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Not ificat ion No. FD 9 COD 5 8 , dated 2 nd June 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 I  (1952 Edit ion)  with appendices and form s as contained in the Mysore 

Civil Account  Code, Volume I  (1927 Edit ion)  as am ended, in regard to cont ingent  

expenditure, the Governor of Karnataka hereby m akes the following rules for regulat ing 

cont ingent  expenditure in several departm ents of the State. 

 

CHAPTER I  

 

GENERAL RULES 

 



TI TLE AND DEFI NI TI ONS 

 

1. (1)  These rules m ay be called the Manual of Cont ingent  Expenditure, 1958. 

 

        (2)  They shall com e into force from  the first  day of July 1958. 

 

2. (a)  the term  “  Cont ingent  Charges “  or “  Cont ingencies “means and includes all 

incidental and other expenses which are incurred for the m anagem ent  of an office as an 

office or for the technical working of a departm ent  other than those which under 

prescribed rules of classificat ion of Expenditure fall under som e other head of 

expenditure, e.g., “  works “ , “  Stock” , “  Tools and Plant ” , etc.  The main items are 

com m on to m ost  offices, eg., expenditure on furniture, books and periodicals, service 

postage and telegrams, bicycles, elect r ic charges, cleaning charges, custom s duty on 

imported stores, freight  charges.  The term  includes also incidental expenditure which is 

required for technical or other special reasons in the working of part icular offices and 

departm ents, e.g., expenditure on clothing and other equipm ent  in such departm ents as 

the Jail,  Police, etc., rewards paid to non officials, law charges and the like. 

 

(b)  The provisions of these rules shall apply primarily to cont ingent  charges of 

heads of offices, etc., who draw m oney required by them  to disburse these charges by 

bills drawn on the t reasury.  Cont ingent  charges of other departments and offices are 

also subject  to the rules in this chapter, except  in so far as they are supplemental or 

modified by departmental regulat ions. 

 

3. The rules of procedure prescribed in these rules shall apply primarily to 

cont ingencies but  “  Miscellaneous Expenditure “  which is not  classed as Cont ingencies is 

also subject  to these rules, except  in so far as it  may be governed by any special rules of 

procedure prescribed, or by any departm ental regulat ions. 

 

4. Cont ingent  Charges incurred on the public service are divided into the following 

classes, the clar ificat ion adopted in each department  or office being determ ined by 

orders of com petent  authority: -  

 

( i)  Cont ract  cont ingencies.-  Those for which a lum psum  is placed annually at  the 

disposal of a disbursing officer for expenditure without  further sanct ion of any kind.  

They generally consist  of charges, the annual incidence of which can be average with 

reasonable accuracy. 

 

( ii)  Scale- regulated cont ingencies.-  to com prise such cont ingent  charges as m ay 

be regulated by scales laid down by competent  authority, e.g., rewards for dest ruct ion of 

wild animals, etc. 

 

( iii)  Special cont ingencies.-  to include such cont ingent  charges, whether recurr ing 

or non- recurr ing as cannot  be incurred without  the previous sanct ion of Superior 

authority. 

 

( iv)  Countersigned cont ingencies.-  to include such cont ingent  charges as m ay 

require the approval of some cont rolling authority before they can be adm it ted as 

legit im ate expenditure against  Governm ent , such approval usually taking the form  of 

countersignature either before or after payment  on a detailed bill forwarded to the Audit  

Office. 

 

(v)  Fully-vouched cont ingencies.-  to com prise cont ingent  charges which do not  

require countersignature but  m ay be incurred by the Head of the Office on his own 

authority, subject  to the necessity of account ing for them .  These m ay be passed on fully 

vouched bills without  countersignature. 

 



Note.-  The five classes of cont ingencies set  forth above are not  necessarily 

mutually exclusive.  There may be cases in which special cont ingencies may be regulated 

by scales, or in which a bill for scale- regulated cont ingencies may require 

countersignature when a cont ingent  bill falls within two or more classes, the procedure 

prescribed for each of these classes should as far as possible, be applied to. 

 

5. The important  features of Cont ract  Cont ingencies are as follows; -  

 

(1)  No details of expenditure beyond those required for purposes of classificat ion 

need be furnished in bills. 

 

(2)  The disbursing officers are given full discret ion to incur expenditure within the 

lim its allowed but  they will be held personally responsible for any expenditure in excess 

of the cont ract  am ount .  Cont ract  allotm ents are convenient  for charges  of an ordinary 

character which do not  fluctuate from  t im e to t im e, such as charges on account  of 

purchase of repair of furniture, purchase of books, m iscellaneous office expenses, rates 

and taxes, postage and telegram s, hot  and cold weather charges, etc.  The cont ract  

need not  necessarily be with each disbursing officer but  m ay be with Heads of the 

Departm ents, and they m ay be allowed in such cases to dist r ibute the total cont ract  

allotm ents with reference to requirem ents of each of their sub-ordinates.  But  in such 

cases, there will be a separate cont ract  for the Head of the Department  himself so that  

he m ay not  be able to spend m ore for his own office by withdrawing funds from  the 

grants intended for his subordinates. 

 

(3)  Charges of a special character are om it ted from  the cont ract  grant . 

 

(4)  The sub-vouchers should be retained in the office for a period of at  least  three 

years.   

 

Note.-  the system  of cont ract  cont ingencies is not  in vogue in the Karnataka 

State. 

 

 

Special Cont ingencies 

 

 (6)  Special cont ingencies are charges of a special character which require the 

sanct ion of a superior authority. 

  

 The special powers exercised by Government  servants for incurr ing certain item s 

of cont ingent  expenditure are given in the Book of Financial Powers. *   

 

 The list  of officers declared to the Heads of the Departments is detailed in 

Appendix I  of K.C.S. Rules. 

 

Recurr ing Cont ingencies 

 

 7. No charge which binds Governm ent  beyond a single paym ent  m ay be incurred 

without  the sanct ion of Governm ent . 

 

 Note 1.-  The sanct ion of Government  is not  required to the paym ent  of Municipal 

taxes, whatever be their am ount , when such taxes have been assessed by com petent  

authority.  I f,  in any case, the Head of the Departm ent  or office considers that  the 

assessm ent  is excessive, he m ay represent  the m at ter to higher authorit ies. 

