Land and Excise Revenue belonging to one 

taluk is tendered for receipt  into a t reasury in another taluk in the same dist r ict . The 

sum  should then be credit  to the proper head of account  due int imat ion of the credit  

being sent  to the Tahsildar of the taluk concerned through the Deputy Com m issioner 

of the Dist r ict .  



  I n the cases m ent ioned above, the demand, collect ion and balance 

statements of the taluk to which the revenue belongs will include the amounts 

collected elsewhere on its behalf, while the taluk in which the moneys are actually 

received and credited will om it  the same from its demand collect ion and balance 

statem ents.  

  The difference between the dem and, collect ion and balance statements and 

the t reasury credit  should be explained by footnotes in the demand, collect ion and 

balance statem ents.  

 (4)  Sum s tendered in adjustm ent  of advances.-  The pract ice of issuing 

Rem it tance Transfer Receipts for sum s tendered in adjustm ent  of advances, except  

in the case of perm anent  advance should be discont inued. Challans tendered with 

such sum  should clearly specify whether the original advance was made from  the 

permanent  advance or otherwise. The challans should also furnish the nam e of the 

t reasury from  which, and the m onth in which the original advance was drawn, the 

aggregate   am ount  thereof, and the balance, if any, due after deduct ing the am ount  

tendered. The am ounts so tendered should be credited to “  Advances recoverable  or 

other appropriate head, and a schedule of such sum s with full part iculars and the 

original place of debit  should accompany the t reasury cash accounts m onthly.  

  For the issue of the int im at ion referred to above to other taluks, etc., Form  

50 should be used.  

 252. Deleted.  

I SSUE OF DUPLI CATES OF REMI TTANCE TRANSFER RECEI PTS  

 253. When sat isfactory evidence has been given that  a rem it tance t ransfer 

receipt  has been either lost  or dest royed, and an applicat ion is made within a 

reasonable period after issue and of course, therefore, before it  has lapsed, a 

duplicate m ay, without  reference to the Accountant  General, be granted to the party 

who obtained the original, or to the payee, or the legal representat ive of either but  

to no other person. I f the rem it tance t ransfer receipt  is not  presented for paym ent  

within three months, it  will be necessary for the applicant  to produce a cert if icate of 

non-payment  from  the drawee, the issue of this cert if icate will of course, be no bar 

to the payment  of the lost  bill,  if presented before the duplicate is paid.  

  Note 1.-  I n the case of a lost  Rem it tance Transfer Receipt  issued to the 

public, applicat ion for a ‘duplicate’ should be made, within a reasonable t ime, i.e., 

within a period of lapse and with the counterfoil of R.T.R. at tached to the applicat ion. 

Though Governm ent  do not  guarantee to com pensate for the value of a lost  R.T.R. 

they will be prepared to inst itute reasonable enquir ies and after obtaining 

sat isfactory proof of non-paym ent  of such a R.T.R. from  the t reasury drawn upon, 

the issuing t reasury will grant  duplicate on payment  of a second commission.  

  Note 2.-  when a Rem it tance Transfer Receipt  is proved to have been lost  in 

t ransit  from  the issuing t reasury, a duplicate Rem it tance Transfer Receipt  may be 

issued as a special case free of commission provided that  a non-payment  cert if icate 



is obtained from  the paying t reasury and that  the paying t reasury is inst ructed not  to 

encash the original Rem it tance Transfer Receipt  lost  in t ransit .  

  Note 3.-  Duplicate of Rem it tance Transfer Receipts will be issued to the 

public in lieu of lost  ones when the counterfoils of the original Rem it tance Transfer 

Receipts are also lost  by the part ies, on paym ent  of a second com m ission and on 

furnishing a guarantee in the following form  by the part ies concerned.  

  “ I  do hereby guarantee to m ake good to Governm ent  the sum  of 

rupees.... . . . . . . . . . . . . . . . . . . .  being the am ount  of Rem it tance Transfer Receipt  bearing 

No.... . . . . . . . . . . . . . . .  and dated ... . . . . . . . . . . . . . . . . . . .  due to... . . . . . . . . . . . . . . . . . . . . . . . .  in case a 

double payment  is made in consequence of the loss of the original Rem it tance 

Transfer Receipt . A duplicate thereof m ay be issued at  m y request ” .  

CANCELLATI ON AND REFUND  

 254. A Rem it tance Transfer Receipt  can be paid at  the t reasury if presented 

within three m onths after the m onth of issue or renewal.  

 255. No Rem it tance Transfer Receipt  can be cancelled without  surrender of the 

whole set . Thus, if a duplicate or a t r iplicate has been issued, the bill can be 

cancelled only if the original, together with the duplicate (and the t r iplicate if issued)  

are surrendered. Consequent ly, no refund can be  made on a lost  Rem it tance 

Transfer Receipt , a duplicate m ust  be obtained and payment  taken at  the Treasury 

drawn on.  

 256. All parts being surrendered, a Rem it tance Transfer Receipt  may be cancelled 

and its am ount  refunded at  the discret ion of the Treasury Officer, on the applicat ion 

of the rem it ter, provided the R.T.R. is not  lapsed to Governm ent .  

 257. Although no difficulty should be m ade about  the cancellat ion of Rem it tance 

Transfer Receipt , it  m ust  be clearly understood that  they can be cancelled only as on 

indulgence and for cause shown. No prem ium which has been levied can be 

refunded.  

  Note.-  I f alterat ion of the nam e only of the payee is required by the 

rem it ter, it  will suffice for the drawer to alter the name in the rem it tance t ransfer 

receipt  init iat ing the correct ion.  

 258. Deleted.  

EXCHANGE  

 259. (a)  A t reasury Officer will grant  a t ransfer receipt  in exchange for one drawn 

on him  (1)  if on the public service, only if the payee be a public officer and requires 

the receipt  to be exchanged for reasons to be stated in his applicat ion:  (2)  if for a 

private rem it tance, only if the payee has been removed to the neighbourhood of a 

Treasury different  from  that  or iginally drawn on.  

  Note.-  A rem it tance t ransfer receipt  is said to be exchanged when the 

payee, being unable to appear and take paym ent  in cash, applies for a new one, 

endorsing the original  “Received paym ent  by t ransfer receipt  on 

... . . . . . . . . . . . . . . . . . . . . . . . . . . .”   I f he can appear and take paym ent  in cash, his obtaining a 



new rem it tance t ransfer receipt  with the cash paid on the old one is a mat ter to be 

disposed of under ordinary rules.  

 (b)  Deleted.  

TRANSFER RECEI PTS TO POLI CEMEN  

 260. I n the case of policemen’s rem it tances, the Commanding Officer will forward 

the Rem it tance Transfer Receipts to the payee direct . Descript ive rolls of the payees 

duly filled in and signed will at  the same t ime be sent  to the t reasury officers 

concerned.  

 (1)  The Com m anding Officer in the case of a policeman, is the Dist r ict  

Superintendent  of Police. There is no object ion, if such a course is preferred, or is 

required by departmental rules, to his sending the Rem it tance Transfer Receipt  to 

the Dist r ict  Superintendent  of Police of the dist r ict  in which the payee resides, who 

will deliver it  to the payee after sat isfying himself as to his ident ity.  

 (2)  These Rem it tance Transfer Receipts are payable to the part ies described in 

the roll.  I n cases of doubt ful ident ity, paym ent  m ay be m ade on proper security at  

the discret ion of the t reasury officer.  

 (3)  These Rem it tance Transfer Receipts also are current  for three m onths and 

may be cancelled as provided  for in Art icle 254.  

 261. Deleted.  

 

 

CHAPTER XV -  CHARI TABLE ENDOW MENTS  

ACCEPTANCE OF DEPOSI T  

 262. The following are the rules under which Govern-  m ent  accept  the deposit  of 

moneys in the Government  t reasuries by private gent lem en who wish to secure 

permanent  income for the charit ies which they have already established or 

contemplate establishing within the State.  

 I .  No deposits will be accepted for sum s below     Rs.1,000  or above 

Rs.1,00,000.  

 I I .  The rate of interest  for such deposits which shall be payable half-yearly shall 

be fixed by Governm ent  from t im e to t im e. I n cases in which Governm ent  have 

com m it ted them -  selves to allow higher rates perm anent ly, such rates are to be 

cont inued.  

 I I I .  Deposits will be received only on behalf of benevolent , charitable or 

educat ional inst itut ions or objects of a kind, which may be considered legit imate 

objects of public expenditure, Governm ent  reserving to them selves the r ight  to 

determ ine, in each case, whether the charity on behalf of which applicat ion is made 

is of a character that  deserves encouragem ent .  



 I V. The person wishing to m ake a deposit  under these rules shall execute a 

docum ent  to binding him self, his heirs, executors or adm inist rators,  and the 

t rustees, m anagers or agents  appointed  by him  or them , (a)  not  to dem and at  any 

t im e the whole or any port ion of the principal of the sum  deposited, (b)   not  to use 

the interest  payable by Government  for any purpose other than the one specified, 

and (c)  to keep and m aintain a t rue and correct  account  of the expenditure of the 

interest  drawn in such form  and with such details as Government  may from  t ime to 

t ime prescribe. The account  shall be open to the inspect ion of a Governm ent  servant  

or Governm ent  servants deputed for the purpose by Governm ent  from  t im e to t im e. 

Whenever it  be found that  the interest  paid on the deposit  has not  been used for the 

benefit  of the inst itut ion nam ed Governm ent m ay withhold the paym ent  of interest  

unless and unt il the depositor, his heirs, executors, or adm inist rators or his or their  

t rustees subm it  a schem e of m anagem ent  to the sat isfact ion of Governm ent . The 

document  to be executed by persons making deposits under the above rules will be 

in Form  51 and the accounts to be m aintained by the Managers on account  of 

Charitable Endowment  Funds will be prepared in Form  52.  

 V. An annual report  on the adm inist rat ion of the charity accom panied by 

abst racts of the accounts referred to in rule I V in such form  and with such details as 

Government  may from  t ime to t ime prescribed, shall be subm it ted in respect  of cash 

deposit  to which the benefit  of the order is extended.  

 VI . Governm ent  are at  liberty at  any t ime to term inate the system of receiving 

deposits as above for charitable purposes.  

 263. (a)  The Commissioner for Charitable Endowm ent  is authorised to accept  

Charitable Endowm ents under the above rules.  

  The m inimum amount  of endowment  for acceptance by the Muzrai 

Commissioner is reduced to Rs.250 subject  to the understanding that  the other 

condit ions laid down in the Charitable Endowment  Rules are sat isfied.  

  Sum s of Rs.250 and above m ay be accepted as Charitable Endowm ents in 

m ult iples of Rs.50 (Rupees fifty) .  

 (b)  Deputy Com m issioners of Dist r icts are empowered to deal with and to 

accept  all cases of Charitable Endowm ents of Rs.250 and above up to Rs.1,000 only 

subject  to the condit ions laid down in the Charitable Deposit  Rules, cases of one 

thousand rupees and above being dealt  with by the Muzrai Com m issioner.  

 264. The Director of Public I nst ruct ion is em powered to accept  all charitable 

Endowments for educat ional purposes for which no special rates of interest  are 

expected subject  to a m inim um  of Rs.250 in each case.  

PAYMENT OF I NTEREST  

 265. I nterest  on these deposits is payable in July and January of every year and 

is paid on bills (Form  53)  countersigned by the Deputy Commissioner or other 

Government  servant  authorised to countersign such bills.  



 1. Bills claim ing payment  of the half-yearly interest  due should, in the first  

instance, be presented by the m anagers of the inst itut ions to the countersigning 

officer with a report  on the condit ion of the inst itut ions concerned, The Manager or 

the Managing Bodies of the Charitable Endowm ents should subm it  to the  

Government   servants who countersign the bills for interest  on the endowments, an 

annual report  on the adm inist rat ion of the charity and a br ief statem ent  of the 

accounts as required by the agreem ents executed by them on or before the 15th of 

January every year. No bill for interest  should be countersigned after that  date 

except  on the receipt  of the annual report  referred to above and after the 

countersigning officer has sat isfied himself that  the interest  drawn previously has 

been properly ut ilised or accounted for. A cert if icate to this effect  should be recorded 

on the bill by the countersigning officer. 

 2. I n case the Deputy Com m issioner or other Governm ent  servant  is sat isfied 

that  the affairs of the inst itut ions are systemat ically m ismanaged, he may refuse to 

countersign the bills so subm it ted, a writ ten not ice to this effect  being immediately 

sent  to the Managers of the I nst itut ions concerned.  

 3. The Deputy Commissioner by himself or through his sub-division officer 

should, whenever possible, enquire into the conduct  of such inst itut ions and once a 

year at  least  exam ine in detail the accounts maintained by their Managers. Any case 

of systemat ic m ismanagement  should immediately be taken not ice of and rem edial 

m easures adopted.  

  Note.-  Arrear claim  of interest  on Charitable Endowment  Deposits which are 

more than 3 years old shall require sanct ion of Governm ent  and those within three 

years m ay be sanct ioned by the concerned Heads of Departm ents. 

 

 

CHAPTER XVI  -  DEPOSI TS 

DEPOSI TS  

 266. I n  connect ion with the t ransact ion of public business  the Governm ent  

receive moneys deposited with them  for various purposes by or on behalf of various 

public bodies and members of the public, and afterwards account  for them  by 

repaym ent  or otherwise. Any departm ent of the Governm ent  m ay receive such 

deposits;  a large number of them relate to the revenue adm inist rat ion or the 

adm inist rat ion of just ice. I n relat ion to certain classes of deposits, e.g., Deposits of 

local Funds, the Governm ent ’s funct ion is m erely that  of a banker ;  in connect ion 

with certain other classes e.g., Civil Deposits they also cont rol the adm inist rat ion of 

the m oneys. 

  The Government  somet imes decide to set  aside sums from  the revenues of a 

year or a series of years to be accumulated as a “ fund” , the balance at  the credit  of 

which is held as a deposit  and expended on specified objects. They also receive 

cont r ibut ions from  other sources to som e such funds which they adm inister.  



  The t ransact ions relat ing to m oneys of the kinds described above are 

accounted for in the “Deposit  Sect ion”  of the Governm ent  accounts.  

  This Chapter deals with “Civil Deposits” , which include the classes of 

deposits closely connected with the adm inist rat ion of various Governm ent  

departm ents and cont rolled by the Governm ent .  

DI FFERENT CLASSES OF DEPOSI TS 

 267. Deposits proper are classified according to the departm ents through which 

they are received. The usual classes are:   

 1[ I  Non-Judicial Deposits  

 ( i)  Revenue Deposits  

 ( ii)  Other Departm ental Deposits  

 ( iii)  Deposits under various cent ral and State Acts.  

 ( iv)  Security Deposits  

 I I  Judicial Deposits]   

  Another im portant  class is Personal Deposits for which special forms are 

provided and the account  kept  of them  in the t reasury is of the nature of a banking 

deposit  account , necessary detailed accounts being maintained by the Adm inist rators 

of deposit  accounts.  

  Other classes m ay be added under the orders of the Accountant  General;  

the account  of these are kept  by separate item s.  

LI MI TATI ONS  

 268. I t  is the duty of the t reasury officer to see that  no item  is credited as 

deposit , save under formal orders of competent  authority, and also, if the am ount  

could be credited to som e known head in the Governm ent  account  to m ake 

representat ions to the court  or authority ordering its acceptance. No sum s are to be 

credited in any deposit  register which can be carr ied to any other head of account ;  

for example, revenue paid to Government  on account  of a dem and not  yet  due 

should at  once be finally carr ied to the proper head of account  and should not  be 

shown as deposits: -   

  Note.-  Governm ent  Prom issory Notes or other security deposits (not  being 

cash)  received from  revenue farm ers, contractors or other part ies, m ust , on no 

account , be credited to deposits.  

 (a)  I tem s of the following nature should be credited as revenue of the 

departm ent  concerned and should not  be   shown as deposit :   

 ( i)  Land Revenue collected in one taluk on account  of another and revenue 

received by postal m oney order. Such rem it tances should be accompanied by a 

m em orandum  giving full part iculars of the am ount  due and of the propert ies on 

account  of which paym ent  is m ade;   



 ( ii)  Proceeds of sales of Government  property r ights, etc., such as land, am arai, 

hulbanni building site, or lease of salt -pans, fishery, lime quarr ies, and fines levied 

for unauthorised cult ivat ion or appropriat ion of land in the Revenue Departm ent ;   

 ( iii)  Sale proceeds of m inor forest  produce, fuel, sandalwood, tangadi bark etc., 

in the Forest  Departm ent ;   

 ( iv)  Tree tax, Regist rat ion fees on arrack shops, sale proceeds of date t rees and 

khist  am ount  of excise shops in the State Excise Departm ent ;   

 (v)  Receipts for which full part iculars are not  known should be credited as 

“Miscellaneous Receipts”  of the departm ent  concerned or under “LI I  Miscellaneous-  

Miscellaneous Receipts”  and adjusted if necessary, to the proper heads subsequent ly.  

 (b)  the t reatm ent  of the following item s as deposits is prohibited:   

 ( i)  Pay and Allowances.-  No pay, pension or other allowance or any other 

m oney drawn from  the t reasury should be placed in deposit  on the ground  of the 

absence of the payee or for any other reason. The pay of no individual in an office 

should be drawn t ill the claimant  appears.  

  When a pension is granted to several persons joint ly, it  may not  be drawn 

on the appearance of one claim ant  only, and paym ent  of his com puted share m ade, 

the balance being placed in  deposit .  

 ( ii)  Fines.-   No fines should be placed in deposit  on the ground that  appeal is 

pending;  they should be credited at  once to Governm ent , and refunded if necessary, 

on the orders of the appellate court . But  com pensat ion fines ( including costs in 

cr im inal cases)  due to an injured party, and not  to Governm ent  should be kept  in 

deposit  as per Art icle 281 infra;   

 ( iii)  Refunds.-  Refunds whether of stamp or of other receipts, can be drawn only 

on the appearance and on the receipt  of the person ent it led to them  after the 

product ion of due authority. On no account  m ay they be charged on the receipt  of a 

Governm ent  servant  and lodged in deposit  pending dem and;  

 ( iv)  I m prest  on account  of Municipal, Dist r ict  Fund and other Works.-  This should 

not  be credited to deposit  in the t reasury accounts and operated upon as a current  

account ;   

 (v)  Cont r ibut ions towards the Const ruct ion or Repairs or equipm ent  of Schools, 

Dispensaries, or other Governm ent  I nst itut ions.-  These should be credited into the 

appropriate final revenue heads concerned not  kept  under deposits;   

 (vi)  Fines out  of which rewards  are payable,  

 (vii)  Rewards to informers;   

 ( viii)  Advances made by land-holders to pay the surveyors engaged in the 

part it ion of their  estates.  

 269. (a)  The net  sale proceeds of im pounded cat t le are to be taken in deposit  for 

three m onths, and if no claim  be m ade within that  t im e, are to be credited to the 



proper account . I n the case of dist rained cat t le, the sale proceeds should be kept  in 

deposit ,  pending confirm at ion of the sale.  

 (b)  The sale proceeds of unclaimed property are not  to be placed in deposit  at  

all;  the property itself is to be kept  for six months, but  money realised by sale is to 

be placed at  once at  the disposal of Governm ent , and should be taken to the credit  

of “Adm inist rat ion of Just ice” .  Except ion must , however, be made in the case of 

property left  by persons dying intestate and without  heirs, which civil courts will 

secure and hold for certain periods in accordance with the law.  

 (1)  I f unclaimed property be perishable and be sold because it  cannot  be kept , 

its proceeds should be held for six m onths in deposit  but  the circum stances should 

be clearly stated under “Nature of deposit ” .  

 (2)  Money belonging to prisoners in jails should not  be held by the jail 

authorit ies for long terms;  but  should be rem it ted to the t reasury to the credit  of the 

Personal Deposit  Account  of the Superintendent  of the jail concerned within a m onth 

of collect ion. Separate Ledger Accounts should be maintained in this behalf by the 

jail authorit ies for convicts and under- t rails.  

 (3)  The Police Departm ent  should have no deposits;  property found by, or 

delivered up to a police officer should be made over to the Magist rate for deposit ;  

proceeds of sale of old stores or other Governm ent  property should be paid into the 

t reasury for credit  to Governm ent ;  no pay, reward or other Allowance payable to a 

police officer should be held undisbursed.  

 270. The funds of quasi-public inst itut ions, even when aided by Government  as 

dispensaries are, may not  be placed in deposit  without  the special sanct ion of 

Governm ent . Nor can any jewels or other property received for custody and 

restorat ion in kind be brought  on the deposit  register, though the value m ay be 

stated in m oney. 

  Note.-  Funds of quasi-public inst itut ions can be placed in the Savings Bank 

and operated upon under Savings Bank Rule. 

1 [ NON- JUDI CI AL DEPOSI TS]  

 271. (1)  Revenue Deposits.-  The following com e under this m inor Head: -  

 (a)  Sale proceeds of lands sold for arrears of revenue unt il the sale is confirmed. 