 

 Note 2.-  Heads of the Departm ents are authorized to sanct ion recurr ing 

cont ingent  charges under this Rule, subject  to the budget  provision, provided the lim it  of 



Rs.25 per mensem is not  exceeded under each item  and the sanct ion does not  exceed 

three years. 

 

 *  Till the revised edit ion of the Book of Financial Powers is issued the exist ing 

orders (General or Special)  will cont inue to be in force. 

 

 

 Except ion.-  The Secretary Karnataka Legislature, is authorized to sanct ion 

washing charges in respect  of linen of the Legislators’ Home upto a lim it  of Rs.200 

(Rupees  Two hundred only)  at  a t im e subject  to the budget  provision. 

 

 Note 3.-  Fixed allowances of cont ingent  expenses, e.g., cont ingencies of Taluk 

Offices, which are sanct ioned by Governm ent  in the case of each office should be drawn 

on separate cont ingent  bills irrespect ive of the actual expenditure incurred in any month, 

and these are not  subject  to any rules laid down in this Chapter.  A record of expenditure 

incurred from  the cont ingent  grant  should e maintained in the office concerned.  These 

bills do not  require counter signature by a higher authority. 

 

 

 

 

Ordinary Cont ingencies 

 

 8. Ordinary cont ingencies are those which are incurred by disbursing officers as 

occasion for them  arises without  sanct ion of any higher authority.  This class includes all 

cont ingencies other than Cont ract  and Special Cont ingent  Charges. 

 

Order Book 

 

 9. Every office will maintain an order book for cont ingent  charges in which 

proposals for purchasing art icles and orders passed thereon will be recorded. 

 

Rules for  Draw ing Money for  Cont ingent  Expenses 

 

 10. Subject  to any orders of Government  or Cont rolling authority, a Government  

servant  is allowed to draw m oney from  the t reasury for cont ingent  expenses incurred on 

the public service within the am ounts allot ted to him  in his budget  est im ate or otherwise.  

For ordinary expenses previous sanct ion is not  required.  Government  will define the 

nature and lim it  of such charges-  

 

(a)  Which are regarded as ordinary and m ay be incurred without  previous 

sanct ion, and 

 

 (b)  Which are regarded as special and require the previous sanct ion-  

 

( i)  of any Cont rolling Officer. 

( ii)  of it self.  

 

11. No salar ies of any kind (except  pay of hot  weather establishm ent , and of 

temporary field establishment  of survey and Set t lements and of all sweepers who are 

whole t im e servants or otherwise in the Civil Department  or at  the discret ion of 

Governm ent , of such other classes of m enials.  e.g., cooks, dhobis, tailors, grass-cut ters, 

as Government  have, from  t ime to t ime, ruled to be ineligible for pension or as they may 

in future declare as non-pensionable)  and no addit ions to pay m ay be charged as 

cont ingent  expenditure or included in the cont ingent  bills;  such charges should be drawn 

on establishment  bills.  Fixed t raveling allowances, house- rent , etc., should be drawn 

along with the pay of Governm ent  servants. 



 

12. Cont ingent  charges on account  of wages of coolies engaged on manual labour 

and paid at  daily or m onthly rates should be supported by a cert if icate signed by the 

drawing officer to the effect  that  the coolies were actually entertained and paid.  When a  

bill contains a charge for labour engaged departmentally, the drawing officer shall cert ify 

that  the amount  charged was paid, on muster rolls maintained in accordance with the 

rules of labourers who were actually employed on the work.  These rolls shall e made 

available to the Accountant  General if he calls for them . 

 

The following cert if icates should be furnished;  

 

(1)  I  cert ify that  all Government  servants whose pay has been charged in this bill 

were actually entertained in Governm ent service during the period concerned. 

 

(2)  I  also cert ify that  the am ount  on account  of pay and allowances of the 

Governm ent  servants drawn one m onth/ two m onths/ three m onths previous to this date, 

with except ion of those detailed below of which the total am ount  has been refunded by 

deduct ion from  this bill,  has been disbursed to the Government  servants concerned and 

their receipts taken. 

 

13. With a view to ensuring that  the wages paid to the several classes of menials 

from  cont ingencies are not  ext ra-vagant  and that  they correspond to the m arket  rates 

prevailing in the localit ies concerned from t ime to t ime the Heads of the Departments 

should furnish to the Audit  Office annually ( i.e., in April)  a cert if icate in the following 

form -  

 

Cert if ied that  the rates of pay and allowances for the different  classes of menials 

are fixed with reference to the prevailing market  rates and are within the maximum 

rates laid down by com petent  authority except  in cases in which special sanct ion of 

Governm ent  has been obtained for the rates paid. 

 

14. Cont ingent  Bills preferr ing claims for rents, elect r icity and other connected 

charges incurred on account  of the hire of pr ivate buildings by the Governm ent  for 

accommodat ion of Government  offices should be accompanied by the following 

cert if icates signed by the disbursing officer;  

 

“  Cert ified that  the am ount  drawn on account  of rent , rates and taxes in 

Cont ingent  Bill…………………. Dated the………………… was actually paid to the part ies 

concerned and that  – 

 

( i)  no port ion of the building for which the expenditure was incurred was ut ilized 

for resident ial or other purposes during the period the charges were paid, 

 

( ii)  the expenditure in respect  of the port ion of the building used for resident ial or 

other purposes during the period for which the charges were paid, has been recovered 

from  the under m ent ioned Governm ent  servants from  whom  it  was due’. 

 

Provided that  in the case of Drawing and Disbursing Officers who do not  find it  

possible to furnish the first  port ion of the cert ificate prescribed above due to the fact  that  

the im prest  am ounts held by each of the are m uch less than the m onthly rate of 

cont ingent  expenditure on rent , rates of taxes etc., requir ing to be paid by each of them  

to different  part ies, the following cert if icate should be furnished in lieu of the first  port ion 

of the cert ificate prescribed above:  

 

“  Cert ified that .-  

 



(a)  the am ounts drawn on account  of rent , rates and taxes, etc., in the previous 

cont ingent  bill No……………………. dated………………….. have actually been paid to the part ies 

concerned;  and that -  

 

(b)  the amounts drawn in this bill will be paid to the part ies on realizat ion “ . 

 

15. No Governm ent  servant  m ay, without  previously obtaining an ext ra 

appropriat ion, incur expenditure in excess of the am ount  provided for cont ingent   

charges under the head concerned;  and when a Governm ent  servant  exceeds the annual 

grant , he m ay under orders of Governm ent , be held responsible for the excess. 