 (b)  Undisbursed Com pensat ion for lands whenever any am ount  of com pensat ion 

for lands is tendered for Deposit  (Judicial or Non-Judicial)  a receipt  in the Form  

prerscribed under the Rules in Appendix-VI I  should invariably be sent  to the 

Accountant  General.  

 (c)  Fees for survey of waste lands pending sale.  

 (d)  Receipt  of estate under at tachm ent  or about  to be sold for arrears of 

Revenue.  

 (e)  Sale proceeds of land or other property sold under Act  VI I I  of 1865 which 

are not  at  once paid to the land holder concerned.  



 ( f)  Crop at tachm ent  fees recovered under Sect ion 147 (c)  of the Land Revenue 

Code.  

 (g)  All m oneys due to inam dars on account  of com pensat ion and interest  

thereon, when it  is not  possible to pay these amounts on appointed dates for several 

reasons like court  at tachm ent  etc.  

 (h)  Tree plant ing Deposits.  

 ( i)  Money received from  Governm ent  Servant  of the Cent ral Governm ent  for 

paym ent  to certain claim ants in Karnataka, e.g., com pensat ions to ryots for 

evacuat ing villages or for damage due to land under cult ivat ion during art illery field 

fir ing m ay if necessary be held in deposit  under this head.  

 (2)  Other Departm ental Deposits.-  The following com e under this m inor head.-   

 (a)  Am ounts due to deceased pat ients in Hospitals pending payment  to the 

r ight ful claim ant .    

 (b)  Sum s due to cont ractors on closed  accounts of works of the Civil 

Departm ents.  

  Note.-  Sum s of m oney tendered by private persons or corporate bodies as 

reward for detect ion of cr ime or other good work may be accepted by the 

Superintendent  of Police and Deposited in the Treasury under this head.  

  After the disposal of the case to which the reward refers, the Superintendent  

shall withdraw the m oney from  the Treasury and if the rewards has been earned 

dist r ibute it ,  provided that  before m aking the dist r ibut ion he shall obtain the sanct ion 

of the com petent  authority to the paym ent  of reward. I f the reward is not  earned by 

any one, the Superintendent  shall refund the m oney to the depositor. 

 (3)  Deposits under various Cent ral and State Acts.-   

 (a)  All moneys paid by or recovered from  part ies under several Sect ions of the 

Karnataka Tenancy Act , 1952.  

 (b)  Moneys received in the process of execut ion of decree under the Karnataka 

Co-operat ive Societ ies Act  by the Officers of the Co-operat ive Departm ent .  

 (c)  Deposits under Cent ral Labour Act .  

 (d)  Deposits m ade by consum ers in pursuance of Sect ion 24 (2)  of the I ndian 

Elect r icity Act  1910 in favour of the Governm ent  Elect r ical I nspector.  

 (4)  Security Deposits.-The following com e under this Minor Head and are 

grouped under appropriate detailed heads ment ioned below.-   

 ( i)  Security Deposits obtained from  Governm ent  Servants   who are in charge 

of cash, stores, etc.,  

 ( ii)  Earnest  Money Deposits.-   

 (a)  Security Deposits in case of arrack and toddy cont ractors for the due 

performance of the condit ions of the cont ractors entered into by them and the init ial 

deposits m ade by intending bidders  at  auct ion sales of Excise Opium Privileges.  



  Note.-  Selling Officers are authorised to receive the init ial deposits return 

those of unsuccessful bidders at  the close of the days sale and rem it  to the Treasury, 

the init ial and further deposits m ade by successful bidders. Deposits of unsuccessful 

bidders which are not  returned at  the close of each day’s sale will also be credited to 

the Treasury.  

 (b)  (1)  Earnest  m oney deposited direct  by tenderers.  

 (2)  Earnest  Money Deposits received from intending tenderers of the Civil 

Departm ent .  

  Except ion.-  Earnest  Money Deposit  received by the Director, Stores Purchase 

Departm ent  and the Director of Health and Fam ily Welfare Services from  various 

firm s and m anufacturers of drugs and from  suppliers should be accounted for under 

a personal deposit  account . Such deposits received through the inter-State Suspense 

Account  also should be dealt  within the sam e way.  

Unclaimed deposits outstanding in their personal deposit  account  will lapse under the 

rules applicable to the judicial deposits. For this purpose the period will count  from  

the date of deposit  in case of unsuccessful tenderers and from  the date of receipt  of 

complet ion cert ificate from the intending departm ents in the case of successful 

tenderers. The account ing procedure prescribed for Judicial Deposits in Appendix-XI  

will apply to these deposits also.  

 (c)  Cash Deposits of cont ractors as security for execut ion of works of the Civil 

Departm ents. 

 ( iii)  Other Security Deposits.-   

 (a)  Security Deposits furnished under the Karnataka Entertainm ent  Tax Act , 

1958.  

 (b)  Earnest  Money Deposits by the Trainees of Sericulture Training school, 

Channapatna.  

 (c)  Money tendered at  Jails towards the Security Deposits for the release of 

pr isoners on parole or fur lough by officers incharge of lockups and Superintendent , 

Borstal School may be deposited in the Treasury under the head Security Deposits.  

 (d)  Security Deposits payable under the Karnataka Sales Tax Act , 1957.  

 (e)  Security Deposits furnished under Motor Vehicle Act , 1939 (Cent ral Act , 4 of 

1939) .  

 ( f)  Security Deposits realised by the Police Departm ent  under the Motor Vehicle 

Tax Act .  

 (g)  Deposits of lease and licence holders in the Geological Departments.  

 (h)  Caut ion Money Deposit  of House Surgeons and internees (Medical 

Departm ent ) .  

 ( i)  I nit ial Deposit  by the loanees under the schem e for issue of t ractors and 

other implements on Hire Purchase System .  



1 [ NON- JUDI CI AL DEPOSI TS -  REPAYMENT]   

 272. A person claim ing refund of a deposit  m ust  produce  an order of the court  or 

other authority which ordered acceptance of the deposit ;  the Treasury Officer will 

com pare this order with the ent ry in the register of receipts and if the balance be 

sufficient , he will take the payee’s receipt , make payment , and record it  at  once 

under his init ials, both in the register of repayments (Form  54)  from  which a daily 

total is carr ied to the Cash Book and in that  of receipts, not ing in both also the date 

and am ount  of the repaym ent . I f there be not  a sufficient  balance at  credit  of the 

part icular item , the Treasury Officer will endorse this fact  on the order and return it  

to the person present ing it .   

  Note.-  Unless it  be otherwise provided by any law or rule or order issued by 

com petent  authority, deposit  re-paym ent  order shall remain in force for a period of 

three m onths from  the date on which I t  was issued, after which no repaym ent  can be 

made on its authority, unless it  is revalidated.  

  Note 2.-  I f an order of at tachm ent  is served on the t reasury officer by a 

Court , paym ent  of a deposit  to the extent  of at tachm ent  m ay be m ade to the Court , 

on dem and, through a refund order passed by the court  or if a copy of the 

at tachement  order is at tached to the bill.   

FORM OF VOUCHERS  

 273. Every order issued by a court  or other authority for the paym ent  of m oney 

from  a t reasury shall be in English, unless the presiding officer is not  acquainted with 

that  language in which case it  may be in Kannada. I f the disbursing officer does not  

understand English and the Governm ent  servant  ordering the paym ent  does the 

order for paym ent  shall be both in Kannada and in English.  

  Form  55 has been prescribed for the paym ent  order and voucher for 

deposits repaid.  

  Note.-  The pract ice of issuing orders in Kannada, for paym ent  of m oney 

wherever it  is in vogue, m ay be cont inued.  

 274. At  the t im e of inspect ion of t reasuries a cert ificate must  be recorded on the 

ext ract  register of receipts. of dist r ict  and sub- t reasuries by every officer inspect ing 

the dist r ict  and sub- t reasuries that  he has himself carefully exam ined the register 

and that  ent r ies are m ade with the utm ost  care and regular ity.  

CLEARANCE REGI STER  

 275. (a)  I n April of each year, the outstanding balances in the receipt  register of 

the second preceding year, which are not  reported for lapse under Art icle 278 should 

be t ransferred to a Clearance Register in Form  57 with suitable changes in the 

headings, with a view to repaym ents during next  two years being recorded on it  by 

the dist r ict  t reasury in the columns provided for the purpose. To this Clearance 

Register should also be t ransferred any items in the last  preceding Clearance 

Register but  one that  are for special reasons not  allowed to lapse to Governm ent  



under rules while the bulk of the outstanding in it  so lapses. Thus the statement  as 

on 1st  April 1955 should include: -   

 (1)  I tem s ( if any)  reserved from lapsing under Art icles 278.  

 (2)  Deposits of 1953-54.  

 (b)  Old item s thus t ransferred from  one Clearance Register to a second one 

should be carefully watched by the t reasury officer and m ust , in the ordinary course, 

lapse at  the end of two years for which the lat ter is current . They cannot  be allowed 

to be carr ied to a third Clearance Register without  the special sanct ion of the 

Accountant  General.  

 (c)  I n the t reasury, the paym ents of its entered in the Clearance Register should 

be recorded in the Clearance Register as well as in the Register of Receipts against  

the original credits as required under Art icle 272.  

 276. At  the foot  of each Clearance Register, a memorandum in the following form  

should be appended and the total am ount  agreed with the closing balance in the Plus   

and Minus m em orandum  of March allowing for lapses: -   

  Balance on the 31st  March of last  year but  three  000    

 Do  do  two  000  

   Do  do  one   000 

    Do  last  year   000  

      Total    000  

 277. A cert ificate from  the adm inist rator of every personal  ledger account  to the 

effect  that  the balance claimed by him  is of a named amount , and detailing his 

outstanding cheques in order to explain the difference between his balance and that  

adm it ted by the t reasury officer in his Plus and Minus m em orandum  should be 

t ransm it ted along with the Clearance Registers for other classes of deposits.  

LAPSES -  ANNUAL ACCOUNT 

 278. Deposits not  exceeding five rupees unclaimed during the whole of a financial 

year, balances not  exceeding, five rupees in each case of deposits part ly repaid 

during the year then closing and all deposits unclaimed for m ore than three com plete 

financial years, shall at  the close of March in each year, be credited to Government  

by m eans of t ransfer ent r ies in the Audit  office. Of deposits or balance thus lapsing, 

the t reasury office m ust  forward to the Accountant  General not  later than 1st  of May, 

a list  in the Form  58. For the purpose of this Art icle, the age of a repayable item  or 

of a balance of it  may be reckoned as dat ing from  the t im e when the deposit  or the 

balance, as the case may be, was init ially deposited except  that  in case of deposits 

the detailed accounts of which are maintained by the departm ents them selves and 

not  by the t reasuries, the age of any repayable item  shall be reckoned with reference 

to the provisions in the concerned departm ental regulat ions.  

 (1)  Early in March the old registers of deposits should be taken up, and an 

ext ract  m ade of those of each class which would, in the ordinary course, whether 



from  age or pet t iness, lapse at  the end of the month. This list  should then be 

reviewed by the t reasury officer, and any item , which in his opinion should not  be so 

dealt  with, should be st ruck out  and at  the same t ime ( if it  be an item  lapsing from 

age)  entered on the first  page of the Annual Clearance Registers for that  class, full 

details of the reasons why it  is not  to lapse being given in a covering memorandum. 

Sim ilar ly, if any item  is repaid in the course of the month, it  should be st ruck out  of 

this list  at  the sam e t im e as the paym ent  is entered in the registers of receipt  and 

repaym ent . On the 31st  of March, each of these lists should be again checked with 

the Register of Receipts, wherein its item  should be marked off as having lapsed and 

been credited to Governm ent  on 31st  March and the total of the list  should be 

deducted in the Plus and Minus m em orandum  from  balance shown at  credit  of the 

part icular class of deposits, the list  itself, signed by the t reasury officer, being 

forwarded to the Accountant  General.  

 (2)  I n preparing the lapsed statement , the item s should be entered in 

chronological order, and separate totals should be given for deposits relat ing to 

different  years. 

 (3)  The following inst ruct ions which are explanatory of the above rules are 

inserted for the inform at ion and guidance of Treasury Officers: -   

 (1)  All deposits will lapse at  the close of the first , the second, the third or the 

fourth account  year of deposit . I n no case m ay they be retained in the deposit  

registers for m ore than three account  years subsequent  to the year of deposit  except  

when specially reserved.  

 (2)  I n the case of deposits exceeding five rupees,  

 (a)  I f they are part ly repaid in the year of deposit  and the balance is thereby 

reduced to five rupees or less, the balance will lapse at  the close of that  year, i.e., 

the year of deposit .  

 (b)  I f the balance after repaym ent  or repaym ents be reduced to five rupees or 

less in the first  or the second account  year following the year of deposit , the balance 

will lapse at  the close of the first  or the second account  year following the year of 

deposit , respect ively.  

 ( c)  I n all other cases, in which either no repayment  is made or the balance after 

repaym ent  exceeds five rupees the deposits or the balances of deposits, as the case 

may be, will lapse at  the close of the third account  year following the year of deposit .   

 (3)  I n the case of deposits not  exceeding five rupees they will lapse at  the close 

of the first  or the second year of deposit  as detailed below. I n no case will these 

deposits be retained in the deposit  registers for the second account  year following 

the year of deposit . 

 (a)  I f no repaym ent  be m ade in the year of deposit  and also in the year 

immediately following, the amount  will lapse at  the close of the lat ter year.  



 (b)  I f a repayment  be made in the year of deposit ,  the balance will lapse at  the 

close of the year I . 

 (c)  I f no repaym ent  be m ade in the year of deposit  and one is made I n the year 

immediately following, the balance will lapse at  the close of the account  year 

following the year of deposit .  

 (4)  The annual account  of lapses should be very carefully prepared. A careful 

observance of the inst ruct ions contained in this Art icle will facilitate the preparat ion 

of this account . The Treasury Officers should sim ply deduct  the total am ount  of 

lapses from  the Plus and Minus m em orandum , subject  to any am endm ent  that  m ay 

be m ade by the Accountant  General and not  to m ake. any t ransfer adjustm ent  of it  

in their account , as this is made by the Accountant  General after the statem ents 

have been verified by him .  

 279. (1)  Deposits, the detailed accounts of which are not  kept  at  the Treasury 

and which are credited to Governm ent  under the preceding art icle cannot  be repaid 

without  the sanct ion of the Accountant  General who will authorise payment  on 

ascertaining that  the item  was really received and was carr ied to the credit  of the 

Government  as lapsed and that  the claimants’ ident ity and t it le to the m oney are 

cert if ied by the officer signing the applicat ion for refund.  

 (2)  Deposits, the detailed accounts of which are kept  at  the t reasuries and 

which are credited to Governm ent  under the preceding Art icle may be refunded 

without  the sanct ion of the Accountant  General. The Treasury Officer, shall before 

authorising refund in such cases ascertain that  the item  was really received and is 

t raceable in his records, was carr ied to the credit  of the Governm ent  as lapsed and 

was not  paid previously and that  the claim ant ’s ident ity and t it le to the m oney are 

cert if ied by the officer signing the applicat ion for refund.  

  Note.-  The sanct ion/ paym ent  authority issued by the Accountant  General in 

cases covered by the, provision of sub- rule (1)  above will be valid for three months 

from  the date on which it  is issued after which no payment  can be made on its 

authority unless it  is revalidated.  

 280. The applicat ion for sanct ion will be made in Form  9. There must  be a 

separate applicat ion for deposits repayable to each person and it  will be used as the 

voucher on which paym ent  is to be m ade and forwarded to the Accountant  General 

with the list  of payments in which it  is charged.  

JUDI CI AL DEPOSI TS  

 281. The following items are included in this class of deposits: -   

 (1)  Sums received in civil courts in sat isfact ion of decrees.  

 (2)  Sale proceeds of intestate, property.  

 (3)  Security am ounts.  



 (4)  Com pensat ion fines and costs due to an injured party and not  to 

Government , I n cases subject  to appeal, t ill the period allowed for present ing the 

appeal has elapsed, or if an appeal be presented, t ill it  is decided.  

  Note.-  The fine should either be paid to the r ight ful claim ant  if claim ed, or 

cont inued in deposit  t ill they lapse under the ordinary rule.  

 (5)  Sale proceeds of perishable property unclaimed for six months.  

 (6)  Sale proceeds of property at tached for evading warrants for two years.  

 (7)  Print ing, typing and t ranslat ion charged deposited in the High Court .  

 (8)  Value of unused copying sheets returned by the Court  to the Treasury.  

 282. (a)  There are two m ethods in which Judicial Deposits accounts ( i.e., the 

accounts of Civil Court  and of Crim inal Court  deposits)  m ay be kept .  

 (b)  I n the first  of these each deposit  is separately paid into and drawn from  the 

t reasury upon docum ents passed  by the presiding officer and set t ing forth 

part iculars necessary for the ent r ies in the receipt  register. I n this case, the registers 

of receipt  and repaym ent  are kept , and the m onthly and annual returns and lapsed 

lists forwarded by the t reasury officer, I n the manner prescribed above, for Revenue 

Deposits, although the sets of registers and returns must  all be kept  separate from  

those of the revenue deposits for these, no further inst ruct ions are necessary. 

  Note 1.-  This m ethod is not  desirable if the judge or Magist rate is a separate 

officer and has to keep a separate set  of deposit  accounts for his own purpose. 

  Note 2.-  Money recovered under Art icle 90 by t reasury officers by deduct ion 

from  the salary bills of Gazet ted Government  Servants and also the amounts 

deducted from  the establishment  pay bills under warrants of at tachments received 

from  courts should be dealt  with as under;   

  I n the case of deduct ions on behalf of courts situated in the sam e stat ion, 

the amounts will be credited to Judicial Deposits direct  in the t reasury as soon as 

they are recovered from  the pay bills and int imat ion of recovery and credit  given to 

the courts concerned the sam e day to enable them  to note the t ransact ions in the 

courts’ registers and for issue to the Treasury of a formal receipt  order relat ing to the 

part icular recovery or a general order authorising credit  of the amounts recovered to 

judicial deposits.  

  I n the case of deduct ions on behalf of courts situated outside the stat ion, 

the t reasury officers will issue crossed Treasury Cash Orders for the at tached 

am ounts in favour of each court  and send the sam e to the concerned court  with the 

statement  of deduct ions. The commission recovered will be credited to “LI I -

Miscellaneous -  Miscellaneous-Prem ium on Supply Bills.”  

  Cash Orders issued in favour of Co-operat ive Societ ies under Note to Art icle 

252 need not  be crossed at  the issuing t reasury unless requested by the respect ive 

purchasers.  

 283. (a)  According to the other m ethod, the Civil Courts and Magist rates merely 

bank with the Treasury, rem it t ing without  detail their gross deposit  receipts for credit  



in a personal ledger and making repayments by cheques on the t reasury which are 

taken to debit  of the sam e personal accounts. These personal ledgers and the 

corresponding accounts and returns m ust  be kept  by the t reasury officers in the form  

prescribed for personal deposits, but  quite separate from  those of Personal Deposit  

paper, and they will be designated as Civil Court  or Crim inal Court  deposits.  

  Note.-  The t reasury officer, in sending as his vouchers paid orders of the 

Civil Courts, should at tach them  to the covering lists showing the num ber and 

am ount  of each.  

 (b)  The object  and effect  of this arrangem ent  is sim ply to relieve the t reasury 

officers of responsibilit y for the details of the deposit  t ransact ions, not  to abolish 

detailed record, but  to confine it  to the departm ental office in which registers of 

receipts and paym ents m ust  be kept  up in the same form  and be worked on the 

same principle, as prescribed above for the t reasury officer’s accountants of revenue 

deposits. The Civil Court  or Magist rate in this case is responsible for the monthly 

detailed returns to be dispatched to the Accountant  General (although the vouchers 

are sent  by the t reasury officer) , for the quarter ly cert if icate, and for the annual 

clearance registers and statem ent  of lapses.  

 (c)  The Civil Court  or Magist rate will incorporate in his own accounts and returns 

the deposit  item s of his subordinate courts. I t  may, however, be arranged that  some 

subordinate courts should keep independent  accounts and forward their  returns 

direct  to the Accountant  General.  

  Note.-  Each t ransact ion of receipt  or payment  of Civil and Crim inal Court  

deposit  m ust  be init iated by-   

 (a)  Judge or Magist rate, and  

 (b)  in the case of the High Court  by a Gazet ted Governm ent  servant  of the 

court .  

  Note 2.-  The Plus and Minus m em orandum  of the balance of deposit  should 

be stated by the Judge or Magist rate upon the Register of receipts t ransm it ted to the 

Accountant  General.  

 (d)  When the different  Civil Courts of a dist r ict  bank with the t reasury, the 

t reasury officer may, if it  facilitate the comparison of the accounts, open a personal 

ledger account  for each court , even though the deposit  t ransact ion of the 

subordinate courts be brought  by a superior court  in detail on its registers.  

 (e)  To prevent  disagreem ent  between the deposit  figures reported to the 

Accountant  General by Civil Courts and by Treasury Officers, it  is necessary to 

arrange that  the former shall report  only completed t ransact ions. A Civil Court  does 

not  usually receive m oney but  gives the intending depositor an order to the Treasury 

Officer to accept  I t ;  and though recording the issue of this order in a court  register 

with sufficient  detail,  it  will not  bring the item  on the deposit  register t ill the Treasury 

Officer advises receipt . Sim ilar ly it  will ascertain from  the t reasury at  the close of the  

m onth which of it s paym ent  warrants have been cashed and detail at  foot  of its 

ext ract  register of repaym ents, the warrants which are unpaid deduct ing their total 

from  the total of the ext ract .  



 ( f)  The Treasury Officer will furnish the court  with copies of schedules of 

receipts and payments at  the close of each month. The court  will furnish a 

reconciliat ion memorandum to the Accountant  General, Karnataka, Bangalore 

showing reasons for difference between court  figures and Treasury figures under 

receipts and paym ents during the m onth.  

 1. When it  is inconvenient  for a depositor to proceed to the Treasury with the 

Court ’s order to lodge his deposit , it  m ay be received by the Court . and afterwards 

forwarded to the Treasury, Courts in the sam e town with a t reasury or sub- t reasury 

should make rem it tances daily;  if at  a greater distance, they should rem it  frequent ly 

at  fixed intervals. Sim ilar ly, when it  is inconvenient  for a claimant  to proceed to the 

Treasury there, to obtain repaym ent  of a deposit , the Judge m ay pay him  in cash 

provided that  there are in the Court , funds sufficient , whether of current  receipts or 

of the office perm anent  advance.  

 2. I n these cases, however, the gross receipts and paym ents taking place at  

the court  m ust  be shown as rem it ted to and received from  the t reasury, and the 

paym ents be supported by the paid orders.  I f the receipts are in excess of the 

payments, the excess will be rem it ted in cash to the Treasury;  and if the payments 

are in excess of the receipts, the Treasury will pay the excess to the Court , which will 

thus recoup the perm anent  advance account . No perm anent  advance should be 

given and held apart  specially for the repaym ent  of deposit ;  the office perm anent  

advance m ay be augm ented sufficient ly.  

 (g)  When the list  of lapses is made up by the Judge or m agist rate, not ice of the 

am ount  m ust  be sent  to the Treasury Officer to enable him  to deduct  the am ount  in 

the personal ledger.  

 284. Judicial deposits will be paid into the t reasury by the party concerned,  who 

will present  with the money, an order of the court  in the below  noted form .  

To  

The Treasury Officer in-charge of the  

Sir,  

  Please receive from .... . . . . . . . . . . . . . . . . . .  or bearer the sum  of Rs ... . . . . . . . . . .  and 

credit  the sam e under the head “Judicial Deposits” , grant ing a receipt  on this m em o, 

on account  of Original Suit  No. of 19.... . . . . . . . . . . . . . . . .  The Treasury Officer will enter 

the part iculars in a deposit  register sim ilar to that  in use for other deposits and will 

write a receipt  across the aforesaid order returning it  to the party for delivery to the 

Court . I n recording the t ransact ions in the deposit  registers, each receipt  should be 

entered as a separate item , in the name of the party (not  the Governm ent  servant )  

present ing it  and the ent r ies in column “Nature of Deposits”  ( this applies to Revenue 

Deposit  also)  should invariably be sufficient ly clear to explain why the am ounts are 

brought  under deposits. Treasury Officers should invariably enter below the name of 

the court  on the order of which the deposit  is received, the name of the person on 

whose account  it  is received. The number and date of the order and of the suit  

should also be entered in the deposit  register if any of them  are om it ted in the court  



receipt  order, the order should be returned to the party present ing it  for get t ing the 

om ission supplied by the court . The Courts are not  perm it ted to club together 

am ounts tendered by different  part ies and deposit  them  as one item . When a 

repayment  has to be made, the Judge will by a cheque, direct  the t reasury officers to 

make payment  to the proper party or part ies. The cheque will be paid after credit  is 

found in the judicial Deposit  register of the t reasury and will be the Treasury Officer’s 

vouchers for the charge to Judicial Deposits.  

  Note 1.-  The t reasury seal should invariably be affixed to acknowledgments 

given for m oneys sent  with receipt  orders.  

  Note 2.-  Cheques for sum s exceeding rupees twenty granted to part ies 

applying for refunds of Civil Court  Deposits should bear a receipt  stam p unless the 

Court  drawing the cheque has endorsed a cert ificate of having taken a separate 

stam ped receipt  for the sum .  

  Note 3.-  Regarding currency cancellat ion and issue of new cheque, the 

procedure detailed in Art icles 70, 73 to 75 of Karnataka Financial Code will apply.  

 285. The judicial deposit  t ransact ions of the Court  in the old Mysore State are 

conducted in accordance with the rules contained in Appendix XI .  

PERSONAL DEPOSI TS  

 286. I n cases where the ordinary system  of account ing is found not  suitable for 

the t ransact ion, the opening of Personal Deposit  Accounts m ay be resorted to only 

with the special perm ission of Government . Such perm ission m ay not  be granted 

except  after consultat ion with the Accountant  General and unless Governm ent  is 

sat isfied that  the init ial accounts of moneys to be held in such Personal Deposit  

Accounts are properly maintained and are subject  to audit .  

  The Personal Deposit  Account  can be operated upon by the Adm inist rator of 

that  Account  only after he has been placed in account  with the concerned 

Treasury/ Treasuries by the Accountant  General.  

  The rem it tances to the t reasuries are m ade without  details and withdrawals 

are m ade only on cheques signed by the Adm inist rator. Each Adm inist rator is 

furnished with a m onthly ext ract  of his account  as appearing in the Treasury 

subsidiary register, on the fifth of the succeeding m onth.  

  Note.-  Whenever there are Banking Treasuries the above t ransact ions 

relat ing to Personal Deposit  Accounts will be conducted at  the Bank.  

 286-A. Balance in Personal Deposit  Accounts do not  lapse to Governm ent  under 

Art icle 278 if outstanding for m ore than three com plete account  years. Except  where 

by law or rules having the force of law, Personal Deposit  Accounts are created by 

t ransferr ing funds from  the Consolidated Fund for discharging liabilit ies of the 

Government  arising out  of special enactments, Personal Deposit  Accounts created by 

debit  to the Consolidated Fund should be closed at  the end of the financial year 1[ in 

regard to the t ransfer of unspent  balances in the Personal Deposit  Accounts to the 



Consolidated Fund at  the end of the each financial year, the Adm inist rators of the 

Personal Deposit  Accounts should make sure that  the Personal Deposit  Accounts are 

closed by int im at ing the balances in the Personal Deposit  Accounts on 31st  March 

each year to the Treasury Officers for t ransferr ing such balances to the Consolidated 

Fund and for reopening the Personal Deposit  Accounts, if necessary with ‘nil’ 

balances during the next  Financial Year. The balances at  the end of the Financial year 

should be credited as a m inus debit  to the head of account  to which the accret ion to 

the Personal Deposit  Account  was originally debited at  the t im e of it s 

creat ion/ revival. I f,  under ext raordinary circum stances, the adjustm ent  is carr ied out  

in the next  financial year, the balances should be credited to the relevant  Revenue 

Head. I f the Adm inist rators fail to take act ion in this regard, the Treasury Offfcers 

should effect  necessary adjustm ents in the accounts with reference to the balances 

in their books.  

  As the Adm inist rators are responsible for int im at ing the balances in their 

Personal Deposit  Accounts as on 31st  March each year, cheques issued by them  prior 

to 31st  March but  not  encashed before that  date, would have been debited to their 

Personal Deposit  Accounts by them and the Treasury Officers will have no difficulty in 

honouring such cheques when presented subsequent ly. However, in cases when the 

Personal Deposit    Accounts    are  closed   by  the Treasury Officers unilaterally due 

to the failure of the Adm inist rators of Personal Deposit  Accounts to int im ate the 

figures, the Adm inist rators should m ake necessary provision of funds in the 

subsequent  year to meet  the liabilit y on account  of such uncashed cheques also.  

  When the Treasury Officers init iate adjustm ent  in the event  of default  on the 

part  of the Adm inist rator of personal Deposit  Accounts such adjustment  will be made 

on a sim ple Payees’ Receipt .]   

  I f a Personal Deposit  Account  is not  operated upon for a considerable period 

and there is reason to believe that  need for the deposit  account  has ceased, the 

sam e should be closed in consultat ion with the officer in whose favour the deposit  

Account  has been opened.  

 287. Pet ty item s tendered by part ies on account  of bat ta to witnesses, postage, 

diet  money to civil debtors, copyists fee, etc., are received in cash by the nazir  of 

Civil Courts and credited in the cash book and any am ount  in excess of his cash 

security is rem it ted to the Treasury with a single receipt  order without  details to be 

credited to a separated head “Personal Deposit  Account ” . These receipt  orders will 

not  give details, but  only show the lumpsum sent  for credit .  The receiving Court , 

however, should record and deal with these pet ty deposits with the sam e care and 

formality as others. I t  should enter all receipts and payments in detail in the cash 

book specially maintained for the purpose. From the cash book, daily totals, would 

be carr ied into a register of the ledger form  in which daily balance would be st ruck;  

m onthly totals of receipts and of paym ents should be noted on the Plus and Minus 

memo forwarded to the Accountant  General in the form  prescribed by the High Court  

and lapses periodically reported.  



  Note 1.-  The detailed inst ruct ions regarding these pet ty deposits are 

prescribed by the High Court  in com m unicat ion with Accountant  General.  

  Note 2.-  Witness bat ta, warrant  fee. etc., received from  the part ies and 

credited to deposit  will be kept  under deposit  alone and will not  lapse to Government  

t ill the expiry of three months from  the deposit  of disposal of the concerned case.  

FEES RECEI VED FROM NON- GOVERNMENT BODI ES OR PRI VATE PERSONS 

FOR W ORK DONE FOR THEM BY GOVERNMENT SERVANTS. 

 287-A. (1)  I n cases where a Governm ent  servant  is perm it ted to retain the whole of 

a fee, he should collect  it  himself and the Government  will not  be concerned with the 

t ransact ion.  

 (2)  I n cases where the fees are divisible between the Government  and the 

Governm ent  servant  concerned.  

 (a)  I f the exact  am ount  of the fees and the dist r ibut ion of shares between the 

Governm ent  and the Governm ent  servant  are known before hand, the share due to 

the Governm ent  should be credited as Miscellaneous receipt  of the Department  to 

which the Governm ent  servant  belongs and the rest  should be collected by the 

Governm ent  servant  him self. The Governm ent  share should be paid into the t reasury 

as far as possible by the body or persons paying the fee;  

 (b)  I f the am ount  of the fees or the share are known only approximately before 

hand, all the fees should in the first  I nstance be paid I nto the t reasury to the credit  

of the Governm ent  as far as possible, by the body or person paying the fees. The 

recoveries should be credited to the appropriate deposit  head pending final 

set t lem ent , when the share due to the Government  should be credited as 

m iscellaneous receipt  of the department  to which the Governm ent  servant  belongs, 

and the rest  should rem ain under the deposit  head for disbursem ent  to the 

Governm ent  servant  in accordance with the procedure set  out  below;   

  The Governm ent  servant  him self, if he holds, a gazet ted post , or the head of 

office on behalf of a non-gazet ted Governm ent  servant , m ust  claim  the amount  due 

to him  on a bill in ordinary pay bill form , specifying therein the authority sanct ioning 

the payment  of fees, and forward the bill to the Accountant  General through the 

Treasury Officer concerned, who will furnish necessary details of the credit  in the 

t reasury accounts. The Accountant  General will,  after verifying the credits, authorise 

the payment  and return the bill to the Treasury Officer, who will pay it  by debit  to 

the deposit  head concerned.  

  Note 1.-  These rules are intended to be applied to cases in which the whole 

or a share of the fees as such is payable to the Governm ent  servant  doing work for 

non-Governm ent  bodies or persons. They are not  applicable to cases, e.g., fees 

levied for over- t ime work in departments where it  is in existence. Where a 

Governm ent  servant  undertakes the work as a part  of his official dut ies although, in 

view of the ext ra work involved and in considerat ion of the fees realised, he is 

rem unerated by a share out  of these receipts. I n the lat ter cases the fees realised, 



are adjustable as departmental receipts and the disbursem ents to the Governm ent  

servant  as departm ental expenditure.  

  Note 2.-  This rule deals only with account ing procedure and does not  

authorise paym ent  of any port ion of fees to any Governm ent  servant  unless it  is 

covered by special order of Government .  

 

 

CHAPTER XVI I  -  LOCAL AND OTHER FUNDS  

EXPLANATI ON 

 288. The expression “Local Fund”  m eans:   

 ( i)  Revenue adm inistered by bodies which by law or rule having the force of law 

com e under the cont rol of Governm ent  whether in regard to the proceedings 

generally or to specific mat ters such as the sanct ioning of their  budgets, sanct ion to 

the creat ion or filling up or part icular appointments, the enactment  of leave,  pension 

or sim ilar rules.  

 ( ii)  The revenues of any body which may be specially not ified by Government  as 

such.  

  Note.-  Wherever there are specific provisions in the Rules of the local bodies 

or specific orders of Governm ent  for opening of accounts in Treasuries for conduct ing 

the t ransact ions of the funds, the Deposit  Account  can be operated upon by the 

adm inist rator of the local fund/ funds, only after he has been placed in account  with 

the concerned Treasury/ Treasuries, by the Accountant  General.  

 289. The t ransit ions of all Local Funds of which Governm ent  desire that  there 

shall be a separate balance, will be entered in the t reasury in subsidiary registers 

prescribed for the purpose which will have one column for every such fund in the 

dist r ict .  

 290. The account  of a Local Fund at  the t reasury is ordinarily a mere banking 

account , money being paid in and drawn out  without  specificat ion of the nature or 

receipt  or expenditure. The t reasury officer need only see that  the voucher for 

paym ent  is in proper form  and signed by the Adm inist rator of the fund or any person 

duly authorised by him  and that  the am ount   does not    exceed the am ount  at  credit  

of the banking account .  

I n the case, however, of funds wherein the procedure of paying in and drawing 

money is the same as in the case of Governm ent  accounts and the sam e form s of 

vouchers are used, the t reasury officer should scrut inise and pass the vouchers, as 

though they are vouchers in respect  of claims on Government  and should also see 

that  the am ount  dem anded is at  the credit  of the fund, wherever individual balances 

are kept .  



  I f the charges of any Local Fund are drawn from  the t reasury on detailed 

bills, the gross amount  should be charged in the accounts, the deduct ions on account  

of life I nsurance, etc.,  being credited by t ransfer in dist r ict  ent r ies.  

RECEI PT AND PAYMENTS  

 291. (a)  Municipalit ies are ordinarily obliged to place their funds in a Government  

t reasury or a bank or branch bank used as a Government  t reasury, if there is one in 

or near the m unicipality.  

 (b)  No Local Fund is allowed to overdraw the balance at  it s credit  and no 

advance to cover such overdrafts will be sanct ioned by Government ;   

 ( c)  The t ransact ions of all local funds, including municipal funds, should be 

recorded in the form  used for personal deposits, but  m ust  be kept  quite dist inct , and 

m ust  pass into the cash account  as deposits of Local Funds, and not  as Personal 

Deposits,  

 (d)  The t ransact ions of each fund should be entered in a separate column in the 

t reasury register which allows one column for every such fund in the dist r ict . Unless 

the funds are very few in num ber, it  is m ost  convenient  to have registers and totals 

for Municipal and Dist r ict  Board Funds separate from  those of other funds.  

PLUS AND MI NUS MEMORANDUM  

 292. Treasury officer should append a plus and m inus m em orandum  to the 

m onthly accounts, showing for each Local Fund, the balance at  the beginning of the 

m onth, the am ounts received and credited during the m onth, and those paid out  

during the m onth and the balance at  the end of the m onth. I n the case of Local 

Funds, which have not  got  an individual balance but  only a balance for the whole 

State, the balance column need not  be filled up.  

  Note.-  Treasury Officers should forward with their  m onthly accounts, plus 

and m inus m em os showing the t ransact ions of the different  Municipalit ies and Local 

Bodies banking with them  and the closing balances at  their credit .  

 (a)  All adjustments between general revenues and funds adm inistered by 

separate adm inist rat ions such as Municipal and Dist r ict  Funds should be m ade by the 

local Bodies concerned and not  by the Account  Office, actual payments being made 

into the Treasury by m eans of cheques, crossed by the drawers. I n the case of other 

funds also, adjustm ents to their credit  or debit  should sim ilar ly be made, as far as 

possible, by or with the knowledge of the adm inist rators of the funds,  

 1[ (b)  Whenever an am ount  due to Governm ent  by a Local body is not  paid within 

a reasonable t ime after the receipt  of requisit ion therefor the Accountant  General 

will,  in the case of Loans and dues the recovery of which is watched by him  advise 

the local body concerned under int im at ion to the Divisional Com m issioner concerned 

in respect  of Town Municipal Councils and Governm ent  in the Housing and Urban 

Developm ent  Departm ent  in other cases. Sim ilar act ion, under int im at ion to the 

Accountant  General also, will be taken by the Heads of Departments in the case of 



dues the recovery of which is watched by them . The Governm ent  in the Housing and 

Urban Developm ent  Departm ent  in respect  of all local bodies except  Town Municipal 

Councils and the Divisional Com m issioner concerned in respect  of Town Municipal 

Councils, will issue warning slips to the Local Bodies under int imat ion to the 

Accountant  General. I f no orders for staying the recovery are received by the 

Accountant  General by 15th March from  Governm ent  or the Divisional Commissioner 

as the case may be, the Accountant  General will issue inst ruct ions (based on the 

warning slips issued earlier)  to the Treasury to effect  the recovery of the said 

am ounts by reducing the balances of the Local bodies concerned. The Treasury 

Officer will,  in such cases, effect  the necessary adjustments in his accounts for March 

of that  year.]   

  Note 1.-  Sim ultaneously with the issue of crossed cheques for am ounts due 

to Governm ent  under standing rules and also for supplies made by Government  

Departments, the local bodies will send int imat ion thereof [ containing full details as 

regards ( i)  requisit ion number and date, ( ii)  bill number and date, ( iii)  nature of 

paym ent  and ( iv)  period to which it  relates, etc.,]  to the Governm ent  servant  of the 

Governm ent  Departm ent  at  whose instance crossed cheques are issued and whose 

claim  is set t led to enable the lat ter to post  and keep up- to-date the dem and register 

maintained by him .  

  Note 2.-  Health Cess collected by the municipalit ies and Local Bodies should 

be rem it ted to the Treasuries once a month if the amount  collected is Rs.100 or less 

and if it  is m ore than Rs.100 it  should be rem it ted weekly or fortnight ly.  

  Whenever an am ount  due to Governm ent  by a local body is not  paid within a 

reasonable t ime after the receipt  of requisit ion therefor, the Accountant  General will,  

after the issue of a warning slip to the local body concerned, authorise the t reasury 

officer to debit  the am ount  in the Pass Book of the local body and reduce the balance 

at  it s credit .  The Treasury Officer will in such cases effect  necessary adjustments in 

the Treasury accounts.  

  Note 1.-  Any am ount  due to Government  by a Local Body including any 

am ount  overdue for paym ent  in respect  of a loan granted by Governm ent , is subject  

to recovery by adjustm ent  from  any non-statutory grant  sanct ioned to the local 

body.  

  1[ Note 2.-  Whenever an am ount  pertaining to the Account  of a Local Fund 

held at  a Treasury is at tached by a Court  of Law, an am ount  equal to the am ount  

at tached, shall not  be allowed to be withdrawn by the Adm inist rator of the Local 

Fund. On receipt  of a payee’s receipt , duly signed and tendered by the Presiding 

Officer of the Court  along with a copy of the at tachm ent  order, the Treasury Officer 

m ay withdraw the am ount  specified therein from  the Account  of the Local Fund 

concerned and rem it  the sam e to the said Court  in sat isfact ion of the at tachm ent  

order.]   

 ( c)  All payments to municipalit ies and local bodies by Government  will be made 

by the Accountant  General either on a pre-audited bill or by sending advice to the 

Treasury.  



  Note 1.-  I n respect  of paym ent  of the collect ion charges of Health and 

Educat ion Cesses on Municipal revenue, pre-audit  by the Accountant  General, 

Karnataka is not  necessary.  

  Note 2.-  Bills for payment  of compensat ion amount  due to the local bodies, 

under the Karnataka Motor Vehicles Taxat ion Act , 1957, countersigned by the 

Commissioner of Transport , do not  require pre-audit  by the Accountant  General (vide 

Note to Art icle-44) .  