Government  may either allow a disbursing officer free discret ion within this lim it ,  or 

require him  to rest r ict  his expenditure within the grant  for each detailed head of 

cont ingent  expenditure, unless the Cont rolling Authority has previously t ransferred to 

the head in which the excess is ant icipated, part  of the grant  under another detailed 

head through a form al reappropriat ion.  

 

(1)  The power of m aking t ransfers from  the cont ingent  grant  of one dist r ict  to 

that  of another under the sam e Minor Head may be delegated to specified Government  

servants or retained by Governm ent .  But  the t ransfer can only be of an ascertained 

surplus within the sam e Minor Head. 

 

(2)  The Heads of Departm ents can sanct ion reappropriat ion of funds between 

detailed heads under a Minor Head upto Rs.3,000 provided the expenditure is ent irely 

under their  cont rol, subject  to following condit ions;  

 

(1)  The am ount  to be t ransferred to or from  a detailed head of account  should not  

be m ore than Rs.3,000. 

 

(2)  The funds earm arked for planned schemes should not  be diverted to non-

planned schem es. 

 

(3)  The t ransfer of funds should not  involve the undertaking of a recurr ing liabilit y 

(payment  extending beyond the year in which it  is sanct ioned) . 

 

16. (a)  I t  is very essent ial that  expenditure under cont ingencies should be st r ict ly 

kept  within the budget  lim its and Governm ent  except  a r igid adherence to them. While 

prescribing st r ict  economy, it  is not  the intent ion of Government  that  efficiency should be 

sacrificed in any manner to at tain this desirable end.  No specific and m inute rules can 

be laid down in this mat ter, which should be left  more or less to the judgement  and 

discret ion of individual officers;  but  m uch unnecessary expenditure will be avoided and 

great  economy secured if both the spending and cont rolling officers will thoroughly 

realize the importance due to this duty and personally cont rol the expenditure with a 

st r ict  regard to econom y and real necessity.  Every item  of cont ingent  out lay or other 

opt ional expenditure  should be scrut inized by disbursing officers with a view to elim inate 

all unnecessary item s and put  off the deferrable ones. 

 

(b)  No expenditure under cont ingencies shall be incurred by any Head of a 

Departm ent  in excess of the Budget  grants, without  the express sanct ion of 

Governm ent . 

 

 

  ( c)  All charges actually incurred must  be paid and therefore drawn at  once and 

under no circum stances m ay they be allowed to stand over to be paid from  the grant  of 

another year;  

 

(d)  As regards arrears claims, at tent ion is invited to Art icle 21, Karnataka 

Financial Code. 



 

17. No money shall be drawn from  the Treasury unless it  is required for 

immediate disbursement .  I t  is not  perm issible to draw m oney from  the t reasury in 

ant icipat ion of dem ands or to prevent  the lapse of budget  grants. 

 

18. The charges relat ing to two or m ore m ajor heads m ay not  be shown in one 

register, nor included in one bill.   But  expenses which are shared in some fixed 

proport ion between two branches of the same office may, unless they are reviewed by 

different  authorit ies, appear in one bill.   I n such a case, the joint  grant , may be entered 

in one register only for purposes of  cont rol, the account  of adjustm ent  being left  to the 

Accountant  General. 

 

19. Cont ingent  charges should be recorded and t reated in the accounts as 

charges of the m onth in which they were actually disbursed from  the Treasury. 

 

 

Responsibility of Draw ing Officer  

 

 20. Every Government  servant  shall exercise the same vigilance in respect  of 

pet ty cont ingent  expenses, as a person of ordinary prudence m ay be expected to 

exercise in spending his own m oney.  The drawing officer is further responsible for 

seeing that  the rules regarding the preparat ion of bills are observed, that  the money is 

either required for immediate disbursement  or has already been paid from  the 

perm anent  advance that  the expenditure is within the available appropriat ion, and that  

all steps have been taken with a view to obtain an addit ional appropriat ion if the original 

appropriat ion has either been exceeded or is likely to e exceeded, and that  in the case of 

cont ract  cont ingencies, the proposed expenditure does not  cause any excess over the 

cont ract  grant . 

 

 21. All communicat ions regarding leave, pay, t ransfer, leave salary, fund 

subscript ions, and analogous m at ters are private mat ters and not  official and should not  

therefore be sent  at  public expense. 

 

 Telegrams from Government  servants in respect  of applicat ions for leave of 

absence, appointm ents and other m at ters of a personal nature shall not  be sent  at  the 

expense of the State.  I n cases of ext reme urgency for leave necessitat ing an exchange 

of telegraphic messages, the cost  of such messages will be a proper charge on the 

Governm ent  servant  concerned and not  on office cont ingencies. 

 

Responsibility of Controlling Authority 

 

 22. (a)  The countersigning officer shall be responsible for seeing that  the items of 

expenditure included in a cont ingent  bill are of obvious necessity, and are at  fair  and 

reasonable rates;  that  previous sanct ion for any item  requir ing it ,  is at tached, that  the 

requisite voucher are all received and are in order;  and that  the calculat ions are correct ;  

and specially that  the grants have not  been exceeded, or are not  likely to be exceeded 

and that  the Audit  Office has been informed either by a note on the bill or otherwise of 

the reason for any excess over the m onthly proport ion of the appropriat ion.  I f 

expenditure be progressing too rapidly, he should com m unicate with the disbursing 

officer, and insist  on its being checked. 

 

 (b)  I t  should, however, be remembered that  the appropriat ion under any lim it  of 

appropriat ion may be intended to cover expenditure on a num ber of dist inct  and 

individually important  objects or classes of expenditure, e.g., “  purchase and repairs of 

bicycles “  and “  Stat ionery local purchases ‘, “  Hot  and cold weather charges “ , “  Office 

expenses “ , etc.  A Cont rolling Officer cannot  cont rol the expenditure under such a unit  

effect ively nor will be in a posit ion to forecast  the future needs with accuracy, unless the 



more important  details or items grouped under the unit  are individually cont rolled and 

this is part icularly t rue in the case of charges like cont ingencies which are fluctuat ing and 

not  fixed.  Further, as cont ingent  expenditure may ordinarily be incurred within an 

allotment  without  higher sanct ion and as it  is only in certain specified cases that  a higher 

sanct ion, viz., countersignature scales of expenditure, etc., have been prescribed, there 

are no means of seeing, in the majority of cases, that  the expenditure is necessary, is 

econom ical and so on.  I t ,  therefore, follows that  one effect ive way by which waste can 

be kept  down is to regulate the important  individual details under a unit  by dist r ibut ing  

the appropriat ion among each of them, the less important  items being lumped together.  