  Note 3.-  Paym ent  of m unicipal surcharge (stam p duty)  payable to Local 

Bodies will be authorised for payment  by the Dist r ict  Regist rar, by sending advice to 

the t reasury concerned (without  pre-audit  or authorisat ion by the Audit  Office) . This 

payment  will be arranged for quarterly and the collect ion charges will be deducted 

from  the duty realised and only net  amount  will be arranged to be paid. 

  Note 4.-  Payment  of compensat ion to local bodies, in lieu of Magisterial fines 

will be authorisat ion for payment  by the Dist r ict  Judge by sending advice to the 

t reasuries concerned (without  pre-audit  or authorisat ion by the Audit  Officer) . I n 

regard to adjustm ent  of com pensat ion at  the t reasuries the t reasury officers shall be 

guided by the provisions of Art icle 17, Karnataka Financial Code.  

 (d)  The following procedure should be followed by local bodies in drawing grants 

sanct ioned by Governm ent  for public im provem ents:   

 ( i)  Expenditure will,  in the first  instance, be incurred by local bodies out  of their 

own funds and at  the end of the month, a bill for the Government  share of 

expenditure incurred in accordance with the order sanct ioning the grant  will be sent  

to the Audit  office for pre-audit  and authorising paym ent  of the am ount . Expenditure 

incurred in excess of the Government  grant  for the year for part icular works will not  

be passed without  the special orders of Governm ent ;   

 ( ii)  I n cases in which the works are ent rusted to the Public Works Departm ent  

for execut ion, the local body will place its port ion of the est imated amount  with the 

Execut ive Engineer concerned by a crossed cheque on the t reasury, in favour of the 

Execut ive Engineer. On receipt  of int im at ion that  this am ount  has been received from  

the local body, the Execut ive Engineer will be authorised to incur expenditure both 

against  the amount  paid by the local body and the Governm ent  grant . The am ount  

paid by the local body will,  as usual, be kept  under “Public Works Deposits-

Cont r ibut ions” . The expenditure incurred by the Execut ive Engineer every Month will 

be deposited to “Public Works Deposits-Cont r ibut ions”  and “50. Public Works-Grants-

in-aid”  in the proport ion prescribed by Government  in the order sanct ioning the 

project . The Execut ive Engineers will,  under no circumstances, incur expenditure in 

excess of the Governm ent  share of the est im ate and the grant  for the year.  

 (e)  All paym ents arranged for by the Accountant  General on behalf of 

Municipalit ies and Local Bodies at  places outside the State will be held by him  under 

“Advances Recoverable”  and int im at ion of paym ent  sent  to the Presidents or Vice 

Presidents concerned on receipt  of which they should draw crossed cheques on the 

Treasuries with which they bank and send them  to the t reasuries for adjustm ent  by 



debit  to the Municipalit ies or Local Body by per cont ra credit  to “Advances 

Recoverable” , Paym ents within the State and at  places other than those where the 

t reasuries with which the bank are located, should be m ade by obtaining Bank drafts 

or Rem it tance Transfer Receipts.  

VERI FI CATI ON OF BALANCES  

 293. 1[ (a)  I n addit ion to the Treasury, the Accountant  General will maintain 

detailed accounts for each local body having banking accounts with m ore than one 

t reasury. I n the case of those local funds having banking account  with only one 

t reasury the detailed account  will be maintained only by the Treasury and the 

Accountant  General will not  maintain local body-wise accounts.   I n the former case 

the t reasury will verify the balances with those booked by the Accountant  General 

and accept  balance in Accountant  General’s books acknowledged by Governm ent  at  

the end of the year, after reconciling the differences, if any. I n the case of the local 

funds having accounts in only one t reasury, the balance as per t reasury accounts will 

be final. The Adm inist rator of each local fund will be supplied with a pass book by the 

t reasury, which should be produced for updat ing at  least  once, a quarter. The first  

withdrawal in every quarter will not  be allowed by the Treasury without  product ion of 

the pass book. At  the end of each quarter the Treasury Officer will communicate the 

balance to the Adm inist rator of the fund who will int imate his acceptance of the 

balance to the Treasury.]   

 (b)  The reconciliat ion of their balances with those of banking accounts 

maintained in Treasuries is the work of Municipalit ies and Local Bodies.  

 294. Presidents of Municipalit ies and Dist r ict  Boards will send only   m onthly cash 

accounts to the Cont roller, State Accounts Departm ent  all other accounts, vouchers 

and statem ents being retained in the offices of the President  or the Vice President  as 

the case m ay be, properly arranged and kept  ready for audit  on the spot  by the local 

auditors of the State Accounts Departm ent . The incom e and expenditure as entered 

in the cash account  should be verified with the t reasury pass book m em o and an 

explanatory memo reconciling the differences between the cash account  and the 

t reasury accounts sent  with the form er.  

SUBMI SSI ON OF ESTI MATES  

 295. The est im ates of the revenue and expenditure of several funds dealt  within 

this Chapter should be prepared by the offices cont rolling the adm inist rat ion of the 

fund in consultat ion with the Cont roller, State Accounts Departm ent , if necessary, 

and sent  up through that  officer to Governm ent  for scrut iny and orders.  

DI STRI CT FUNDS 

 296. 1[ The local cess levied under the Karnataka Village Panchayats and Local 

Bodies Act , 1959 is to be collected along with the Land Revenue to which it  relates 

and rem it ted to the t reasury under the head of account  “VI  Local Cess’ under ‘029 

Land Revenue-  I  Land Revenue”  in the same challan which land revenue is rem it ted. 

The Treasuries shall credit  the am ounts to this head of account  and show them  in the 

Receipt  Schedule of ‘029-Land Revenue’. A copy of the receipt  Schedule with the 

challan should be sent  to the concerned Tashildar/ Deputy Com m issioner.  



  The Deputy Commissioner shall personally calculate the amount  due to the 

Taluk Development  Boards and Village Panchayats, draw the amount  on a payee’s 

Receipt  by debit  to the head “029-Land Revenue-1. Land Revenue- I V -  Deduct  

Amount  Payable to Local Bodies on account  of land and other cesses collected on 

their behalf”  and the Treasury Officer will credit  these amounts by t ransfer 

adjustment  to the accounts of the Taluk Development  Boards and Village Panchayats 

concerned.  

  The other cesses collected along with the Land Revenue are adjusted to the 

credit  of the concerned “Local Bodies”  in the t reasury accounts, at  the end of each 

m onth.]  

DI STRI CT I RRI GATI ON CESS FUNDS  

 297. These are formed from  a cess of one anna levied on each rupee of survey 

assessm ent  on wet  and garden lands and acreage cess recovered from  ryots in lieu 

of their liabilit y to maintain tanks. The funds are adm inistered by the Public Works 

Departm ent .  

 (1)  The dist r ict  will be the unit  for the adm inist rat ion of the I rr igat ion Cess Fund.  

 (2)  There will be separate accounts in the Accountant  General’s books, on 

account  of the I rr igat ion Cess Fund of each dist r ict .  

 (3)  An account  will be maintained in the Accountant  General’s Office of the 

receipts and expenditure of the funds and an ext ract  sent  to the Deputy 

Commissioners of the dist r ict  is concerned m onthly for obtaining their acceptance 

and verificat ion.  

  Note.-  The m aintenance expenditure to be m et  from  the I rr igat ion Cess 

Fund, should pertain only to m inor irr igat ion works (non-commercial)  cost ing less 

than Rs. 5 lakhs each.  

MUZRAI  FUNDS  

 298. The t ransact ion pertaining to Muzrai Funds are of a banking nature. The 

account ing and audit  procedure prescribed for the t ransact ions under Muzrai Funds 

are detailed in Appendix XI I . 

 299. The local audit  of the accounts of the m ajor and m inor Muzrai I nst itut ions 

maintained in taluk and other offices as well as that  of ledger accounts in the office 

of the Commissioner of the Charitable Endowments will be conducted by the State 

Accounts Departm ent .  

 300. The dut ies of the Commissioner of the Charitable Endowm ents, the 

Cont roller, State Accounts Departm ent  and Treasury Officers are summarised 

below: -   

 (a)  Muzrai com m issioner.-  Maintenance of ledger accounts relat ing to General 

Muzrai Fund, Muzrai Establishm ent  Fund and Chat t ram  Savings Fund, t ransm ission of 

m onthly plus and m inus m em oranda to the Cont roller in respect  of these funds, 

preparat ion of budget , investm ent  of funds and other adm inist rat ive dut ies, 

reconciliat ion of balances with the Accountant  General’s books and inspect ion of 

accounts of Muzrai I nst itut ions.  



 (b)  Cont roller, State Accounts Department .-  Half yearly local audit  of ledger 

accounts maintained in the Muzrai Commissioner’s office local audit  of inst itut ion 

funds in respect  of major and m inor inst itut ions in the dist r ict  taluk and other offices. 

The Cont roller, State Accounts Department , will also conduct  pre-audit  of bills 

relat ing to paym ents to be m ade by the Muzrai Commissioner out  of the ledger 

account  under his direct  charge and invest igat ion of arrear claims ordered by 

Governm ent  from  t im e to t im e.  

 (c)  Treasury officer.-  The schedules of paid cheques should be prepared in 

t r iplicate by the t reasuries, one copy of the schedule being sent  to the Accountant  

General along with the paid cheques. Another copy of the schedule accompanied by 

the challans m ay be sent  to the Cont roller, State Accounts Departm ent , with a 

cert if icate to the effect  that  the figures shown in the schedules agree with those in 

the t reasury cash accounts sent  to the Accountant  General. The Treasuries should 

also prepare a plus and m inus memo in duplicate in respect  of each of these ledger 

accounts as prescribed in art icle 113 of the Karnataka Treasury Code and forward 

them  to the Accountant  General, Karnataka, Bangalore, and the cont roller, State 

Accounts Department , Bangalore, after reconciling the figures shown therein with 

those shown in the pass books of the respect ive ledger accounts.  

MYSORE UNI VERSI TY FUND  

 301. All grants made by Government  from t ime to t ime and all sums paid or 

endowm ents m ade by private persons or Local Bodies for the proposes of the 

University together with all fees received and rents, profits and other income derived 

from  the property and funds vested in the University shall form  the “Mysore 

University Fund”  which shall be at  the disposal of the University to be employed for 

any of the purpose ment ioned in the Mysore University Regulat ions or in the 

Ordinances of the University.  

 (1)  AI I  charges relat ing to the University including the const ituent  colleges will 

be debited to this fund.  

 (2)  All m oneys received on account  of the Mysore University shall be rem it ted to 

the Treasury for credit  to the Head of Account    “T. Deposits and Advances 

Part  I I  Deposits not  bearing interest -C-other Deposit  Account  -  Educat ion Funds -  

Mysore University Funds” . Funds for expenditure shall be drawn from  the Treasury 

on pre-audit  cheques issued by the Bursar  of the Mysore University.  

 (3)  All t ransact ions in the Treasury relat ing to the University should be recorded 

by the Treasury in a separate schedule.  

  The receipt  and paym ent  schedules referred to above should be prepared in 

t r iplicate, one copy thereof being retained as Treasury record, the second copy with 

challans sent  to the Bursar of the Mysore University immediately after the close of 

the m onth, and the third copy with vouchers sent  to the Accountant  General along 

with the Treasury accounts for the m onth.  



 (4)  Paym ents to other Governm ent  departments for supplies made or services 

rendered, will be in cash and not  by book t ransfer.  

 (5)  The Accountant  General sends m onthly to the Bursar of the Mysore 

University not  later than the 15th of the second m onth following a consolidated 

statem ent  showing, by dist r icts, the credits and debits to the University Fund. A Plus 

and Minus m em o showing the opening balance, receipts and paym ents and the 

balance at  the close of each m onth is also sent  by him  to the Bursar.  

 (6)  Government  servants t ravelling  in connect ion with the Mysore University 

work will draw t ravelling allowances at  the rates ordinarily allowed to them under the 

Mysore Service Rules and ret ired Government  servants at  the rate adm issible for 

non-official gent lem en.  

  The whole amount  so drawn will be charged to the University, provided that  

if a Governm ent  servant  com bines a journey for University duty with inspect ion or 

other duty pertaining to his office, the whole amount  should be charged to general 

revenues.  

 (7)  Where the University officer t ravels ent irely on Governm ent  duty 

(unconnected with the University) , the whole amount  of the t ravelling allowance to 

be paid to him  will be charged to Government  (General Revenues) . When a 

University officer combines University duty with Governm ent  duty the whole am ount  

will be charged to the University.  

 (8)  The accounts of the Mysore University shall be audited concurrent ly by the 

Auditor, University of Mysore i.e., by the Assistant  Cont roller, State Accounts 

Departm ent , deputed by the Cont roller, for the purpose. The Bursar of the Mysore 

University shall forward to the Auditor, the m onthly accounts of the Mysore 

University within the 20th of the following m onth.  

  Note.-  The above provisions apply m utat is m utandis to other Universit ies 

like Bangalore University, Karnataka University and University of Agricultural 

Science.  

 

 

 

CHAPTER XVI I I  -   POW ERS OF SANCTI ON  

SANCTI ON TO EXPENDI TURE 

 302. (a)  Sanct ion to any given expenditure becomes operat ive as soon as funds 

have been appropriated to meet  the expenditure, and does not  become operat ive 

unt il funds have been so appropriated.    

 (b)  Sanct ion to recurr ing expenditure covering a specified term  of years 

becomes operat ive when funds are appropriated to m eet  the expenditure of the first  

year and remains in operat ion for each year of the specified term  subject  to 

appropriat ion in such years.  



 ( c)  When any authority accords sanct ion for expenditure of a definite am ount  

and up to a specific maximum lim it ,  the amount  should always be expressed both in 

words and figures.  

COMMUNI CATI ON OF SANCTI ON  

 303. (a)  A copy of every order sanct ioning expenditure should be communicated 

to the Audit  departm ent  by the authority which accords sanct ion. I f the sanct ioning 

authority is the Governm ent  the copy of the order intended for the Audit  department  

should be sent  to it  through the Finance Department  in all cases in which that  

departm ent  has to be consulted.  

 (b)  All orders sanct ioning the revision of salaries and establishments and other 

perm anent  charges and any expenditure involving a debit  against  the next  years 

grant  will either issue from  the Finance Department , or be communicated through 

that  departm ent , if issued by another departm ent .  

 (c)  Whenever the Accountant  General is of opinion that  any proceedings of a 

Department  of Government  t ransgresses any financial rule or orders, he will 

represent  the sam e to that  departm ent , and if  he does not  finally acquiesce in the 

correctness of the decision of that  department , he will refer the quest ion for the 

orders of Governm ent  in the Finance Departm ent .  

 (d)  As the pay and allowances of gazet ted Governm ent  servants are subject  to a 

system of personal audit , orders affect ing the personal emoluments, post ings, leave, 

etc., of these Governm ent  servants only need be com m unicated to the Audit  office 

by the sanct ioning authorit ies. I nformat ion required for audit  of pay and allowances 

of subordinate establishments should be given in pay bills and absentee statements, 

by the authorit ies preparing these docum ents, who are responsible to see that  orders 

of com petent  authority are obtained in each case.  

  Note.-  I f an order affect ing a Gazet ted Governm ent  servant  is not ified in the 

gazet te separate int im at ion to audit , by let ter, is not  necessary except  in cases of 

urgency.  

 (e)  As different  sect ions in the office of the Accountant  General are ent rusted 

with Gazet ted and Non-gazet ted audit , the Departm ents of Governm ent  should 

invariably issue separate orders in respect  of gazet ted and non-gazet ted staff. There 

m ay be som e difficulty in adopt ing the above procedure in respect  of new and 

expansion schemes requir ing the creat ion of both gazet ted and non-gazet ted posts. 

Even in such cases, a separate order regarding Gazet ted posts has to be issued and 

in the general order dealing with both these classes, special reference should be 

made to the separate orders issued. I n such cases there will be no need to repeat  

the details of the schem e in both the orders.  

 303-A. All orders conveying sanct ion to the grant  of addit ion to pay such as special 

pay and com pensatory allowance, should contain a br ief but  clear sum m ary of the 

reasons for the grant  of the addit ion so as to enable the Accountant  General to see 

that  it  is correct ly classified as special pay or compensatory allowance, as the case 

m ay be. I n cases, in which an official record in an open let ter is considered 



undesirable, the reasons for the grant  of such addit ions to pay should be 

com m unicated confident ially to the Accountant  General. A sim ilar procedure should 

also be followed in all other cases in which the rules require that  reasons for the 

grant  of special concessions or allowances should be recorded.  

DATE OF EFFECT OF SANCTI ON  

 304. Unless otherwise expressly ruled or unless the cont rary appears from  the 

context , a sanct ion of Governm ent  or other authority has effect  from  the date of the 

order conveying the sanct ion.  

  Note 1.-  Orders sanct ioning the creat ion of tem porary posts, should, in 

addit ion to the sanct ioned durat ion of the post , invariably specify the date from  

which it  is to run, whether it  be the date of entertainm ent  or otherwise.  

  Note 2.-  When sanct ion to tem porary posts is accorded for a financial year, 

such sanct ion shall be deemed to be effect ive for the period from  1st  March to end of 

February of that  financial year.  

LAPSE OF SANCTI ON  

 305. A sanct ion for any fresh charge shall, unless it  is specifically renewed, lapse 

if no payment  in whole or in part  has been made during a period of twelve months 

from  the date of sanct ion.  

  Note 1.-  This Art icle does not  apply to a case where an allowance sanct ioned 

for an appointment  or a class of Governm ent  servants has not  been drawn by a 

part icular incum bent  of the appointm ent  or a part icular set  of Governm ent  servants, 

nor does it  apply to addit ions made gradually from  year to year to a permanent  

establishment  under a general scheme which has been sanct ioned by proper 

authority.  

  Note 2.-  Sanct ion accorded for start ing of New Medical I nst itut ions or Public 

Health Centers m ay be held to be in force for a period of two years.  

  Note 3.-  Wherever sanct ions to expenditure if Rs.5,000 and more debitable 

to service heads contain a specific clause, that  the charge should be m et  from  the 

budget  provisions of a specified financial year, the sanct ions should be t reated as 

lapsed if the expenditure is not  incurred before the close of that  financial year. I f the 

expenditure is to be incurred during the next  year, a renewal of the sanct ion would 

be necessary. This rest r ict ion is not  applicable to sanct ions to loans and advances 

and item s which are accountable under the sect ion ‘Public Account . ’  

  Note 4.-  A sanct ion for a Provident  Fund Advance will remain operat ive for a 

period of three m onths and should be deem ed to have lapsed after that  period unless 

it  is specifically renewed by the sanct ioning authority.  

  Note 5.-  I n the case of purchase of stores, a sanct ion shall be deemed to 

have been acted upon if tenders have been accepted or indents placed for the stores 

within one year of the sanct ion, regardless of the dates of actual set t lem ent  of the 

claim .  

W RI TE OFF OF LOSSES  



 306. (a)  The power to write off the irrecoverable value of stores, of public money 

lost  by fraud or the negligence of individuals or other cause is vested in 

‘Government . Heads of Departments will report  to Government  in the Adm inist rat ive 

Departm ent   concerned all such cases furnishing details as to the nature and extent  

of the loss, the circum stances which rendered the loss possible, how far it  was due to 

defect  of system  of supervision, and how it  can be am ended and the Governm ent  

servants that  were responsible for the negligence. Should any delay be apprehended 

in enquir ing into the mat ter for the purpose of elicit ing correct  informat ion, a 

prelim inary report  should invariably be forwarded at  once.  

 (b)  All sanct ion to write off under this Art icle should be communicated to the 

Accountant  General with a full statem ent  of the circum stances of each case. The 

Accountant  General will thereupon scrut inise each such case and bring to not ice any 

defect  of system  which appears to require at tent ion.  

  Note.-  This Art icle applies also to irrecoverable advances.  

 (c)  The Powers of writes off delegated to certain Governm ent  servants are given 

in the Book of Financial Powers. They should be exercised only in cases where the 

loss does not  disclose ( i)  a defect  of the system  the am endm ent  of which requires 

the orders of higher authority, or ( ii)  serious negligence on the part  of som e 

individual Government  servant  or servants, which m ight  possibly call for disciplinary 

act ion requir ing the orders of higher authority,  

  Note 1.-  This Art icle applies also to losses of revenue and irrecoverable loans 

and advances.  

  1[ Note 2.-  Heads of Departm ent  m ay write off stores or Governm ent  m oney 

lost , item s of Departm ental Revenue and am ount  of loans and advances found 

irrecoverable to the extent  of Rs.1,000 each t im e and Rs.1,00,000 per annum .  

  Joint . Director/ Cont rolling Officer may write off the stores of Government  

m oney lost , item s of Departm ental Revenue and am ount  of loans and advance found 

irrecoverable to the extent  of Rs.200 each t im e and Rs.1,000 per annum .]   

REMI SSI ON OF DI SALLOW ANCES  

 307. An order of disallowance issued by the Audit  office in respect  of salar ies of 

all Government  servants has reference to the materials placed before it  at  the t ime 

of issue of the disallowance order. I f,  after receipt  of the order of disallowance, the 

Government  servant  preferr ing the claim  is able to give a sat isfactory explanat ion, 

the Audit  office will consider such explanat ion and on being sat isfied with it ,  it  will 

take act ion to withdraw the order of disallowance and adm it  the claim . But  in cases 

where the Audit  office holds that  the explanat ion offered is not  acceptable, the power 

of rem it t ing the disallowance is reserved by Governm ent  in the Finance Departm ent . 

Reference on the subject  should be m ade to the Finance Departm ent  of Governm ent  

and the following part iculars furnished:   

 1. When the pay or allowances disallowed were drawn.  

 2. When were they disallowed by the Audit  Office. 



 3. Was the am ount  disallowed drawn by the Governm ent  servant  under a 

reasonable belief on his part  that  he was ent it led to it .   

 4. What  is the am ount  disallowed and what  are the grounds for rem it t ing the 

disallowance.  

  Note.-  Whenever representat ions are made to Government  regarding 

object ions raised by the Accountant  General, Heads of Departm ents and Deputy 

Commissioners should invariably send a copy of the Accountant  General’s object ion 

m em o with their  representat ion for the inform at ion of Governm ent .  

  I n the case of paym ents on account  of personal claims which are placed 

under object ion m ore than a year after the date on which they are disbursed, the 

Accountant  General before demanding recovery, will refer the mat ter to Government .  

  The orders sanct ioning write off should invariably contain a clause that  any 

sums which are subsequent ly found due to the person concerned will be adjusted 

against  the am ounts writ ten off.  

  Note.-  The following procedure should be adopted when am ounts of over 

paym ents writ ten off on the ground of a Governm ent  servant  being no longer in 

service, are to be set  off against  am ounts subsequent ly found due from  Governm ent  

to the Governm ent  servant , like refund of excess recovery of house rent  etc.  

 ( i)  Non-Gazet ted Governm ent  servants.-  Such  re- funds are norm ally m ade 

only through the officer under whom  the Governm ent  servant  concerned served last , 

and the officer concerned should ensure that  overpaym ents, if any, already writ ten 

off are set  off against  such am ounts.  

 ( ii)  Gazet ted Governm ent  servants.-  The Head of the Departm ent  under whom  

the ret ired Gazet ted Governm ent  servant  was last  serving and through whom  such 

refunds should be m ade should sat isfy by obtaining if necessary the required 

inform at ion from  the concerned officers that  no claim  due from  the ret ired Gazet ted 

Governm ent  servant  had been writ ten off on account  of his being no longer in 

Governm ent  service. if any such claim s had been writ ten off, they should be adjusted 

against  the refunds due. The Head of the Departm ent  Office at  whose init iat ive such 

writes-off are sanct ioned should maintain appropriate indexed records to Facilitate 

such adjustm ents.  

  Note 2.-  I n cases where the am ount  of over-paym ent  is writ ten off m erely 

because the person concerned is no longer in Governm ent  service and not  on any 

other ground, as for exam ple, that  its recovery would cause hardship to the 

individual concerned, the dues, which m ay accrue to him  during the period of his re-

em ploym ent  subsequent ly under Governm ent , m ay be adjusted against  the am ount  

writ ten off.  

  I n the term s of re-em ploym ent  of a ret ired Governm ent  servant  a condit ion 

should invariably be inserted to the effect  that  any am ounts of overpaym ents 

pertaining to the pre- ret irem ent  period, including the am ounts writ ten off on the 

ground that  he was no longer in Government  service, would be recoverable by 

adjustm ent  of the pay and allowance adm issible to him  during the period of re-

em ploym ent .  



  I t  will be the duty of the office re-employing a ret ired Government  servant  

to m ake an enquiry from  the office where he was formerly employed whether any 

amount  is recoverable in terms of paragraph 1 of this Note. Such an enquiry will 

have to be made immediately after a person is re-em ployed. The final paym ent  to 

the re-employed person on the term inat ion of his re-employment  should not  be 

m ade unless the re-em ploying office has ensured that  no am ounts are adjustable as 

above.  

  Note 3.-  The Accountant  General is competent  to exercise full discret ion to 

determ ine the rate of recovery of overpayments less than one year old, detected by 

him  subject  to the m axim um  lim it  ( i.e., one- third of the pay)  fixed in Art icle 45.  

ADDI TI ONAL GRANTS AND REAPPROPRI ATI ONS 

 308. Without  the previous sanct ion of the Finance Departm ent :   

 ( i)  No reappropriat ion may be made to meet  any expenditure which is likely to 

involve further out lay in a future year;   

 ( ii)  No reapproriat ion from  a grant  for non- recurr ing expenditure is perm issible 

in order to provide for addit ional recurr ing expenditure:   

 ( iii)  Savings on salaries 1[ XXX]  shall not  be re-appropriated for meet ing any 

other class of expenditure;  and  

 ( iv)  Lum psum  grants included in the Budget  for specific purposes, as for 

instance, the revision of a part icular establishm ent  or the const ruct ion of a new 

work, shall not  be diverted to other purposes.  

 309. No reappropriat ion may be made from one grant  voted by the Legislature to 

another such grant . 1[ as also from  “Revenue Heads of Account ”  to capital Heads of 

Account  ( including loan heads of account )  under a grant  and vice versa] .  

 310. An excess over a grant  voted by Legislature requires the vote of the 

Legislature. Should any necessity ar ise for charges for which no appropriat ions are 

m ade in the Budget , it  should be foreseen as early as possible and proposals 

subm it ted to Governm ent  for obtaining a supplem entary grant  at  the next  session of 

the Legislature. 

  Note.-  I t  shall be the duty of the Head of every Departm ent  to watch the 

progress of expenditure on all heads of charges under him  with a view to see that  

the sanct ioned grants are not  exceeded and that  if an excess is for unforeseen 

reasons, unavoidable, prom pt  act ion is taken for applying for a supplem entary grant  

as soon as possible after the probabilit y of an excess is foreseen.  

 311. Reappropriat ion within a grant  voted by Legislature are regulated as under:   

 (a)  The Finance Departm ent  shall have power to sanct ion any reappropriat ion 

within a grant  from  one Major, Minor, or Subordinate head to another, and  

 (b)  The Departm ents of Governm ent  other than the Finance Departm ent  shall 

have power, to sanct ion any re-appropriat ion   not  exceeding 2[ Rs.5.00 Lakhs]  in 

each case within a grant  between heads subordinate to a Major head which does not  

involve the undertaking of a recurr ing liability. (Vide also Art icle 308) .  



  Note 1.-  A recurr ing liabilit y means a payment  which extends beyond the 

year in which it  is sanct ioned.  

  Note 2.-  Subject  to the rest r ict ions laid down in Art icle 312 and clause (b)  

supra there is no object ion to an Adm inist rat ive Departm ent  sanct ioning any num ber 

of reappropriat ions within a Major head so long as the am ount  of each such 

reappropriat ion does not  exceed Rs.20,000.  

  312. Funds allot ted for charged item s of expenditure m ay not  be 

reappropriated to meet  voted items and funds allot ted for voted item s m ay not  be 

reappropriated to m eet  charged item s.  

  Note.-  The dist inct ion between the voted and charged item s or expenditure 

is shown in the Budget  Est im ates by pr int ing the words ‘charged‘ against  such heads. 

 313. (a)  No reappropriat ion may be made in respect  of expenditure on an item  of 

‘NEW SERVI CE’ unless the sam e is authorised by the Legislature.  

 (b)  The redist r ibut ion of a provisional appropriat ion for a part icular purpose by 

the Head of a Department  or other competent  authority and his subordinate is not  a 

re-appropriat ion.  

 (c)  No reappropriat ion m ay be m ade without  the sanct ion of the Legislature so 

as to increase the expenditure on an item  the provision for which has been 

specifically reduced by a vote of the Legislature.  

 (d)  Excesses and deficiencies not  exceeding Rs.50 under any part icular detailed 

head need not  be regularised provided that  a voted grant  as a whole is not  

exceeded. Except ions should however, be m ade in the case of-   

 (1)  Heads under which no provision at  all exists, and  

 (2)  items specifically reduced  by the Legislature.  

  Any excesses under such heads or items will be dealt  with under clauses (a)  

and (c)  and will require the sanct ion either of the Finance Department  or the 

legislature.  

 314. The Heads of Departm ents have power to sanct ion reappropriat ion of grants 

from  one unit  of appropriat ion to another  within the sam e 1[ Major]  head, in their 

departm ental budgets, subject  to the following condit ions:   

 (1)  The am ount  t ransferred from  or to a unit  of appropriat ion not  exceeding 

2[ Rs.1,00,000 per annum  per detailed head.]   

 (2)  Funds allot ted for planned item s should not  be diverted for non-planned 

item s.  

 (3)  The t ransfer of funds should not  involve the undertaking of a recurr ing 

liabilit y.  

 (4)  The allotment  for secret  service expenditure should not  be increased.  

  Note 1.-  The above power does not  apply to Heads of Departm ents who are 

not  also Chief Cont rolling Officers.  



  Note 2.-  The Heads of Departments and the Chief Cont rolling Officers should 

surrender the ant icipated savings in the funds provided for their  Departm ents, 

im m ediately when they are foreseen and no savings should be held in reserve for 

m eet ing future possible excesses.  

DELEGATI ON OF POW ERS 

 315. The Financial powers delegated to Heads of Departm ents are given in the 

Book of Financial Powers.  

 

 

 

CHAPTER XI X -  SERVI CE FUNDS  

GENERAL RULES 

 316. Subscript ion to the insurance of provident  fund of Governm ent  can be 

received from  such Governm ent  servant  as are either required or perm it ted by the 

rules of the fund to subscribe to it ,  the recoveries being made ordinarily by deduct ion 

from  monthly pay or salary bills.  

 317. The recovery of insurance prem ia from  pay or salary should be made on 

receipt  of inst ruct ions from  the I nsurance Departm ent  and should not  be 

discont inued t ill so advised by the I nsurance Department .  

 318. The subscriber is himself responsible for seeing that  proper deduct ions is 

made from  his bills though, for his convenience it  has been ruled (vide Art icle 87)  

that  the responsibilit y for making the necessary deduct ions regularly and correct ly 

devolves upon the drawers of the bills. 

 319. A subscriber to a fund, when paying his subscript ion, whether his 

subscript ions to the fund are recovered by deduct ion from  bills, or paid in cash, must  

specify the num ber of his account  or of his policy, as the case may be, and give all 

necessary part iculars, and when the subscript ion is paid for the first  t im e, he should 

further quote the rule or special authority under which the subscript ion may be 

received from  him .  

 320. Whenever a subscriber to any fund, whose subscript ions are realised by 

deduct ion from  bills, is t ransferred to another office, the fact  that  he is subscribing to 

the fund should be cert if ied to in his Last  Pay Cert ificate, by not ing thereon the 

am ount  recoverable m onthly and the num ber of his account  or policy.  

 321. To each salary and establishm ent  bill should be at tached, a statem ent  in the 

prescribed form  furnishing details of deduct ions made in the bill on account  of each 

fund. I n departm ents in which salar ies are drawn by cheques on Treasuries, a 

separate cheque will be drawn simultaneously for the subscript ions due from  the 

staff of each office and sent  to the t reasury for t ransfer credit  to the funds 

concerned. The detailed statement  referred to above should accom pany each such 

cheque.  



  Note 1.-  The recoveries of prem ia made from  policy holders of the Karnataka 

Government  I nsurance Department  through their salary or establishment  pay bills 

must  be credited to the t reasuries then and there, and the I nsurance Departm ent  

has the r ight  to dem and interest  due on any recoveries actually m ade but  not  

rem it ted to t reasuries.  

  Note 2.-  I n the case of prem ia or subscript ions realised in cash, the challan 

with which the am ount  is presented at  the t reasury, should contain all the 

informat ion required in the above statem ent . 

  Note 3.-  Whenever a subscriber is t ransferred, prom oted, degraded, 

dism issed or absent  on leave or whenever his appointm ent  under Governm ent  is 

affected in any other m anner, such changes should be specially noted in the remarks 

colum n of the statem ent . 

  Note  4.-  The prem ium recovery statements in respect  of the Official Branch 

and the Hyderabad State Life I nsurance Fund Branch will be  in forms Nos. K.F.C. 

60-A and K.F.C 60-B respect ively.  

 322. A detailed list  of the subscript ions realised in cash, on behalf of each fund 

showing the date and am ount  of each receipt , the nam e of the person on whose 

behalf I t  is paid and the number of account  or policy will be sent  by the Treasury 

Officer with the cash account . This list  will be a copy of the register maintained for 

the purpose in the t reasury.  

STATE LI FE I NSURANCE FUND -  OFFI CI AL BRANCH 

 323. The payment  at  t reasuries of claims on the I nsurance Funds of the Official 

and Motor Branches, is authorised by the I nsurance Departm ent  in each case, by 

cheques.  

 324. (a)  The first  prem ium  on each policy should always be paid in cash by the 

insured. Subsequent  prem ium shall be payable in advance and will be recovered 

m onthly by deduct ion from  the pay of the insured.  

  Note.-  I n the case of policy holders who ret ire on pensions before their 

policy or policies mature, prem ium may, with their consent , be recovered from  their 

pensions and credited in cash.  

 (b)  When the insured is absent  on duty or is on leave with allowance, the 

prem ium shall be realised when such leave allowances are drawn. I f he should obtain 

leave without  allowances or be suspended from  service, the prem ium, if not  

otherwise recovered, shall be a debt  on his policy carrying interest  at  5 per cent  per 

annum  com pounded half-yearly and shall be recovered as arrears from  his future 

pay, if any, in instalments not  exceeding 5 per cent  of such pay;  

 (c)  Paym ent  which is m ade on a cheque shall in the case of the Official Branch 

be subject  to deduct ion of any am ount  that  m ay be due to Governm ent  by the 

insured.  

  Note 1.-  The provision to the effect  that  “deduct ion of any am ount  that  m ay 

be due to Governm ent  by the insured”  appearing above should be understood as 



applying only to the am ounts payable by an insured to Government  in his official 

capacity and not  to those which he m ay owe to Governm ent  as a pr ivate person.  

  I nform at ion about  dues to Governm ent by the insured should be furnished 

to the Secretary, Governm ent  I nsurance Departm ent  prom pt ly by the Heads of 

Departm ents and other officers concerned.  

 (d)  Detailed rules regarding the State Life I nsurance Fund are published 

separately by the I nsurance Departm ent  and they m ay be referred to for further 

details.  

 (e)  Before sanct ioning increm ents to Governm ent  servants, the head of an office 

should sat isfy, him self that  com pulsory insurance has been effected as required 

under the rules of the Official Branch.  The Heads of Departments should enforce the 

rules st r ict ly, Governm ent  servants should not  be allowed to evade compulsory 

insurance by merely subm it t ing proposals without  undergoing the required medical 

exam in-at ion immediately thereafter;   disciplinary act ion should be taken if it  is 

found that  the delay extends over three m onths. Officers of the I nsurance 

Departm ent  m ay visit  all offices and check how far the rules regarding I nsurance of 

Government  servants are being followed by an exam inat ion of copies of 

establishment  bills, Scheduled of Establishment  and other connected records.  

 1[ ( f) . Under Art icle 26 read with Art icle 87 of this code the Treasury Officers are 

responsible for seeing that  the deduct ions towards insurance prem ium at  the 

prescribed rates are correct ly made by the Drawing Officers in the bills as ment ioned 

by  Dist r ict  I nsurance Officers from  the pay of the officials concerned. I n the case of 

non-deduct ion or short  deduct ion of I nsurance prem ium  from  the pay of any official, 

the Dist r ict  I nsurance officers will inform  the Drawing officers concerned who shall be 

responsible for deduct ing the correct  prem ium  am ount  from  the pay of the officials 

concerned for the m onth, following the m onth in which the com m unicat ion is 

received from  the Dist r ict  I nsurance Officers. I f the Drawing officer fails to recover 

the prescribed prem ium even then the Treasury Officer will himself deduct  the 

prem ium  am ount  as m ent ioned by Dist r ict  I nsurance Officer from  the pay of the 

official and pass the bill for the reduced amount .]   

1[ 324-A.  The Karnataka State Employees Group I nsurance Scheme in force 

from  1st  January 1982 is com pulsory to all State Government  employees. The 

.scheme intends to provide for the State Governm ent  Em ployees, at  a low cost  and 

on a wholly cont r ibutory and self financing basis, the twin benefits of an insurance 

cover, to help their nom inees in the event  of death in service and a lumpsum 

paym ent  to augm ent  their resources on ret irem ent . The Director of Sm all Savings is 

the Adm inist rator of the scheme. The scheme is governed by the Karnataka State 

Employees Group I nsurance Scheme Rules 1981 and t ransact ions of the schem e are 

carr ied out  in the forms/ schedules prescribed. The Treasury Officers shall maintain a 

schedule of receipts and paym ents under the Group I nsurance Schem e in K.T.C. 

Form  73 and 74 respect ively and furnish the part iculars of receipts and paym ents in 



Annexure-B and D m ent ioned in the account ing procedure of the schem e to the 

Adm inist rator of the schem e.]   

GENERAL PROVI DENT FUND  

 325. (a)  The Fund is a general fund open to all Governm ent  servants.  

 (b)  Subscript ion to the fund is com pulsory in the case of perm anent  

Governm ent  servants who are under the condit ions of their service required to insure 

their lives in the Karnataka Governm ent  I nsurance Departm ent  but  are unable to do 

so, owing to overage or cert if ied ill health;  in other cases, it  is opt ional.  

 (c)  An opt ional subscribed m ay discont inue his subscript ions or resume payment  

again if he chooses, subject  to the following condit ions;  

  (1)  A Governm ent  servant  who chooses to discont inue or to resum e paym ent  

m ay do so only from  the beginning of a new official year.  

 (2)  The privilege of discont inuing payment  and resum ing payment  will not  be 

allowed m ore than three t im es.  

 (3)  No refund of am ounts already subscribed and at  his or her credit  can be 

made except  on ret irement  or death, or under special sanct ion of Governm ent , in 

accordance with rules 15, 18 and 24 of the General Provident  Fund Rules.  

 (d)  The m onthly rate of subscript ions shall be an amount  expressed in whole 

rupees not  less than 6 per cent  of em oluments, the rate of em olum ents for this 

purpose being those drawn on 31st  March of the financial year preceding. The 

m onthly rate shall rem ain fixed throughout  the financial year. Subscript ion during 

leave of any kind is opt ional.  

 (e)  Subscript ions are ordinarily recovered by deduct ion from  pay or salary bills 

but  they m ay be m ade by rem it tance in cash to the Treasury when a Governm ent  

servants is on foreign service or on leave.  

 ( f)  Payment  of temporary advances will be made by the t reasury on the 

authority and responsibilit y of the officer sanct ioning the advance, without  

authorisat ion or pre-audit  by the Accountant  General.  

 (g)  Final withdrawals will be passed by the Accountant  General.  

 1[ (h)  For im provem ent  in the m aintenance of Provident  Fund Accounts the 

following checks shall be exercised by the Drawing Officers.  

CHECK LI ST FOR DRAW I NG OFFI CER GENERAL  

 1. No recovery towards subscript ion for Provident  Fund should ordinarily be 

m ade unless an Account  num ber has been allot ted by the Accounts Officer.  

 2. The account  number allot ted must  invariably be quoted in full with all 

prefixes in the Provident  Fund schedule and in the pay bill every month.  

 3. I f it  becomes essent ial to make recovery towards provident  fund without  the 

Account  num ber having been received due to delay in sending the applicat ion or 

m aking the allotm ent .-   



  Note in the remarks column of the pay bill and schedule “New Subscriber 

Account  No. called for from  the Accountant  General vide No ... . . . . . . . . .  . .  date  

.. . . . . . . . . . . . . . . . .”  note the num ber of t im es the recovery has been m ade without  

Account  No. e.g., Shri Ram alal, Rs.50 3rd recovery New Subscriber etc., . . . . . . . . . . . .  

This will facilitate adjustment  of all credits when account  number is allot ted. P. F. 

Schedule Preparat ion.  

 4. Prescribed form  m ay be used.  The names should be listed in three paras, A. 

B and C.  

  Part  ‘A’.-  Should contain the nam es of regular employees of the office having 

the sam e prefix to their num ber e.g., PH  MHD, GA, etc.  

  The name should be listed in ascending order of account  num bers.  

  The names should not  be incomplete or abbreviated e.g., Ram Kumar 

Sharm a should not  be writ ten as Ram  Kum ar, R. K. Sharm a or Ram  K. Sharm a.  

  Part  B.-  Should contain the nam es of persons who have com e on t ransfer 

from  som e other offices and whose nam es appear for the first  t im e in the 

schedule/ pay bill and who have the same prefix as the persons in Part  A.  

  Their names should be listed in the same manner as those of in Part  A.  

Against  each nam e, in the “Rem arks colum n”  the office from  which the subscriber 

has com e on t ransfer, should be invariably stated.  