The spending officers should be required to confine expenditure to this dist r ibut ion;  

 

 (c)  The Cont ingent  Register prescribed I  Rule 32 is designed, am ong others, for 

this purpose and affords the means by which expenditure on important  items of details 

under any unit  can be separately watched.  A Cont rolling Officer should arrange to get  

m onthly statem ents of progressive expenditure compared with allotments under the 

details or items for which a specific appropriat ion or allotment  has been made by him ;  

 

 (d)  The duty of cont rolling expenditure under the details subordinate to a unit  of 

appropriat ion rests ent irely on departm ental officers;  

 

 (c) I n the case of cont ingent  charges which are subject  to countersignature, the 

countersignature or the cont rolling officer, besides exercising  the checks described 

above is in a posit ion to scrut inize the charges in further detail and should see that  

charges in the detailed bills are necessary and econom ical;  that  pr ior sanct ion for any 

item  wherever necessary is at tached;  that  the requisite vouchers are all received and are 

in order and that  the calculat ions are correct ;  

 

 ( f)  As regards the cont ingent  charges which do not  com e up for countersignature, 

the Cont rolling Officer should, besides exercising the cont rol contemplated in sub 

paragraphs (a)  to (d)  above, scrut inize, during local inspect ions the Cont ingent  Registers 

maintained in the offices under his cont rol and sat isfy him self generally, as regards the 

necessity for the charges, the correctness of rates, com petency of sanct ion etc. 

 

Perm anent  Advances 

 

 23.  As a general rule, a Government  servant  is perm it ted to draw m oney from  

the Treasury only on present ing a proper voucher prepared in accordance with the rules 

so as to show the precise nature of the expenditure, and as a general rule, no m oney 

m ay be drawn from  the Treasury unt il it  is required for immediate disbursement . 

 

 Governm ent  officers who have to m ake paym ents for cont ingent  expenditure 

before they can place themselves in funds by drawing cont ingent  bills on the t reasury 

m ay m ake such paym ents out  of perm anent  advances or im prests which they m ay be 

perm it ted to hold under the orders of com petent  authority, subject  to recoupm ent  on 

presentat ion of cont ingent  bills. 

 

 24. (1)  The am ount  of perm anent  advance is fixed by Government  except  in 

cases falling under rule (2) .  Applicat ions to Government  for the grant  of revision of a 

permanent  advance must  be subm it ted through the Accountant  General who will advise 

as to the appropriate am ount  of the advance. 

 

 92)  Heads of  Departm ents can sanct ion the grant  of perm anent  advances for 

Governm ent  servants subordinate to them , up to the am ount  advised by the Accountant  

General as appropriate.  I f there is any difference of opinion between the Accountant  

General and the sanct ioning authority on this point  the m at ter should be referred for the 

orders of Governm ent . 

 



 Note 1- (a)  The sanct ioning authority should bear in m ind that  the advance should 

not  be larger than is absolutely necessary;  

 

 (b)  the advance should be based on the average m onthly Cont ingent  Expenditure 

of the office for the preceeding twelve m onths;  

 

 ( c)  normally, it  should be assumed that  the advances be recouped at  least  twice a 

m onth so that  the am ount  sanct ioned should not  exceed half the am ount  of the average 

m onthly cont ingent  expenditure calculated as in (b)  above, and 

 

 (d)  copies of sanct ions along with statem ent  of expenditure for the preceding 

twelve months showing the amount  of cont ingent  bills cashed with classified details of 

item s of expenditure should be furnished to the Accountant  General. 

 

 25. Previous consultat ion with the Accountant  General is, however, not  necessary 

for the increase of perm anent  advance sanct ioned by the High Court  to Process Nazirs.  

But  it  is necessary to apprise the Accountant  General of the alterat ions sanct ioned from  

t im e to t im e for note in the books of his office. 

 

 26. A perm anent  advance sanct ioned for the use of the Head of an Office should 

be so fixed as to m eet  the needs of  every branch of his office;  any am ounts required by 

his subordinate should be allot ted from  his advance and acknowledgem ents taken fro 

them in a form  sim ilar to that  in which he furnishes acknowledgements himself to the 

Accountant  General. 

 

 27. A perm anent  advance sanct ioned for the use of the Head of an Office should 

be so fixed as to m eet  the needs of every branch of his office;  any am ounts required by 

his subordinate should be allot ted from  his advance and acknowledgem ents taken from  

them in a form  sim ilar to that  in which he furnishes acknowledgements himself to the 

Accountant  General. 

 

 28. The advance is intended to provide, on the responsibilit y of the responsibilit y 

of the Governm ent  servant  ent rusted with it ,  for emergent  pet ty advances of all kinds, 

though it  is seldom that  they will be needed for other than cont ingent  charges;  thus if a 

low paid Government  servant  is required to t ravel on duty urgent ly and the required 

advance could not  be drawn from  the t reasury, the am ount  required towards t raveling 

allowance may be perm it ted to be advanced from  this amount .  A low paid Government  

servant  is one drawing a pay of Rs.200  or less per m ensem . 

 

 Note 1-  Heads of  Departm ents and Gazet ted officers of  Dist r ict  rank and above 

in all Departments are authorized to advance from  the perm anent  im prest  to perm anent  

Governm ent  servants holding appointm ents on a pay of Rs.120 and below, who are 

desirous of appearing for the Karnataka Local Exam inat ions, a sum not  exceeding the 

exam inat ion fees or Rs.12 whichever is less.  Advance should be given only once for 

each exam inat ion, and should be allowed only if it  can be convenient ly met  from  the 

available Permanent  I mprest . 

 

 The advances should not  be recouped from  the Treasury but  should be recovered 

direct ly from  the Government  servants in installments of not  less than Re. 1 per 

mensem.  Government  servants sanct ioning these advances will be held personally 

responsible for their recovery. 

 

 Note 2.-  The grant  of these advances is extended to tem porary Governm ent  

servants on the surety of a perm anent  Governm ent  servants. 

 

 Note 3.-  I n cases of urgency, advances of t raveling Allowance may be paid to the 

personal non-gazet ted staff accom panying the Ministers and Deputy  Ministers on tour 



from  the perm anent  advances placed at  the disposal of the Ministers and Deputy 

Ministers, provided that  the official is asked to proceed on tour at  very short  not ice and it  

is found not  pract icable to draw funds from  the Treasury on advance T.A. Bills.  Advance 

granted should not  exceed, in any case, the actual railways fare. 

 

 28-A To m inim ize payment  of commission to the Railway Departm ent  on account  

of railway warrants the system  of cash paym ents m ay be adopted in all cases of railway 

journeys of the officers of the Police Department  involving payment  of Rs.10 and below.  

The cash required for the purpose m ay be paid out  of office imprest  and the office 

imprest  recouped prompt ly by  T.A. Bills. 

 

 I n the case of officers in charge of cert ified schools, the cost  of railway journeys 

performed by children discharged from  the inst itut ions and their escorts should be m et  

out  of the imprest  when the amount  involved is less than Rs.5 and the imprest  should be 

recouped prompt ly by preferr ing t raveling allowance bills. 

 

 29.  The holder of a permanent  advance is responsible for the safe custody of the 

m oney placed in his hands and he m ust  at  all t im es be ready to produce the total 

am ount  of the m oney in vouchers or in cash or both. 

 

 30. I n the case of t ransfer of charges and yearly on the 15 th April by Registered 

post , each officer in whose favour the permanent  advance is sanct ioned shall send an 

acknowledgem ent  in Form  KFC – 35 to the Audit  Officer and or the Accounts officer, as 

the case m ay be, of the am ount  due from  the accountable for by him self as on the 31st  

March preceding.  This acknowledgement  should always be for the full amount  for which 

the Governm ent  servant  is responsible, including any port ion of the advance which he 

has dist r ibuted to his subordinates.  The Form  KFC-35 also provides for record of the 

results of verificat ions of the library and furniture registers. 

 

 When more than one advance is held by a Governm ent  servant , the aggregate 

am ount  held by him  should be entered on the face of the acknowledgem ent  and the 

part iculars m aking up that  am ount entered on the revenue thereof. 

 

 31. A sim ilar acknowledgement  should also be forwarded whenever there is a 

change in the am ount  of perm anent  advance. 

 

 

 

 

Record of Cont ingent  Expenditure 

 

 32.  A register of cont ingent  shall be kept  in each office and the init ials of the 

head of the office, or of a gazet ted officer to whom  this duty has been delegated by him , 

shall be entered against  the date of paym ent  of each item .  The standard form  of the 

Cont ingent  Register will be as in form  1.  The actual details such as the number of 

colum ns to be opened, the sub-heads and detailed heads and such further addit ional 

classificat ion as may be required for purposes of financial cont rol, m ay be set t led by the 

Accountant  General and the Cont rolling authority in the manner best  to suit  the 

condit ions of each departm ent  and office. 

 

 33. The accounts m aintained at  the t reasury and  by the Accountant  General 

contain no further details beyond the figures under detailed account  heads, but  the 

cont ingent  register should show the expenditure classified in detail under the several 

items falling under a detailed account  head for departmental purposes, e.g., the 

preparat ion and check of cont ingent  bills, the preparat ion of est imates and financial 

cont rol both the Head of the Office and by superior authorit ies.  The expenditure on the 

less im portant  item s m ay be shown as a whole is one column, and the charge under 



each of these item s need not  then be accounted for or watched separately.  Any changes 

for which a special explanat ion is required should be described in the column under the 

heading “  Descript ion”  though the amount  need be entered only in the relevant  column 

separately.  The colum n under the heading “  Descript ion “  should be used also for not ing 

the m onth or period to which any recurr ing charge (e.g., rent  or pay of punkah-pullers)  

entered in one of the columns relates. 

 

 (1)  I f m ore convenient , a separate register may be maintained for each class of 

cont ingent  charges. 

 

 (2)  The m ost  im portant  com m on heads of cont ingencies are noted below;  and 

any others which it  m ay be convenient  to record separately may be added to the list  and 

those that  are specified below may, if desired, be further sub-divided:  

 

(1)  Power charges and telephone charges 

(2)  Purchase and repair of furniture 

(3)  Purchase of books 

(4)  Stat ionery 

(5)  Hot  and Cold weather charges 

(6)  Service Postage Stamps 

(7)  Rents, Rates and Taxes 

(8)  Money Order charges 

(9)  Tour expenses (Cart  and Lorry hire and Railway freight ) . 

 

(3)  As each paym ent  is m ade, ent r ies m ust  be m ade in the cont ingent  register, of 

the date of paym ent , the nam e of the payee, the am ount  and the num ber of sub 

vouchers. 

  

I f any charge requires any explanat ion, he should m ake the necessary ent ry in the 

column under the heading "Descript ion"  and obtain the int ials of the Governm ent  servant  

who incurred the charges, against  the ent ry.  

 

(1)  Regarding the ent r ies to be made in the final columns, see Rule 39 infra. 

 

(2)  The date of paym ent  and the am ount  paid m ust  be recorded on each sub 

voucher at  the t im e of paym ent . 

 

(3)  The amount  of work bills, etc., adjusted should be entered in the 

cont ingent  register in red ink and the balance available should be reduced accordingly. 

 

(4)  Every item  paid from  the permanent  advance no m at ter on what  account ,  

must  be at  once entered in the cont ingent  register in it s proper colum n. An advance 

made from the permanent  advance, such as advance of Travelling Allowance to 

Governm ent  Servant  should be entered under the colum n "Advance". When advances 

are subsequent ly adjusted, the fact  of adjustm ent  should be noted in the "Rem arks" 

colum n. 

 

(5)  The allotments sanct ioned for each head of expenditure should be entered 

in the register at  the commencem ent  of the year as also the addit ional allotm ent  and 

t ransfers that  m ay be subsequent ly sanct ioned. The expenditure should be worked out  

progressively, and regulated carefully in accordance with the altered grants. 

 

(6)  The Head of the office or the gazet ted Governm ent  servants whom  he has 

authorized to incur cont ingent  expenditure should init ial against  the date of payment  in 

respect  of each item . I f owing to his absence the ent r ies in the register have been 

init iated by a non-gazet ted Governm ent  Servant  concerned as soon as he returns to 

headquarters. 