  These names will move to part  A in subsequent  month of, if the schedules 

are printed or cyclostyled, when the revised schedules are printed/ cyclostyled.  

  Part  C.-   Should contain the nam es of new subscribers from  whom  

recoveries have been made without  allotment  of Account  num bers. As stated earlier, 

the Rem arks colum n should contain a note 1st , 2nd, 3rd etc., recovery, New 

subscriber. Account  No. called for from the Accountant  General  vide No ... . . . . . . . . . . . . .  

dated  .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

  These names will also move to Part  A when Account  numbers are allot ted.  

 5. P.F. Schedule with names in Part  A should be printed or cyclostyled half 

years/ yearly to ensure neatness and to prevent  copying error in Account  num bers.  

 6. When a subscriber in Part  A is t ransferred to some other office, a note 

should be made in the “Remarks column”  of the office to which t ransferred. No 

amount  will,  of course, be shown under “Amounts”  column. The name will be deleted 

when the schedule is next  pr inted/ cyclostyled.  

 7. I f the rate of subscript ion varies from  the previous m onth reason therefor 

m ust  be indicated in the “Rem arks colum n” .  

 8. Total of the schedule should be done independ-  ent ly and tallied with the 

total of the pay bill.  I t  should be writ ten both in words and figures.  

 9. Separate schedules must  be prepared for different  series.  For example, if a 

pay bill contains the names of subscribers, who belong to, say normally GA series, 

but  have subscribers on deputat ion from  other offices having num ber in P H and MED 



series, the main schedule of GA series will be prepared as in Para 4 above. Then, 

there will be two more schedules, one for subscribers of PH series and the other MED 

series.  

 10. Separate Schedules must  also be prepared for persons whose credits are 

adjustable by an Accountant  General other than the A.G of the State.  

 11. Each colum n of the schedule has been prescribed for a specific purpose. 

They should be properly filled in. Recovery of subscript ions and advances should be 

shown separately and in the case of advances, the num ber of instalm ents recovered 

should be indicated.  

DEBI T VOUCHERS  

 12. The Account  num ber of the subscriber should be carefully checked in all 

cases where advances or part / final withdrawals are made. There is serious r isk of 

Frauds Overpaym ents if account  num bers are incorrect ly quoted in payment  

vouchers.  

  Please remember incorrect  preparat ion of schedules will cause harassment  

and hardship to subscribers.  

  Wrong Account  Num bers in Debit  Vouchers m ay result  in fraud or 

overpaym ent  of a Large Am ount .  

  Ask for allotm ent  of Account  num bers three m onths in advance.]   

 ( i)  Detailed rules are found in the Karnataka General Provident  Fund Rules.  

 326. The General procedure laid down above applies to other Provident  Funds 

also.  

PROCEDURE FOR RECOVERY AND ACCOUNTI NG OF POSTAL LI FE  

I NSURANCE  PREMI A 

 326-A. All the drawing officers should m aintain in the form  enclosed a corrected and 

up- to-date register of Policy holders under their cont rol. The nam es of the Policy 

holders should  be noted in alphabet ical order according to surname, leaving 

sufficient  space between two ent r ies to enable ‘new comers’ name being inserted in 

the r ight  place. A separate ent ry should be made in the Register for each policy. On 

receipt  of an int im at ion from  the Director, P.L.I .,  Calcut ta about  the issue of a policy 

in favour of a subscriber authorising the drawing officer to commence recovery from  

pay or on receipt  of a Last  Pay Cert ificate in respect  of the subscriber, t ransferred 

from  another office, the drawing officer should m ake a note of the part iculars of the 

policy in the register. The name of the office from  which the subscriber has been 

t ransferred should invariably be noted in the remarks column. Whenever a 

subscriber is t ransferred to another office or his policy is discharged his name should 

be scored out  from  the register, giving necessary remarks regarding discharge of 

policy or indicat ing the office to which the insurant  has been t ransferred as the case 

m ay be.  



 2. After the preparat ion of the monthly bill but  before its encashment , the bill 

clerk should check up the recoveries shown in the bills on account  of P.L.I .  with the 

register to see that  the recovery has been made from  all the subscribers and the 

correct  amount  has been recovered. This check will discover the cases of om issions 

to make recovery as well as cases of amounts of the recovery shown in the bills 

should be posted in the monthly column in the register with proper reference to the 

bills or the vouchers reasons for short  or excess or non- recovery being briefly noted 

in the rem arks colum n.  Ext racts of this register should then be m ade out  in the 

schedules. The Schedule should be at tached to the relevant  bills in support  of the 

recoveries. 

 3. While taking ext racts it  should be seen that  the nam es of those insurance 

from  whom recoveries were made in the previous m onths but  no recoveries have 

been m ade during the current  m onth either on account  of t ransfer or discharge of 

that  policy or on account  of leave salary being not  drawn the official being on leave 

without  pay, should be included in the current  m onths schedule with necessary 

rem ark noted against  their nam es.  Sim ilar ly, the remark, ‘New Policy’ or 

‘Transferred from.... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .office’ should be given in the schedule 

against  the nam es of insurance entered for the first  t im e in current  m onth. Reasons 

for short  or excess recovery should be noted briefly in the rem arks colum n. I n short , 

the schedule of P.L.I .  recoveries to be at tached to the bills would be a record not  

only of those from  whom  the recovery has actually been effected but  also of those 

from  whom  recovery was being effected previously but  has not  now been effected.  

  I n case of double recoveries of late recoveries, the reason for late drawl of 

pay or pension, together with an indicat ion of the m onth of pay or pension,  from  

which prem ium  has been recovered should be recorded in the Rem arks colum n. This 

informat ion is absolutely necessary to determ ine the liabilit y of the insurance to a 

pay fine or interest  and the currency of the policy.  

 4. Though each policy of the insurance will  be entered separately in the 

register and the schedule, the total amount  recoverable m onthly from  each policy 

holder on account  of all policies should be shown in the register by bracket ing all the 

policies. This will serve as a guide for preparat ion of monthly bills where recoveries 

in respect  of each policy cannot  be shown separately. This total in the register should 

be kept  corrected up- to-date on addit ions of new policies and exit  of old ones.  

PROFORMA OF THE REGI STER OF POLI CY HOLDERS 

 Serial Policy Nam e of the Designat ion Monthly 

 No. No. Policy holder  prem ium 

     rate 

 1 2 3 4 5 

   

     

AMOUNT ACTUALLY RECOVERED 



 Ap May Ju Ju Aug Se Oc No De Jan Fe Ma Re 

 r il  ne ly ust  pt  to ve ce ua br rch m a 

      em  ber mb mb ry ua  rks 

      ber  er er  ry 

 6 7 8 9 10 11 12 13 14 15 16 17 18 

  

 

CHAPTER XX -  MAI NTENANCE OF CASH AND  

OTHER ACCOUNTS I N  GOVERNMENT OFFI CES 

 327. The procedure regarding the maintenance of cash and other accounts in 

Government  offices, in general, is detailed in this Chapter.  

CASH TRANSACTI ONS I N  GOVERNMENT OFFI CES 

 328. Every Governm ent  servant  is responsible for the safe custody of m oney 

received by him  from  the public for payment  into t reasury or from  the t reasury on 

cheques or bills, and should maintain such Accounts, as may have been prescribed, 

for watching the correct  disposal of the m oney, e.g., by paym ent  into t reasury, 

disbursem ents of pay, etc., am ong the staff, and for checking the cash balance in his 

office.  

  Moneys not  being Governm ent  dues received in his official capacity, i.e., 

Poor Fund in hospitals, Sports fund in Educat ional I nst itut ions, etc., shall be 

accounted for in sets of books separate from  the Cash Book.  

  Note 1.-  The procedure to be followed in dealing with the moneys which are 

not  Government  dues is laid down in Art icle 4.  

  Note 2.-  Procedure to be followed regarding the recoveries from  the salaries 

of Government  servants on account  of dues of Co-operat ive Societ ies is laid down in 

Art icle 348.  

 329. Save as otherwise expressly provided in these rules or in any authorised 

departmental regulat ions, the following rules shall be observed by all Government  

officers who are required to recoveries and handle cash: -   

 ( i)  Every officer receiving money on  behalf of the Government  should maintain 

a cash book.  

 ( ii)  All monetary t ransact ions should be entered in the cash book as soon as 

they occur and at tested by the head of the office in token of check.  

 ( iii)  The cash book should be closed regularly and completely checked. The cash 

balance should be checked with the figures shown in the cash book everyday by the 

m inisterial head of office. The Head of the office should verify the totalling of the 

cash book or have this done by some responsible subordinate other than the writer 

of the cash book, and init ial it  as correct ;   

 ( iv)  At  the end of each m onth, the head of the office should verify the cash 

balance in the cash book and record a signed and dated cert ificate to that  effect . The 

cert if icate should also be recorded on the m onthly cash account , pr im ary abst ract  or 

account  current , where such account , abst ract  or account  current  is required to be 



subm it ted to the superior officers. Such cert ificate m ust  be signed by the head of the 

office who should invariably date the signature.  

  I t  is necessary that  the cash be counted at  convenient  intervals, and in any 

case at  the end of each m onth, as this affords an independent  check on the accuracy 

of the post ing. The results of such count ing should be recorded in the Cash Book 

(specifying the actual cash and also the outstanding balances of im prest  and 

tem porary advances) , in the body of the Cash Book so as not  to interfere with the 

up- to-date totals ;  the actual balance of cash in the cash chest  or box should be 

stated invariably in figures as well as words. A cert if icate of reconciliat ion of the book 

balance with the actual one should be recorded below the closing ent r ies of each 

m onth.  

 (v)  When Governm ent  m oneys in the custody of a Governm ent  officer are paid 

into the t reasury or the bank, the head of the office m aking such paym ents should 

com pare the Treasury Officer’s or the banks receipt  on the challan or his pass book 

with the ent ry in the Cash Book before at test ing it  and sat isfy him self that  the 

amounts have been actually credited into the t reasury or the bank. When the 

num ber of paym ents m ade in a m onth is m ore than ten and the total am ount  

involved therein exceeds Rs.1,000, he should as soon as possible after the end of the 

m onth, obtain from  the t reasury a consolidated receipt  for all rem it tances made 

during the m onth which should be com pared with the post ings in the Cash Book.  

  Note 1.-  Notwithstanding the provisions of this clause, the head of office 

may, at  his discret ion, obtain a consolidated t reasury receipt  irrespect ive of the 

num ber of paym ents m ade in  m onth and the total am ount  involved therein.  

  Note 2.-  The consolidated t reasury receipt , which is merely  a statement  

showing the am ounts rem it ted on different  dates during the m onth, under each head 

of account , should be compiled init ially by the departmental office. The Treasury 

Officer will merely cert ify the total credit  thereinafter verificat ion. For this purpose a 

clerk should be deputed to the t reasury on a date fixed by m utual arrangem ent . The 

head of office should however, record a cert ificate in the Cash Book to the effect  that  

the consolidated t reasury receipt  contemplated in this note has been obtained and 

verified with the ent r ies in the Cash Book.  

  Note 3.-  No Challan purport ing to contain the  acknow-  ledgem ent  of a 

Treasury or a Bank for receipt  of m oney should be acted on by any Governm ent  

officer unless credit  for the money is first  t raced in the t reasury accounts. For this 

purpose the provisions of Note 2 above apply also to m oney rem it ted by private 

part ies on behalf of Governm ent officers, m utat is m utandis.  

  Note 4.-  With a view to ensure that  this work is not  neglected in any case, 

the following cert if icate should be furnished by all Gazet ted heads of offices in their 

monthly pay bills. I n the case of non-gazet ted head of offices, the cert if icate should 

be recorded on the establishment  pay bill in which their pay is drawn:   

  “ I  cert ify that  I  have sat isfied m yself in the manner laid down in Art icle 329 

(V) , Karnataka Financial Code that  all Governm ent  m oneys rem it ted to the 

Treasury/ Bank by me or on my behalf during the second previous m onth have 

actually been credited in the t reasury accounts” .  

 (vi)  An erasure or over-writ ing of an ent ry once m ade in the cash book is st r ict ly 

prohibited. I f a m istake is discovered, it  should be corrected by drawing the pen 



through the incorrect  ent ry and insert ing the correct  one in red ink between the 

lines. The head of the office should init ial every such correct ion and invariably date 

his init ials.  

 (vii)  A Governm ent  officer who handles Governm ent  m oney should not , except  

with the special sanct ion of the head of the office, be allowed to handle also in his 

official capacity money which does not  belong to the Governm ent . Where under any 

special sanct ion, a Government  officer deals with both Governm ent  and non-

Governm ent  m oney in his official capacity, the Governm ent  m oney should be kept  in 

a cash box separate from  the non-Governm ent  m oney and the t ransact ions relat ing 

to the lat ter should be accounted for in a separate set  of books and kept  ent irely out  

of the Governm ent  account .  

 ( viii)  The employment  of peons to fetch or carry money should be discouraged. 

When it  is absolutely necessary peons of som e length of service and proved t rust  

worthiness should only be selected and, in all cases, when the am ount  to be handled 

is large, one or m ore guards should be sent  to accom pany the m essenger.  

  Note.-  The dut ies im posed by clauses ( ii)  to (vi)  of this rule on the head of 

the office m ay be ent rusted to a subordinate gazet ted officer nom inated by the head 

of the office for the purpose.  

 330. I n all Government  offices, a Governm ent  servant  of sufficient  status should 

be ent rusted with cash and the work relat ing to cash t ransact ions, and the following 

registers should be m aintained.-   

 (1)  Cash Book for entering daily receipts and payments of all k inds.  

 (2)  General Ledger or Classified Abst ract  of m onthly totals of the cash book.  

 (3)  Rem it tance book for the am ounts rem it ted to the t reasury. (Form  61) .  

 (4)  Acquit tance Roll.   

 (5)  Order Book for cont ingent  charges.  

 (6)  Cont ingent  Register.  

  Note 1.-  The term  ‘Cash’ includes specie, currency Notes, Cheques,   

Dem and Drafts and Rem it tance Transfer Receipts, issued or endorsed in favour of a 

departm ental officer. Governm ent  securit ies are not  to be t reated as cash.  

  Note 2.-  Cheques or Rem it tance Transfer Receipts received by Government  

servants for credit  to Governm ent , should invariably be crossed and the following 

endorsem ent  should be m ade on each of them , before t ransm ission to t reasuries: -   

  “Received paym ent  by  t ransfer credit  to .. . . . . . . . . . . . . . . . . .  (Head of Account ) .”   

  Note 3.-  Cheques of pr ivate individuals if accepted in paym ent  of 

Governm ent  dues or in set t lem ent  of other t ransact ions in accordance with the 

provisions of Art icle 9 of Karnataka Financial Code, should be t reated as cash and 

entered in the cash book in the ordinary way just  like other cash t ransact ions when 

they are sent  to the Bank for encashm ent , they should be shown in the disbursement  



colum n as “Rem it tance into Treasury” . I f the cheques so received be num erous, they 

may init ially be entered in a “Register of cheques received and adjusted”  in Form  No, 

K.F.C. 76 and only the daily totals of receipts and rem it tances entered in the cash 

book. This register will also facilitate the watching of the clearance of the cheques.  

  Note 4.-  When cheques of pr ivate individuals are accepted under the 

provisions of Note-3, above, the following endorsem ent  should be m ade on the 

receipt  Form  KFC 1 granted to the presenter of the cheque.  

  “Received by cheque No.... . . . . . . . . . . . .  on ... . . . . . . . . . . .  . . . . . . . . . . . . . . . . . . . .  Bank. This 

receipt  is subject  to its realisat ion” .  

  Note 5.-  When any such cheque is dishonoured by the Bank on which it  is 

drawn, the credit  previously afforded in the account  in respect  of the cheque should 

be reversed by showing the amount  in the cash book as a m inus ent ry on the date of 

receipt  of int im at ion of dishonour, the fact  of dishonour being entered against  the 

original credit  and init iated to the tenders also as soon as possible” .  

CASH BOOK  

 331. The Cash Book shall be a substant ially bound volum e containing a sufficient  

num ber of pages to record at  least  one year’s t ransact ions. I t  shall be carefully 

exam ined with regard to the num bering of pages the (page num bers being printed)  

before being brought  into use. The book should be in the following form :   

1[ CASH BOOK OF.................FOR THE MONTH OF...........    

RECEI PTS  

 Salary Cont ingencies   

 Date Rec Par Pay Allo T.A. I n reco Adva Tot  Head 

  ipts t icu  wan  upm ent  nce al of 

  No. lars  ce  of per Pay  Acc 

   of    m anent  m ents  ount  

   rece    advan 

   ipts    ce 

 1 2 3 4 5 6 7 8 9 10 

    Rs. Rs. Rs. Rs. Rs. Rs. Rs. 

 

PAYMENTS 

 Salary Cont ingencies   

 Date Vou Par Pay Allo T.A. Out  of Out  of Tot  Head 

  cher t icu  wan  perma money al of 

  No. lars  ce  nent  drawn in  Acc 

   of    Advan ant ici  ount  

   cha    ces pat ion 

   rges     of 

        pay 



        m ent  

 1 2 3 4 5 6 7 8 9 10 

    Rs. Rs. Rs. Rs. Rs. Rs. Rs. 

 

  The cash book has to be writ ten up from  day to day, the ent ry relat ing to 

each item  of receipt  or expenditure being made simultaneously with the t ransact ion. 

The balance on hand at  the beginning of each day being brought  forward on the 

receipt  side, the sum s received during the course of the day are entered on the 

receipt  side in the order of their receipt   while on the expenditure side  m oney spent  

is entered item  by item , not ing against  each item  the corresponding voucher 

num ber. The cash book should be closed at  the end of each day and the balance 

st ruck. At  the end of the m onth, after the t ransact ions of the last  day of the m onth 

are over,  the cash book should be closed, as usual, as at  the end of each day, and 

the part iculars of item s (heads of account )  working up to the cash balance should be 

given in detail.   

 332. When a deficiency is found in the cash balance of any day, it  should be 

m ade good at  once by the person responsible for it  and the closing cash balance of 

the day should be the full balance including the amount  lost  and made good. I f,   

however, for any except ional reasons the amount  of the deficiency is not  m ade good 

immediately, it  should be t reated as a Miscellaneous advance recoverable from  the 

person responsible, on a voucher signed by the Head of the Office. When any excess 

is found, it  should at  once be credited to the t reasury under Revenue Deposits as 

cash found surplus in chest , pending enquiry and disposal. I n either case, a note, 

should be m ade in the cash book.  

  I f the invest igat ion does not  establish beyond doubt  that  the excess is due 

to any part icular person, it  should be credited to Government  under “LI I  

Miscellaneous” . I f the am ount  is proved to be payable to any part icular person, the 

refund should be m ade under the orders of the Governm ent  servant  Com petent  to 

sanct ion refunds.  

 333. Deleted. 

 334. Deleted.  

 335. Deleted. 

RULES REGARDI NG THE SAFE CUSTODY OF CASH  

 336. Public m oney in the custody of Governm ent  Departm ents shall be kept  in 

st rong t reasure chests and secured by two locks of different  pat terns. All the keys of 

one lock should be in the custody of the gazet ted Governm ent  servant , who is in 

charge of cash. All the keys of the other lock should be in the possession of the 

cashier. This disposit ion of the keys is for the definite purpose of ensuring that  the 

chest  should never be opened or closed, without  both the custodians being present .  



  When there are no double locking arrangem ents for the cash chests, the 

cash should invariably be lodged in the inside drawers, the keys of which should be 

with the gazet ted Governm ent  servant  in-charge of cash, and the outer keys of the 

chest  with the cashier.  

 337. Heads of Departm ents m ay authorise a departure from  the let ter of Art icle 

336 in any individual case in which either the am ount  of cash handled by the 

departmental officer, or the extent  of insurance provided, or any fidelity guarantee 

policy taken out  by the office cashier, or any other special considerat ion, may be 

held to just ify the adopt ion of a sim pler and less cost ly arrangem ent  without  

impair ing the safety of Government  money.  

 338. When the Governm ent  servant  in charge of cash is on tour or on leave, he 

should hand over the keys of the cash chest  together with the contents to any other 

responsible Governm ent  servant .  

CUSTODY OF DUPLI CATE KEYS OF CASH CHESTS  

 339. The duplicate keys of cash chests of Governm ent  offices should be deposited 

in sealed packets in the Governm ent  Treasuries with which the offices t ransact .  

  Once a year, in April,  and also whenever the charge of an office is 

t ransferred, the duplicate keys should be sent  for, exam ined and returned to the 

t reasuries in fresh sealed packets.  

 340. The following rules in regard to the custody of padlocks and duplicate keys 

of cash chests, etc., of Governm ent  Departm ents are laid down:   

  I f a padlock becomes unserviceable or cases to be required or if any one of 

the keys belonging to it  is lost , the circumstances shall be reported to the Head of 

the Departm ent  concerned, who shall pass orders regarding the disposal of the 

padlock and keys. No padlock, of which a duplicate key has been lost , shall be 

cont inued to be used in the sam e dist r ict .  