 

Bills for Encashment  

      

35. At  end of each calendar m onth, and also when in the course of calendar 

m onth, a t ransfer of charge takes places or it  is found necessary to draw m oney for 

cont ingent  expenses, e.g., when the balance of the perm anent  advance in hand has 

become inconvenient ly small,  the cashier should rule a red ink line across the page of 

the register or registers referred to in Rule 39, add up the several colum ns and post  the 

several totals for the different  classes of  cont ingent  charges in a separate bill.  The 

cashier should then lay the bill with the sub-vouchers and registers before the Head of 

the office or the gazzet ted Governm ent  servant  whom  the Head of the Office has 

authorized to incur cont ingent  expenditure and to sign cont ingent  bills for him . The Head 

of the Officer or the gazet ted Governm ent  servant  act ing for him  should carefully 

scrut inise the ent r ies, init ial each ent ry in the cont ingent  register if this has not  already 

been done, and sign the bill if is in order, and also the separate cert if icates, if any.  He 

should also invariably make suitable ent r ies on the original sub-vouchers to show that  

they have been paid, so that  it  will be impossible to use them in support  of a  second 

claim , and he will held personally responsible if a second payment  is made in respect  of 

any item  on account  of his not  carrying out  this inst ruct ion properly. The cashier will 

then date and number the bill and present  at  the Treasury for payment . 

 

Countersigned Cont ingencies 

 

36. Except  in the case of cont ingencies requir ing countersignature before 

payment , cont ingent  charges falling under this group of may be drawn from  the Treasury 

by presentat ion of Abst ract  bills in Form  2 subject  to presentat ion of detailed in Form  3 

to the Cont rolling Officers for countersignature and t ransm ission to the Accountant  

General. 

  

( i)  when the advance to be drawn on an Abst ract  Cont rolling Bill exceeds Rs. 500 

the sanct ion of the Cont rolling Officer should be obtained and at tached to the Bill.  

 

Except ion  1.-Assistant  Director of Sericulture who are required to purchase seed 

cocoons may draw amount  on A.C. Bills beyond the lim it  prescribed above. They should 

however draw the ent ire requirement  for a day in a single bill They should also 

immediately thereafter  obtain the ex-post - facto sanct ion of the [ Joint  Director of 

Sericulture cont rolling the respect ive Assistant  Director of Sericulture,]  and communicate 

the sam e to the Account  General. 

 

2[ Except ion 2-  The Heads of the Medical I nst itut ions (  Hospital etc.)  who are 

required to make advance payment  of the Bills for supply of Oxygen gas to the Hospital 

may draw amount  on A.C.Bills beyond the lim it  prescribed above to cover one month's 

requirement . They prescribed im m ediately obtain the ex-post - facto sanct ion of the Head 

of the Departm ent  and com m unicate the Accountant  General. 

 

1. Am ended by Notn. No. FD 7 TCE 87 dt :  25.04.1988. 

2. I nserted by No. FD  14 TCE 81 dt :  28.04.1982 w.e.f. 12.08.1982. 

 

1[ Except ion 3-   Librarians of Governm ent  Libraries m ay arrange for an advance 

paym ent  of annual subscript ions to the Publishers concerned for a regular supply of 

newspaper Periodicals, Journals, Magazines, etc., to Governm ent  Libraries. For this 

purpose the librarian/  drawing officer concerned will draw the required amount  on an 

A.C. Bill and subm it  in N.D.C. Bill to the Accountant  General after obtaining a receipted 

bill from  the publishers in respect  of each periodical within the prescribed t ime lim it  

subject  to the com pliance of the provisions of Rules 36 and 37. 

 



( ii)  Cont rolling Officer should ensure that  no amounts are drawn from  the Treasury 

unless required for immediate disbursem ent . The sanct ions accorded by them  under 

(1)  above should be guided by this important  requirement . 

 

( iii)  Drawal of sum s in excess or, for without  mature claims is st r ict ly prohibited. 

( iv)  I f due to unforeseen causes, the advance drawn cannot  be disbursed within a 

day or two or disbursed fully within that  period, the am ount  or the unspent  part  of it  

should be refunded to the Treasury forthwith 

 

(v)  When the abst ract  in part  11 of form 2 shows that  the Drawing Officer has 

som e unspent  balance of advance previously drawn the Treasury Officer should see 

that , that  am ount  is deducted from  the amount  detailed in part  11, as a mat ter of 

course, and pass only the balance of encashm ent  part  11 with the abst ract  should be 

filled up even when no advances are proposed to be drawn:  

 

(vi)  As a further:  precaut ion against  persistent  delays in the t ransm ission of 

detailed Cont ingent  Bills to the Cont rolling Officer every officer who draws Abst ract  

Cont ingent  Bills in a Treasury should enclose with his monthly salary bills, a 

cert if icate, in original, in Form  No1, furnished by the cont rolling officer. 

 

FORM   NO.1  

 

       I  cert ify that  .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

(designat ion)  has * furnished detailed cont ingent  bills for all amount  drawn/ not  drawn 

any amount  on Abst ract  Cont ingent  Bills, by him  in abst ract  Cont ingent  Bills during 

the m onth pr ior to current  m onth. 

 

     I  further cert ify that  the detailed bill has been duly countersigned and forwarded 

to the Accountant  General Karnataka,, Bangalore, with m y m em o No. 

.. . . . . . . . . . . . . . . .date .. . . . . . . . . . . . . . . . . . . . . . . . . .  

 

 Dated:                                              Cont rolling Officer 

 

( * delete the Port ion not  applicable)  

 

“  Note.-  I n the case of officers who draw amount  on A.C. Bills occasionally on the 

authority of Governm ent  or the Head of the Departm ent  for specific purpose the 

Treasury officers should insist  on the cert if icate in Form No. 2 on the expiry of the 

period prescribed for furnishing N.D.C. Bills. Copies of such orders empowering 

drawal of concerned Treasury Officers and audit  office by the sanct ioning 

authorit ies" . 

 

 

 

 

 

 

FORM    NO. 2  

 

I  cert ify that  .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .(designat ion)  who was 

authorised to draw a sum  of Rs. .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  on A.C. Bills in Government  

Order No. .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  Order of the Head of Department  

No.... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . .date... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  has furnished N.D.C. 

Bill/ ( s)  for the said am ount / (s)  drawn by him  in Governm ent  account  on A.C. Bill/ ( s)  

for Treasury voucher No. .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  of Treasury 

                                   



               I  further cert ify that  the said N.D.C. Bills(s)  has/ have been duly 

countersigned by m e and forwarded to the Accountant  General, Karnataka, 

Bangalore with m y let ter... . . . . . . . . . . .  No. .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .dated 

... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

Cont rolling Officer" .  

 

(vii)  With a view to prevent ing delays on the part  of the officers including 

Cont rolling Officer to furnish detailed account  in respect  of advances drawn by them 

furnish on A.C. Bills, all officers cont ingent  bills do not  require countersignature will 

be required to enclose a cert if icate in the following form  given by the Accountant  

General with their salary bills for April,  July, October and January. 

 

I  cert ify that  .. . . . . . . . . . . . . . . . . . . . .(designat ion)  has furnished detailed accounts for all 

advances on Government  account  drawn by him  on Abst ract  Cont rolling Bills upto the 

close of the quarter ending. 

 

  Dated:                               . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

                                                    A.G.Karnataka, Bangalore. 

 

(1)  Cont ingent  charges other than Cont ract  cont ingent  charges will be included in the  

same bill,  but  Cont ract  cont ingent  charges will be entered in separate bills. I n a bill for 

Countersignature cont ingent  charges, details m ust  be given of the num bers of the sub-

vouchers pertaining to each ent ry, the am ount  being given only in those cases where a 

sub-vouchers is for more than for Rs. 50/ - .  I n a bill of Cont ract  cont ingent  charges, 

such details only to need be given as will suffice for  the proper classificat ion of charges:  

on detail of sub-vouchers such as their numbers, need be given in the bill.  The sub-

vouchers will be retained in the office for at  least  a period of three years. 

 

(2)  When the perm anent  advance is running short  and a paym ent  which exceeds the 

balance of the advance is due to be made, the am ount  of that  paym ent  m ay be entered 

in the cont ingent  register, with the number that  the sub-voucher will bear when the 

payment  is actually made and included in the bill.  The payment  should be made 

immediately after the bill is cashed 

 

Note.-  The Director of the Collegiate Educat ion, Bangalore is exempted from  

furnishing the cert if icate of having forwarded the cert ificate of having forwarded 

Detailed Cont ingent  Bills in respect  of the amount  drawn by him  on Abst ract  

Cont ingent  Bills towards the Government  of I ndia Scholarship. 

 

(3)  To enable the Treasury to see as far as possible that  the money claimed on 

any A.C. Bill is for authorised public service, and to bring the procedure with regard 

to the preparat ion of such bills into st r ict  conform ity with the rules on the subject , all 

Government  servants drawing Abst ract  Cont ingent  bills on the Treasury should 

classify the charges according to the detailed heads of Cont ingencies in the Budget  

Est imates of the  department  or office concerned. The Treasury Officer will refuse 

payment  on Abst ract  Cont ingent  bills that  do not  furnish these details 

 

(4)  The amount  of work bills adjusted should not  be included in the body of the 

bill it self but  only in the memorandum f appropriat ions and expenditure and balance 

at  the foot  of the bill.  

 

 

(5)  I n an office in which the charges under several Major Heads have to be met  

from  a single permanent  advance, it  is not  necessary to prepare bills in respect  of 

those heads under which there has been lit t le expenditure on every occasion when 

the perm anent  advance runs short . The expenditure under  such heads should be 

totaled and the bills prepared only at  the end of the month in order to begin the 



following m onth with the full am ount  of the perm anent  advance, or when there is a 

t ransfer  of charges so that  the relieving Governm ent  servant  m ay send the Account  

General his acknowledgm ent  of having received the whole of the perm anent  advance 

in cash. 

 

(6)  I n respect  of cont ingent  charges that  require the pr ior sanct ion of 

Governm ent , part iculars of the sanct ion for the expenditure shall be furnished on 

each such bill,  When more than one bill is drawn in respect  of expenditure for which 

a lum psum  has been granted under a single special sanct ion, a note shall be made 

on the second and each subsequent  bill of the total amount  spent  up- to-date under 

the sanct ion. 

 

"Note.-The procedure prescribed in sub-clauses (vi)  and (vii)  of the first  

paragraph of this Rule will not  apply to the officers governed by the I ndividual 

Running Ledger Account  System  to paym ents.  However, if the Non-payable Detailed 

Cont ingent  Bills are not  sent  to the Accountant  General within three months of the 

drawal of the Abst ract  Cont ingent  Bills, the salary cheques of the officers will be with 

held by the Accountant  General under int im at ion to the officers concerned” . 

 

37. (a)  From  the m onthly totals of the Cont ingent  Register the m onthly detailed 

bill will,  in the case of countersigned cont ingent  charges, be prepared in Form  3 

under the capt ion Not  payable at  the Treasury,  and showing the m onthly total of 

each colum n, with the descript ion of each unusual charge;  the num bers of the sub-

vouchers will be entered against  each item ;  at  foot  will be agreed with the amount  

actually drawn from the Treasury during the month.  I t  will be signed by the Head of 

the Office and subm it ted to the cont rolling Officer with the sub-vouchers for all sums 

in excess of Rs.50 and a cert if icate in the following form  for smaller ones; -  

 

“  I  cert ify that  the expenditure charged in this bill could not  with due regard to 

the interests of the public service, be avoided.  I  have sat isfied myself that  the 

charges entered in this bill have been really paid.  Vouchers for all items of 

expenditure in excess of Rs.50 in amount  are at tached to the bill.   I  have, as far as 

possible, obtained vouchers for other sum s, and am  responsible that  they have been 

so cancelled that  they cannot  be used again.”  

 

1[ Apart  from  canceling the sub-vouchers not  exceeding Rs.50 which are retained 

in their possession those exceeding Rs.50 should also e so cancelled that  they cannot  

again be used to support  the claims against  Governm ent  and for this the Drawing 

Officers should cancel the sub-vouchers with a rubber stam p, bearing the words “  

I ncluded in Bill No. …………………….. dated………………………… and cancelled “  and such 

cancelled vouchers beyond Rs.50 in each case of then sent  to the countersigning 

officer by the Drawing Officer] . 

 

(b)  I f,  in any m at ter, the m onthly proport ion of the budget  grant  has been 

exceeded, a report  of the special circumstances which renders the excess necessary 

should be sent  to the countersigning officer with the detailed bill.  