  No local mechanic shall ever be allowed to repair a padlock or to make a 

new key for a padlock.  

  1[ Note.-  I f the key of a Padlock/ safe is lost  the ent ire locking arrangements 

may be got  replaced by the supplier firm / any other reputed firm  and the previous 

lock and Keys should not  be m ade use of] . 

 341. Government  servants in all departments, will be responsible to account  

sat isfactorily for Government  moneys com ing into their possession and will also be 

held personally liable for excess payments m ade or ext ravagant  expenditure incurred 

by them  or for loss caused to Governm ent  by their negligence.  

 342. Recoveries from  pay on account  of court  at tachm ents should be passed 

through the cash book and should also be entered in a detailed subsidiary register in 

the form  given in Art icle  347.  

 343. ( i)  An Abst ract  Cash Book in the following form , should be maintained in 

each Taluk Office in addit ion to the separate Cash Book or I mprest  Register 



maintained in the several branches. I n this abst ract , the daily t ransact ions will be 

entered in totals, so that  the aggregate cash balance could be seen at  glance.  

 ( ii)  An analysis of the balance ( i.e., of perm anent  advances and im prests, 

undisbursed pay of Revenue, Educat ion and Muzrai Establishments and other items 

of m oney which com e into the Tahsildar’s hands in his various capacit ies)  should be 

m ade at  the end of each m onth and whenever there is a t ransfer of charge, the 

individual details of items outstanding should be noted in the Cash Book (m aintained 

in the several branches)  giving reference to the date of receipt .  

 ( iii)  The  inspect ing officers should see whether (1)  this cash abst ract  account  

has been m aintained properly, (2)  the details of pending items have been noted 

m onthly and worked up to the cash balance, (3)  the details on the day of inspect ion 

agree with the balance on that  date, (4)  there is sufficient  just ificat ion for the 

pendency of the outstanding item s and (5)  amounts to be rem it ted to t reasuries are 

under no circum stances retained in the office and undisbursed pay, in part icular, is 

not  retained for m ore than the prescribed period.  

  Note.-  A statem ent  of such analysis with the dates from  which each item  is 

outstanding and the reason therefor as on the date of inspect ion should be appended 

to the report .  

Abstract  Cash Book or Am anath Register  of the  

.................................Taluk Office.  

  Abst ract  Cash Book or Am anath Register of the ... . .   Taluk Office. 

 Undisbursed  I nit ials Re 

 Pay and I m prest  of m ar 

 Travelling  Sherist  ks 

 Allowance  edat  

 Date Reve  Educa Muzari Reve Surv Total 

 and nue t ion pay nue ey 

 Part ic Bran Depa m ent  

 ulars ch rtment  

  Rs. Rs. Rs. Rs. Rs. Rs. 

Oepn-  .. . .. . . . .. . . . .. . . . .. . . . .. . . . . .  

ing 

balan-  

ce 

Rece-  .. . .. . . . .. . . . .. . . . .. . . . .. . . . . .  

ipts 

Pay-  .. . .. . . . .. . . . .. . . . .. . . . .. . . . . .  

m ent  

closing 



bala-  

nce 

and 

so on 

 

 ( iv)  The I mprest  Register of the Taluk or Sub-Taluk Office will be in the following 

form : -   

“I MPREST REGI STER OF THE...........TALUK OFFI CE  

I m prest  held Rs.... . . . . . . . . . . . . . . . . . .  drawn from  the ... . . . . . . . . .  

Treasury .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  as per  

Part iculars of Expenditure  

 Date Vouc To  Reve Rem it  Bandh Tank Dist  

  cher whom nue tance acco m ainte ress 

   paid Cont i Charges unt  nance 

   and ngen   works 

   Part i cies 

   culars 

   Rs. Rs. Rs. Rs. Rs. Rs. 

 

  

  

Part iculars of expenditure Part iculars of recoupm ent  

 Reco Lock Misce Amo I nit ials Date Amo I nit ia 

 rd of up llane nut  of the No. unt  ls of 

 r ights char ous of Tahsild of of the the 

  ges ( I nam each ar or the detai Tahsil 

   advance vou Sherist  bill led dar 

   Malnad cher edar  bill or 

   I mprov     Sheri 

   em ent      stedar 

   charges, 

   etc.,)  

    Rs.   Rs. 

 344. I f any new kinds of expenditure other than those ment ioned in the form  are 

m et  out  of the imprest  necessary addit ional columns should be opened in the 

I m prest  Register.  

  The am ount  spent  should be recouped as often as necessary and at  least  at  

the end of each month. There should be separate bills for the charges relat ing to 

different  classes of expenditure (booked under different  m ajor heads) . The num ber, 



date and amount  of the recoupment  bill,  should be noted against  each item . I f any 

item  of expenditure is to be recouped by cash recovery, the date of recovery and 

item  num ber in the cash book should be noted against  the item  concerned.  

  An analysis of the balance of the I mprest  Register (giving details of items 

working up to the difference between the im prest  held and the balance of im prest  on 

hand)  should   be prepared at  least  once a m onth.  

  At  the t ime of inspect ion of the Taluk Offices the I nspect ing Officers will 

exam ine the I m prest  Register, along with the Abst ract  Cash Book, Acquit tance Roll, 

etc., and see that  the lmprest  Register is maintained properly and the imprest  is 

recouped prom pt ly.  

  Note.-  Am anath cash of the Tahsildar’s office and m aintenance of the 

Tahsildar’s I m prest  Register and Cash Book should on no account  be ent rusted to the 

Treasury Sheristedar. This should be maintained in the Taluk Office by the Tahsildar, 

and only the Am anath  box kept  in safe custody in the Treasury, under the rules in 

force.  

 345. Cash Received and Dispatched Book.-  Every office dealing with cash should 

maintain a small note book in the form  given below in which the Government  servant  

in charge of money will enter items as he hands over money, cheques, R.T.R’s. and 

bills for encashment , to the peon and obtain his signature against  the ent ry. The 

Government  servant  will sim ilar ly sign in the book when he receives money from the 

peon. For amounts handed over to the clerk, the lat ter ’s signature will be taken and 

it  will be seen that  these amounts are brought  to the cash book prompt ly.  

FORM  
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  R.T.R. 
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CONTROL OF EXPENDI TURE  

 346. The authority adm inister ing a grant  is respon-  sible for watching the 

progress of expenditure on public services under its cont rol and for keeping the 

expenditure within  the grant . I n order that , that  authority m ay discharge the said 



responsibilit y efficient ly and that  it  may be in a posit ion from  month to month to 

est imate the likely-hood of savings and excesses over grants and appropriat ions, the 

following procedure, is laid down: -   

  Note.-  I n the following rules competent  authority refers to the authority who 

under the provisions of the Karnataka Budget  Manual is ult im ately responsible for the 

cont rol over expenditure against  the grants /  appropriat ions for which he is the 

est im at ing officer and who is required to reconcile the departm ental figures under 

the grant  /  appropriat ion with the corresponding figures booked by the Accountant  

General and to furnish to the Accountant  General cert if icate of final reconciliat ion. I t  

includes the Head of the Departm ent  and the Secretaries to Governm ent  funct ioning 

in the capacity of Heads of Departm ents.  

 (1)  The competent  authority will be responsible for cont rolling expenditure  from  

grant  or grants of it s disposal and will exercise cont rol through the Cont rolling 

Officers, if any, and the drawing officers subordinate to that  authority.  

 (2)  Cont rol over expenditure under the several sub-heads of grant  /  

appropriat ion must  be exercised, with reference to the am ount  of grant  as it  stands 

from  t im e to t im e. I t  is the duty of the com petent  authority to dist r ibute the voted 

grant  or, in the case of charged expenditure, the am ount  of appropriat ions, as 

provided for in the schedule to the Appropriat ion Act  among the various cont rolling 

and drawing officers subordinate to it ,  wherever this has not  been done by the 

Finance Departm ent , taking into account  lum psum  cuts, if any, m ade by the 

sanct ioning authority, That  authority must  sim ilar ly dist r ibute any increases or 

reduct ions subsequent ly authorised in the grant  /  appropriat ion or in any part  of it ,  

whether the alterat ion is due to a supplem entary grant  /  appropriat ion, lum psum  

reduct ion, or re-appropriat ion. When m aking the dist r ibut ions, that  authority m ust  

invariably com m unicate to the officer concerned the complete accounts classificat ion 

of each item  dist r ibuted including the major, m inor, sub and detailed heads of 

account . Such dist r ibut ion is, however, not  essent ial in the case of provisions for pay 

of officers and of establishm ents. I n m aking a dist r ibut ion, it  is always open to the 

com petent  authority to keep, a port ion of the grant  as an un-dist r ibuted reserve in 

its own hands.  

  Note.-  The expenditure on works or other item s, drawn on cheques should 

be sim ilar ly watched but  in the m anner prescribed for such class of expenditure.  

 (3)  The following procedure must  be followed by drawing, cont rolling and chief 

cont rolling officers in drawing moneys on bills from  the Treasury for expenditure and 

for maintaining  and  rendering  the  accounts  thereof-  1[ ( i)  (a)  Every Officer 

drawing bill for encashment  at  a Treasury should invariably at tach a Bill presentat ion 

Slip to each bill.  These slips ( in Form  No. KTC 65-A)  will be machine numbered and 

will be bound in machine numbered book having a specific number of forms. These 

books will be in the custody of Treasury Officers and will be supplied to the Drawing 

Officers on indents. The Drawing Officer will have to keep a stock book of such bill 

presentat ion slip books and each slip has to be accounted for. For every such bill 

presented through a m essenger the Drawing Officer should see that  the Counterfoil 

of the slip is returned by the messenger or if the bill is passed the same day the 

cheque for the amount  or cash is brought  and delivered to him . I f the bill is objected 



to, by the Treasury Officer he will get  back the bill with the object ion slip. This 

procedure will be followed in all banking Treasuries and non-banking t reasuries 

whether the cheque system  is in vogue or not . I n places where the t reasury is a 

banking t reasury and the cheque system is not . in vogue, the bill presentat ion slip 

will be presented to the bank before cash is received. Pension bills of pensioners,-  

pay bills of Gazet ted Officers and bills drawn by persons other than the drawing 

officer such as Grant - in-aid bills etc., need not  however be accompanied by the bill 

presentat ion Slip.  

 (b)  Every Drawing Officer is responsible for maintaining a Register of Bills for 

encashment  in Form  No. K.F.C. 62-A ( revised)  in which all bills presented to the 

Treasury whether payable to him  or not  should be entered. He will also be 

responsible to see that  the part iculars such as voucher Num ber and date of 

encashment  of the bill referred to in column (14)  of the Register of Bills are 

invariably obtained and regularly noted in that  Register. by deput ing his official to 

the Treasury for the purpose at  least  twice by the 15th and the 25th of each m onth. 

The Treasury Officer should render necessary assistance to such staff deputed by the 

Drawing Officers by furnishing the relevant  part iculars.]  

  Except ion.-  I n respect  of bills relat ing to interest  on Charitable Endowment  

Deposits, not ing of account  classificat ion such as budget  allotm ent  up- to-date 

expenditure, etc., is not  necessary.  

  Note 1.-  The Treasury Officer will init ial the ent r ies in the Encashment  

Register or Bills in token of the payments made on the day of passing the bills for 

paym ent  or disbursem ent  by cash as the case m ay be.  

  Note 2.-  The Drawing Officers are responsible to see that  the part iculars 

such as voucher No. and the date of encashment  of the bill referred to in column 

(12)  of the Encashment  Register are invariably obtained and regularly noted in that  

Register by deput ing his official to the t reasury for this purpose at  least  twice by the 

5th and the 25th of each m onth. The Treasury Officer should render necessary 

assistance to such staff deputed by the drawing officers by furnishing relevant  

part iculars.  

 ( ii)  Except  in the case of bills for the pay of officers or of establishments and for 

allowances drawn with pay, the drawing officer must  enter on each bill and in 

Encashment  Register of Bills in Form  62-A, the progressive total of expenditure up-

to-date under the sub-head or sub-heads to which the bill relates, including the 

amount  of the bill on which the ent ry is made.  

 ( iii)  Every drawing officer and in respect  of his own expenditure from  

port ions of the grant  retained in his own hands, every cont rolling officer, or the 

com petent  authority, m ust  m aintain a separate register in Form  K.F.C. 62-B, for 

each m inor or sub-head of account  with which he /  it  is concerned. I n this m ust  be 

entered the necessary part iculars of the charge drawn on each bill under the 

appropriate primary unit  and detailed head. 



  Note.-  Accounts drawn in pay bills of officers will not  appear in this register, 

except  in the case of Plan Schem es ent it led to Cent ral assistance [ vide sub- rule (xi)  

infra] . 

 ( iv)  Before the tenth day of each m onth, an ext ract  of the ent r ies I n this register 

so far as they relate to bills actually cashed at  the t reasury during the preceding 

month, must  be sent  in full detail by every drawing officer, other than a cont rolling 

officer, or the competent  authority, to the cont rolling officer. As certain of the ent r ies 

in each month will relate to bills which were not  actually cashed before the end of 

that  month, the copy sent  will include a few ent r ies of the previous month and 

exclude a few m ade in the m onth for which the return is subm it ted. I f there be no 

ent r ies in the register in any month, a ‘nil’ statement  must  invariably be sent .  

 (v)  I n order to watch the receipt  of the returns prescribed in the foregoing sub-

rule, the cont rolling officer must  maintain a broad-sheet  in Form  K.F.C. 62-C, in 

which a serial number will be allot ted to each individual drawing officer. This broad-

sheet  m ust  be carefully watched and rem inders sent , if any returns are not  received 

by the 10th of the month. Since the accuracy of the cont rolling officer’s accounts will 

depended to a large extent , upon the t imely receipt  of all returns.  

 ( vi)  On receipt  of the returns from  drawing officers, the cont rolling officer must  

carefully exam ine them and sat isfy him self: -  

 (a)  that  the accounts classificat ion has been properly given,  

 (b)  that  progressive expenditure has been properly noted and the available 

balances worked out ;   

 (c)  that  expenditure up- to-date is within the grant : -  

 (d)  that  the returns have been signed by the drawing officer’s and if he finds 

defects in any of these respects, he m ust  take im m ediate steps to rect ify them . 

 (vii)  When all drawing officer’s returns for a part icular m onth have been received 

and found to be in order, the cont rolling officer must  prepare a statement  in Form  

K.F.C. 62-D, in which he will incorporate:   

 (a)  the totals of the figures supplied by drawing officers;   

 (b)  the totals  taken  from   his  own  registers in Form  K.F.C. 62-B;  and  

 (c)  the totals of adjustments under the various detailed heads which will be 

com m unicated to him  by the Accountant  General on account  of t ransfer ent r ies and 

expenditure debited to the grant  through accounts current . I f the cont rolling officer is 

not  the com petent  authority, he m ust  forward to the lat ter authority, a copy of this 

statem ent , support ing it  by the copies of Form  K.F.C. 62-B, subm it ted by drawing 

officers and by an ext ract  of the m onth’s ent r ies in the register in Form  K.F.C.62-B 

maintained in his own office. This should be done not  later than the 5th of the 

second following m onth.  



  I f any adjustm ent  com m unicated by the Accountant  General affects the 

appropriat ion at  the disposal of a subordinate drawing officer, the fact  that  it  has 

been made, must  be communicated by the cont rolling officer to the drawing officer 

concerned.  

 (viii)  On receipt  of all the necessary returns, the competent  authority must  

prepare an account  in Form  K.F.C. 62-E showing the complete expenditure from  the 

grant  at  his disposal up to the end of the m onth concerned. The figures of 

expenditure upon pay of officers and establishm ents and upon allowances drawn 

with pay will be communicated to him  by the Accountant  General as prescribed in 

sub- rule (xi)  below:   

 ( ix)  By the 25th June each year, the com petent  authority m ust  forward to the 

Accountant  General a copy of his account  for April in Form  K.F.C. 62-E. I n-

subsequent  months, it  will suffice to send by the same date an abst ract  of the 

expenditure up- to-date under the various heads of disbursem ents in three colum ns 

showing:   

 (a)  expenditure up to the end of the preceding m onth;   

 (b)  expenditure during the m onth just  concluded;  and  

 (c)  total expenditure up- to-date, being the total of (a)  and (b) .  

  The subsidiary record in Forms K.F.C.62-B, K.F.C. 62-D will be retained by 

the com petent  authority in his own office, unless in any case the Accountant  General 

requires that  the whole or any part  of them  should be sent  to him  with the 

statem ent .  

 (x)  ( i)  The com petent  authority and the Accountant  General will be joint ly 

responsible for the reconciliat ion of the figures in the accounts maintained by the 

com petent  authority with those booked in the Accountant  General’s books. Unless in 

any case there are special rules or orders to the cont rary, the reconciliat ion should 

be made monthly, the init ial responsibilit y rest ing with the competent  authority. The 

reconciliat ion need not  be very close;  its extent  should be determ ined by the 

following considerat ions:   

 (a)  that  the account  figures finally published will be those maintained by the 

Accountant  General;  and  

 (b)  that  the main object  of the reconciliat ion is to ensure that  the departmental 

accounts are sufficient ly accurate to render possible an efficient  departmental cont rol 

of expenditure.  

  1[ Note: -  Reconciliat ion of expenditure by the departmental officers on 

various types of pension under the m ajor head of account  2235 Social Security and 

Welfare is not  necessary.]   

 ( ii)  The detailed procedure for effect ing the reconciliat ion between departmental 

figures in Form  K. F. C. 62-E and those in the books of the Accountant  General will 

be as under:   



  The departm ental com petent  authority should send a clerk of its office to the 

Accountant  General’s Office with the departm ental registers not  later than the 25th 

of the second following m onth. That  clerk should, with the assistance of the 

Accountant  General’s staff, com pare the departmental figures with  those recorded in 

the Accountant  General’s books. The clerk will prepare in duplicate, a statement  of 

discrepancies     2[ in Form  79]  showing, separately, the adjustm ents to be m ade in 

the Accountant  General’s books and those to be made by the departmental 

competent  authority in its books. The Accountant  General’s office will keep one copy 

of it ,  and the other will be taken by the clerk for the use of the department . The 

departm ental com petent  authority after effect ing necessary adjustm ents should 

inform  the Accountant  General that  this has been done.  

  The Accountant  General will likewise make necessary adjustments in his 

books and inform  the departmental competent  authority to that  effect . The lat ter 

should then send a cert ificate to the Accountant  General stat ing that  the figures in its 

registers have been reconciled with those of the Accountant  General. This cert ificate 

should be sent  not  later than the 15th of the 3rd following m onth.  

 (xi)  Expenditure on pay of officers and establish-  ments is not , as a rule, liable to 

violent  fluctuat ion. Moreover, the provision for such expenditure is frequent ly not  

dist r ibuted am ong drawing officers. I t  is, therefore, unnecessary to watch such 

expenditure through the forms and registers prescribed in sub- rules ( iii)  to (vii)  

above. The figures of such expenditure drawn in pay bills of officers and 

establishments will be communicated monthly by the Accountant  General to the 

competent  authority, which must  enter them in its account  in Form  K.F.C. 62-E and 

watch the progress of expenditure against  the grant .  

  Except ion.-  I n the case of Plan Schem es ent it led to Central assistance with 

reference to actuals, account  of expenditure on pay of officers and establishm ents 

also should be kept  and rendered to the cont rolling officers in Form  K.F.C. 62-B to 

enable the figures being reconciled with those of the Accountant  General.  

 ( xii)  The competent  authority and the cont rolling officers under it  must  further 

take steps to m aintain a careful watch over expenditure incurred from  t im e to t im e 

on im portant  non- recurr ing item s, such as grants and cont r ibut ions, purchase of 

rat ions and purchase of uniform s. I n som e cases, the com petent  authority m ay 

prefer to keep the ent ire grant  under its own cont rol and to order disbursing officers 

who wish to spend m oney against  it  to apply to it  for a special allotm ent . I n other 

cases, that  authority m ay prefer to dist r ibute the grant  and to order its drawing 

officers to report   expenditure against  it  through their  m onthly accounts. Whatever 

method it  adopts, it  is essent ial that  it  should keep itself informed not  only of the 

actual expenditure against  such grants, but  also of the liabilit ies which have been 

incurred and m ust  ult im ately, be m et  from them . Without  such inform at ion, no 

adequate cont rol over expenditure can be exercised.  



 ( xiii)  To keep himself informed of the liabilit ies which must  ult imately be met  from 

the grants, every cont rolling officer should obtain from  his subordinate officers a 

monthly liabilit y statement  in Form  K.F.C.62-F and 62-F.I . This statement  should be 

compiled from  a register in sim ilar form  kept  by the drawing officers and should be 

furnished com m encing from  the m onth of October in each financial year. The 

cont rolling officer also should maintain a Liabilit y Register in the same form  in which 

the part iculars furnished   in the monthly statement  of sub-ordinate officers will be 

consolidated.  

 (4)  As regards expenditure in Public Works and Forest  Departm ents, drawn on 

cheques, the following procedure should be followed:   

  A-Public Works Departm ent .-  ( i)  The Divisional or other officer should 

prepare a m onthly statem ent  in Form  K.F.C. 62-G for each m ajor head of account . 

This statem ent  should show the various m inor and detailed heads (pr imary and 

secondary units of appropriat ion)  and individual works for which specific 

appropriat ion has been sanct ioned by a higher authority, as well as the appropriat ion 

therefor, as m odified from  t im e to t im e. I n case of works for which a lum psum  

appropriat ion has been placed at  the disposal of the Divisional or other officer, only 

the total expenditure thereof and the lum psum  appropriat ion m ay be shown. The 

expenditure incurred under each primary and secondary unit  and under any work or 

item  requir ing a specific appropriat ion should be posted in the relevant  column. I n 

the case of suspense heads, the debits and credits will be shown separately to 

facilitate reconciliat ion. Undischarged liabilit ies and ant icipated credits should be 

separately necessary in the column provided for the purpose, as it  is necessary to 

take them  into account  in reviewing the progress of expenditure vide paragraph 40, 

Karnataka Public Works Account  Code.  

 ( ii)  The statement  referred to above should be completed within a week of the 

date fixed for the closing of the Divisional accounts and a copy forwarded to the 

Superintending Engineer with such proposals as the Execut ive Engineer, m ay think 

necessary for the re-appropriat ion of funds or for the surrender of probable savings. 

The Divisional Officer should at tach  special importance to these statem ents after the 

first  six m onths of the year.  

 ( iii)  The Superintending Engineer should after a thorough   review of the 

statements received from  the Divisional Officers, take such act ion as he considers 

necessary without  delay and consolidate the statem ents of the Divisional officers in 

Form  K.F.C. 62-H in order to review the progress of expenditure of the circle as a 

whole against  the appropriat ions placed at  his disposal. Thereafter he should 

reconcile the circle statem ent  with the accounts received from  the Audit  Office. Any 

correct ions found necessary in the figures furnished by the Divisional Officers should 

be incorporated in the circle statement  and communicated also to the Execut ive 

Engineer;   



 ( iv)  The Superintending Engineers concerned, should furnish to the Accountant  

General for every m onth, a cert ificate in the following form  not  later than the 15th  

of the 3rd m onth, following:   

  “Cert ified that  the figures of work expenditure under Grant  

No.... . . . . . . . . . . . . . . . . . . . .  Major Head ... . . . . . . . . . . . . .  for the m onth of .. . . . . . . . . . . . . .  have been 

verified and reconciled with those of the Accountant  General and that  suitable act ion 

has been taken in respect  of all cases of excesses over grants/  allotm ents not iced or 

ant icipated.”  

 (v)  The reconciled statem ents of Superintending Engineers will,  thereafter be 

sent  to the Chief Engineer for his informat ion and return, indicat ing points requir ing 

his orders.  

  B-Forest  Departm ent  .-  ( i)  The Dist r ict  Forest  Officers and other disbursing 

officers should send to the Conservator of Forests, or other cont rolling officer 

concerned a progressive statem ent  of expenditure for each m onth com pared with the 

appropriat ions in Form  K.F.C. 62-G, so as to reach him  not  later than the 15th of the 

succeeding m onth. This statement  should be compiled from  the m onthly divisional 

accounts forwarded to the Accountant  General. I n respect   of individual works 

sanct ioned by a higher authority, the statem ent  should also furnish the progress by 

each work,  

 ( ii)   The Conservator should after check of the statem ents consolidate them  

including the figures of expenditure incurred by him  direct ly, in a progressive 

statem ent  of expenditure in Form  K.F.C. 62-H for the whole circle;   

 ( iii)  Each Conservator receives from  the Accountant  General, monthly, a 

summary of expenditure under the several heads of account , the figures of which 

should be reconciled by him  with those worked out  in the statem ent  referred to 

above;   

 ( iv)  I n other respects the procedure applicable to the works expenditure of the 

P.W.D. will apply mutat is mutandis;   

 (v)  After reconciliat ion, and after taking such act ion as he considers necessary 

in respect  of savings or excesses, he should send the statem ent  to the Chief 

Conservator of Forests for informat ion and return. The lat ter will review the 

statem ents and issue such inst ruct ions to the subordinate officers as he considers 

necessary.  

 (5)  Under the procedure prescribed in these rules, the competent  authority or a 

cont rolling officer should be in a posit ion from  month to month to est imate the 

likelihood of savings or excesses and to regularise them in accordance with the 

inst ruct ions on the subject . The processes involved should receive the personal 

at tent ion of the competent  authority and Cont rolling Officer and must  on no account  

be left  to be conducted ent irely by subordinate officers.  



 (6)  The cont rol of expenditure is very important  and to ensure that  the work is 

not  lost  of sight  or neglected, all drawing officers other than subordinate cont rolling 

and chief cont rolling officers, should furnish a cert if icate in the following form  on 

their monthly pay bills;   

  “ I  cert ify that  a copy of the expenditure account  in Form  K.F.C. 62-B due 

from  m e for the previous m onth under the provisions of Art icle 346 of K.F.C. was 

furnished to... . . . . . . . . . . . . . . . . .  on ... . . . . . . . . . . . . . . . . . . . .” .  

 (7)  All Gazet ted Officers whether they are drawing officers or merely drawers of 

their own bills, should furnish this cert if icate. I n the case of Gazet ted Officers who 

are working under heads of offices, informat ion of the am ounts drawn by them  on 

their own bills towards their personal claims relat ing to other than pay and 

allowances drawn with pay, is required by the heads of offices who keep an account  

of the expenditure covered by such bills and, therefore, such officers should also 

render an account  of the expenditure and record in their pay bills the cert if icate 

prescribed in para (6)  above. I n the case of officers drawing their pay and allowances 

along with those of their establishment , the cert ificate will be furnished in the 

establishment  pay bill it self.   

 (8)  in order that  the work in the offices of the subordinate cont rolling and chief 

cont rolling officers may also be at tended to with proper expedit ion, subordinate 

cont rolling and Chief Cont rolling Officers ( including Heads of departments)  should 

furnish a cert ificate in the following form  in their monthly pay bills;  

  “ I  cert ify that  the expenditure statem ent  in Form  K.F.C. 62-D due from  m e 

for the second previous m onth under the provisions of Art icle 346 K.F.C. was 

forwarded to m y Cont rolling /  Chief Cont rolling Officer in my Memo No. .. . . . . . . . . . . . . . . . . .  

dated ... . . . . . . . . . . . . . . . . . . . . . .”   

 

     . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

  Subordinate Cont rolling Officer.  

  I  cert ify that  the statem ent  of expenditure in Form  K.F.C. 62-E/ abst ract  of 

expenditure relat ing to the grants and appropriat ions under m y cont rol as also the 

cert if icate of reconciliat ion due from me for the third previous month under Art icle 

346 -  K.F.C. were furnished to the Accountant  General in my Memo 

Nos.... . . . . . . . . . . . . . . . . . . . . . . . . . . . .  dated  .. . . . . . . . . . . . . . . . . . . . . . . .  

 

               Chief Cont rolling Officer.  

 (9)  Non- furnishing of the above cert ificate or the furnishing of a modified 

cert if icate in the pay and establishment  bills of the kind referred to above will be 

considered is an om ission on the part  of the officers Concerned and the bills returned 

by the Treasuries for supplying the om ission. Where this cert ificate cannot  be 



furnished for valid reasons, the bills may be encashed with the previous specific 

sanct ion of the immediate superior officer.  

  Note .-  The cert if icate is prescribed in order that  these returns m ay be sent  

system at ically from  m onth to m onth   to the authorit ies concerned without  giving 

room  for rem inders which cause unnecessary work and delay all round.  

DEDUCTI ON FROM BI LLS 

 347. (a)  A register should be maintained in every office for not ing the deduct ions 

on account  of each fund;   

 (b)  A proper record of personal advances (noted below drawn and repaid by 

non-gazet ted Government  servants should   be kept  in all offices in a register in the 

following form ;  

 1. House  Building advances.  

 2. Loan scholarship and other Educat ional advances.  

 3. Bicycle advances. 

 4. Other Advances.  

 5. Miscellaneous advances such as value of sites due.  

  Register of.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .Advances  

  Case No ... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

  Designat ion of Appointm ent ... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

  No. and date of Governm ent  or other Order    sanct ioning the 

advances.... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

  Am ount  of advance taken ... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

  No. of instalm ents... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

  Am ount  of each I nstalm ent ... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

  Date from  which recovery begins.... . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

 

PARTI CULARS OF RECOVERY 

Reference to Credit   

 

 Month from  Date of Credit  Am ount  Rem arks such as 

 the bill for  in cash book recovered explanat ion for non-  

 which amount  in recovered  recovery in part icular 

 is short  in cash  months reference to 

 drawn   com m unicat ion with 

    which ext ract  was sent   

    on t ransfer of  

    Governm ent   



    servants, reference, to  

    com m unicat ion with  

    which acknowledgment   

    for outstanding  

    balance at  close of  

    each official year was  

    received and returned  

    to Accountant  General. 

  

  Note.-  A separate register for each kind of advance is not  necessary but  a 

separate sheet  may be allot ted in the register for each individual who has drawn any 

advance.  

  Whenever a Governm ent  servant  is t ransferred to another office, an ext ract  

from  the register relat ing to his advance account  should be sent  to the new office 

along with the Last  Pay Cert if icate.  

 (c)  Detailed statem ents of such deduct ions in the prescribed form , should also 

accompany each bill.  As regards deduct ions on account  of advances, the statement  

should contain the following part iculars:   

 1. Month of or iginal advance.  

 2. Treasury and Office where the advance was drawn and disbursed.  

 3. Am ount  of advance.  

 4. Am ount  recovered up to the end of previous m onth.  

 5. Am ount  recovered in the current  m onth  

 6. Num ber of instalm ents. 

 7. Balance recoverable.  

 (d)  I n departments in which salaries are drawn by cheques on t reasuries, a 

separate cheque will be drawn for the above deduct ions and sent  to the t reasury for 

t ransfer credit . The detailed statem ents referred to above should accom pany each 

such cheque.  

  I n the case of Commercial Undertakings which render each account , a 

separate cheque need not  be drawn for the above deduct ions, the detailed accounts 

of which are maintained by the Audit  Office. The deduct ions including those  on 

account  of State Life I nsurance and Provident  Funds, House Building Advances, etc., 

should be taken as Cont ra receipts direct ly to the heads concerned through the cash 

account . Schedules giving part iculars of nam es, advance, policy Nos., m onth of 

recovery, etc., should accom pany the cash accounts in support  of the credits.  

 348. (a)  Any Governm ent  servant  who is a member of a Co-operat ive Society 

registered under the Karnataka Co-operat ive Societ ies Act , 1959, m ay execute an 

agreement  in favour of the Society providing that  the officer disbursing his pay shall 



be com petent  to deduct  from  the salary payable to him  by the Governm ent  such 

amounts as may be specified in the agreement  and to pay the am ount  so deducted 

to the Society in sat isfact ion of any debt  or other demand owing by the member to 

the Society. On the execut ion of such an agreem ent , the disbursing officer shall,  if so 

required by the Society by a requisit ion in writ ing and so long as such demand or 

any part  of it  remains un-paid make the recoveries in accordance with the 

agreem ent  and pay the am ounts so recovered to the Society, at  the earliest  

opportunity and in any case within fourteen days from  the date of the deduct ion as 

required in Sect ions 34 and 109 of the Karnataka Co-operat ive Societ ies Act , 1959, 

after deduct ing the rem it tance charges, if any.  

  Note.-  I n the case of Gazet ted Governm ent  servant       the requisit ion from  

the Co-operat ive Society will be sent  to  the Treasury Officer through the Accountant  

General.  

 (b)  Such recoveries are subject  to the following condit ions:   

 ( i)  that  the Governm ent  servant  is em ployed within the terr itor ial jur isdict ion of 

the State, and  

 ( ii)  that  where the whole or a part  of the at tachable port ion of the salary of the 

Governm ent  servant  concerned is already under at tachm ent , the recoveries on 

account  of the dem ands from  Co-operat ive Societ ies shall be made from that  port ion 

of his salary as is not  liable to at tachment  under the provisions of the Code of Civil 

Procedure, 1908;  

 (c)  The deduct ions will always be made in cash by the disbursing or the 

Treasury Officer. The am ount  thus recovered should be paid to the Co-operat ive 

Society concerned without  undue delay after deduct ing the rem it tance charges, if 

any.  

  As regards the rem it tances of collect ions at  the place of encashm ent , the 

societ ies themselves should arrange to receive them.  

  I n case where the Government  servant  concerned intent ionally allows his 

pay to rem ain undisbursed or undrawn, with a view to evading paym ent  on account  

of the dues of a Co-operat ive Society, the procedure laid down in Art icle 92-A will 

apply m utat is m utandis.  

  The amount  recovered shall be t reated in the accounts in the sam e way as 

salary paid to the Government  servant  concerned, the part iculars of the requisit ion 

received from the Co-operat ive Societ ies being cited in the pay bill or the acquit tance 

roll,  if one  is separately maintained in accordance with Art icle 52 ibid, as authority 

for the charge.  A br ief note of the Society’s receipt  should also be kept  in the  Office 

copy of the Pay bill or the acquit tance roll concerned and the societ ies actual receipt  

should be recorded separately in a Guard file. The acquit tance from  the payees shall 

be for the gross am ount , that  is for the am ount  including the dues of the Co-

operat ive Society though only the net  am ount after recovering the dues is payable.  



 (d)  ( i)  The recoveries from  the salar ies of the non-gazet ted Governm ent  

servants and the corresponding paym ents to the Societ ies should be shown on the 

receipt  and paym ent  sides of the cash book m aintained by the heads of offices as the 

t ransact ions occur;   

 ( ii)  The amounts recoverable from  the salaries of the Gazet ted Officers will be 

int im ated by the Accountant  General and on the basis of this int im at ion the Treasury 

Officers should effect  the recovery. The amounts recovered by the Treasury Officers 

from  the salar ies of the Gazet ted Government  servants and others who draw their 

own bills, shall be, rem it ted to the Society by means of Postal Money Order less 

rem it tance charges. I n the case of t reasuries issuing cheques on Banks, the Treasury 

Officer should draw cheques in favour of the Co-operat ive Societ ies.  

 348-A. ( i)  Any person who is an em ployee of the State Government  or a Local Body 

and who has been granted assistance by way of loan or hire purchase by the Housing 

Board under Low I ncom e Group Housing Schem e or under any other approved 

schem es and any person who has been allot ted any Board prem ises for rent , has to 

execute an agreem ent  in favour of the State Governm ent  or Local Authority, as the 

case m ay be, under or by whom  he is em ployed, authorising it  to deduct  in cash, 

from  the salary or wages payable to him  at  the t im e of disbursem ent  of the pay and 

allowances of the person such amount  as m ay be, specified in the agreem ent  and to 

rem it  the am ount  so deducted to the Karnataka Housing Board in sat isfact ion of 

instalm ents due by him  to the Housing Board.  

 ( ii)  On the execut ion of such agreement , the State Government  or Local 

Authority, as the case may be, shall if so required by the Board by requisit ion in 

writ ing, make the deduct ion of the amount  specified in the requisit ion from  the 

salary or wages of the employee specificat ion the requisit ion and rem it  the amount  

so recovered in cash to the board ;  

 ( iii)  I n regard to account ing of such deduct ions, the procedure detailed in clause 

(c)  of Art icle 348 should be followed.  

 

 

 

 

 

CHAPTER -  XXI  

RESPONSI BI LI TI ES FOR LOSSES OF PUBLI C MONEY OR PROPERTY 

LOSSES OF PUBLI C MONEYS OR PROPERTY 

 349. Government  will hold a Government  servant  personally responsible for any 

loss sustained by Governm ent  through fraud or negligence on his part  and also for 

any loss through fraud or negligence on the part  of any other Governm ent  servant  to 



the extent  to which it  m ay be shown that  he cont r ibuted to the loss by his own 

act ion or negligence. (See Art icle 2) . 

 350. The cardinal pr inciple governing the assessm ent  of responsibilit y for such 

losses is that  every Governm ent  servant  should exercise the same vigilance and care 

in respect  of all expenditure from  public funds under his cont rol as a person of 

ordinary prudence would exercise in respect   of the expenditure of his own m oney. 

(Vide Canons of Financial Propriety-See Art icle 15) .  

 351. A Governm ent  servant  who has to arrange for public moneys to be carr ied 

from  one place to another by a messenger should take all reasonable precaut ions to 

prevent  any loss in t ransit  due to m isappropriat ion of the m oneys by the m essenger 

or any other cause. He should pay due regard to all relevant  factors including the 

status of the m essenger em ployed and the distance over which the m oney has to be 

carr ied. For this purpose he should use only perm anent  Governm ent  servants whom  

he knows to be reliable. When the amount  to be carr ied is considerable, he should 

not  ent rust  it  to a single low paid subordinate.  

 

 

 352. One im portant  m ethod by which Governm ent  endeavor to m inim ise the r isk 

of losses and ensure that  it  shall be possible to recover the am ount  of any loss that  

m ay be sustained is the taking of adequate security from  certain Governm ent  

servants who are ent rusted with the custody of handling of Governm ent  cash or 

stores and from  cont ractors who supply stores or execute works for Governm ent . 

The following Art icles contain the rules relat ing to ( i)  security deposits and ( ii)  the 

act ion to be taken when any loss of public m oneys or property occurs.  

Security Deposits  

 353. Every Cashier, Store-keeper, Sub-keeper and any other subordinate who is 

ent rusted, whether perm anent ly or tem porarily with the custody of Governm ent  cash 

or stores, should ordinarily be required to furnish security and to execute a security 

bond in Form  No. 68 set t ing forth the condit ions under which Governm ent  hold the 

security, and m ay ult im ately refund or appropriate it .  A reference to each such bond 

should be recorded in the Register of Security Deposits. This register should be in 

Form  64 except  when some other form  is specially prescribed in the rules or orders 

applicable to any departm ent . The am ount  of security to be furnished by each such 

Governm ent  servant  should be fixed with due regard to circumstances and local 

condit ions in accordance with the rules contained in the departmental Code or 

Manual concerned and the relevant  special orders of Government , if any. I f a case 

arises which does not  fall clearly within the provision of any exist ing rule  or order, 

the head of the office should report  the circumstances in full and obtain the specific 

orders of the Head of the Department  or other prescribed authority as to whether 

security should be taken and if so for what  am ount .  



  Note 1.-  Drivers of Governm ent  m otor vehicles should furnish security 

deposit  am ount ing to Rs. 200 each and recoveries may be perm it ted to be made in 

m onthly instalm ents of not  less than Rs. 4 This does not  apply to the dr ivers of the 

police and Fire Force Department .  

  Note 2.-  The total am ount  of undisbursed pay and allowance with the 

cashier at  any t im e, should not  be disproport ionate to the am ount  of security 

furnished by him . 

  Note 3.-  The cashiers should be well conversant  with the rules contained in 

the Financial Code.  

  Except ion 1.-  I n the Department  of Public I nst ruct ion, teachers collect ing 

fees from  students or holding charge of stores, libraries, science laboratories, sports 

art icles, etc., wardens dealing with stores and cash belonging to the hostels, clerks 

and managers in inst itut ions dealing with cash, stores, libraries, etc., are exempt  

from  furnishing security. I n all such cases, the heads of inst itut ions shall be ent irely 

responsible for the safety of cash or other Governm ent  property.  

  Except ion 2.-  The Commercial Tax I nspectors of the Commercial Taxes 

Departm ent  are exem pted from  furnishing Security Deposit  and Execut ing Security 

Bonds provided that  the Departm ent  ensures that  collect ions made by them are 

prom pt ly rem it ted to the Treasury on the sam e day of their  collect ions or taken to 

the custody of the head of Office in case of non- rem it tance on the sam e day.  

 354. When a Governm ent  servant  who has furnished security takes leave other 

than casual leave or is deputed to other duty, the Governm ent  servant  who is 

appointed to officiate for him  should be required to furnish the full amount  of 

security prescribed for the post  unless com petent  authority has authorised a 

relaxat ion of the rules regarding security applicable to his case.  

 Note .-  The Heads of Departm ents shall be com petent  to authorise a relaxat ion in 

such cases, if the circum stances warrant  provided ( i)  they are sat isfied that  there is 

no r isk involved ( ii)  such relaxat ion is authorised only in the case of permanent  or 

quasi-permanent  Government  servants, and ( iii)  the period of officiat ing 

arrangem ent  does not  exceed four m onths in any case.  

FORMS AND CONDI TI ONS OF SECURI TY 

 355. The security taken from  a Governm ent  servant  or a cont ractor should be in 

one of the following form s subject  to the following condit ions:   

 

 Form s Condit ions 