 

2[  (1)All sub-vouchers/ payees receipts cancelled as at  clause (a)  above should 

not  be sent  to the Accountant  General along with the Non-Detailed Cont ingent  Bills, 

but  should be retained in the concerned offices i.e., by the Drawing and 

Disbursing/ Cont rolling Officers according to the monetary lim its prescribed in 

accordance with the rules, along with the office copy of the Non-Detailed Cont ingent  

Bill to be produced at  the t ime of Audit  by the Accountant  General 

 

 



 All sub vouchers relat ing to both D.C. Bills and N.D.C. Bills should be entered 

serially in the Cash Book as and when the disbursem ents are m ade.  A cont inuous 

serial number should be given in the Cash Book to sub vouchers 

 

1. I nserted by No. Finance Departm ent  10 TCE 81 dt . 22.08.1982 w.e.f. 

13.08.1981. 

2. Sub. by Notn. No. Finance Departm ent  1 TCE 88 dt . 22.09.1988 w.e.f. 

25.05.1987. 

 

Relat ing to financial year.  The serial numbers should also be noted on each sub 

voucher.  The sub-vouchers should be kept  in safe custody and should be kept  in 

safe custody and should be produced for audit  whenever required.]  

 

 (2)  Though Governm ent  servants are at  liberty to draw m oney from  the 

t reasuries on Abst ract  Cont ingent  Bills as often as they please, there should be only 

one Detailed cont ingent  Bill for a month furnishing details for the total amount  drawn 

on Abst ract  Cont ingent  Bills during that  month. 

 

 (3)  As grave inconvenience is caused by the non- receipt  of Detailed Cont ingent  

Bills in t ime, all Heads of Offices authorized to draw on Abst ract  Cont ingent  Bills 

should forward their-Detailed Cont ingent  Bill to their countersigning officers, before 

the close of the first  week following the month to which the Bill relates, so that  all the 

Detailed Cont ingent  Bills may be sent  to the Accountant  General before the 15 th of 

the m onth following that  to which they relate, at  the latest . 

 

 Except ion.- ( i)  The Detailed Cont ingent  Bills “  of the Live-Stock Officer may be 

sent  before the end of the second m onth following that  in which the Abst ract  

Cont ingent  Bills are encashed but  not  more than one Abst ract  Cont ingent  Bill should 

be allowed to be pending against  the officer. 

 

 ( ii)  The Director of collegiate Educat ion, Bangalore  is perm it ted to furnish the 

Detailed Cont ingent  Bills to the Accountant  General, for the amounts drawn by him  

on Abst ract  Cont ingent  Bills towards the Government  of I ndia Scholarships within 12 

m onths from  the m onth following that  to which they relate. 

 

 (4)  Due int imat ion will be given by the Accountant  General from  t ime to t ime to 

the Treasuries, of the offices which have not  sent  their Detailed Cont ingent  Bills in 

the t ime and the payment  of further Abst ract  Cont ingent  Bills will be stopped t ill the 

Detailed Cont ingent  Bills are received in his office. 

 

 (5)  Should the Head of an Office, for any reason, ant icipated delay in furnishing a 

Detailed Cont ingent  Bill for any unusual or special charge he will apply to the 

Accountant  General for extension of t ime for forwarding it ,  when the Treasury will be 

duly apprised of the fact  and inst ructed to pay the Abst ract  Cont ingent  Bill up to a 

specified date on the product ion of a cert ificate modified in respect  of the special 

items.  Such cases, it  need hardly be observed, will necessarily be few. 

 

 (6)  The Treasury Officer should see that  the above inst ruct ions are st r ict ly 

observed and that  the cert if icate on the back of the bill is signed in all cases. 

 

 (7)   I f the Cont ingent  Register prescribed in Rule 32 supra is properly maintained, 

there ought  to be no difficulty in forwarding the detailed bill correct ly and punctually.  

I f any amount  drawn on any of the bill encashed during the month has been 

refunded into the Treasury, the date of refund should be stated. 

 



 (8)  No Detailed Monthly Bill is required from  Government  servants who draw 

money from  the Treasury on bills furnishing details and accompanied by sub-

vouchers whether such bills are countersigned or ot . 

 

 38. As soon as the monthly Detailed Cont ingent  Bill is received in the office of the 

countersigning authority, the figures should be t ranscribed from  it  into a register in 

the same form  as the disburser’s register, together with a full sam e form  as the 

disburser’s register, together with a full descript ion of any item  that  requires 

explanat ion.  The countersigning authority should review the bill with the sub-

vouchers.  I f he disallows any item , the fact  should be noted in the bill and in the           

“  Rem arks “  colum n of the register together with the num ber of sub-vouchers 

concerned and the reasons for disallowance.  The am ount  shown in the register in 

the colum n affected should be corrected in red ink.  The countersigning authority 

shown in the register in the column affected should be under his init ials, sign the bills 

and dispatch them  to the Accountant  General within one m onth from  the date of 

receipt  f the bills in his office with all sub-vouchers for individual payments in excess 

of 1[ Rs.1000] . 

 

 Sub-vouchers for sum s exceeding Rs.50 but  not  exceeding 1[ Rs.1000]  should be 

retained in the countersigning office, after scrut iny and cancellat ion and should be 

produced for inspect ion during local audit  by the staff of the Accountant  General’s 

Office. 

 

 

1[ Apart  from  canceling the sub-vouchers not  exceeding Rs.1000 which are 

retained in their possession, those exceeding Rs.1000 should also be so cancelled 

that  they cannot  again  be used to support  the claim s against  Governm ent .  The 

countersigning officers should accordingly cancel the sub-vouchers with a rubber 

stam ps bearing the words “  Countersigned and cancelled”  and such cancelled 

vouchers beyond Rs.1000 in each case m ay then be enclosed to the detailed bills to 

be sent  to the Treasury/ Audit  Office by the countersigning officers.]  

 

A Cert ificate in the following form  will be recorded on each bill by the 

countersigning authority: -  

 

“  I  cert ify that  in support  of every charge of more than Rs.50 made in this bill,  a 

receipt  or other vouchers has been given to m e.  The receipts and vouchers for item s 

in excess of [ Rs.1000]  are at tached to this bill and I  am  responsible that  the receipts 

and vouchers for all other items of more than Rs.50 are in proper form  and order, 

and are in m y possession and that  they have been so cancelled that  they cannot  be 

again used to support  claim s against  Governm ent .”  

 

(1)  I n the case of Government  servants whose cont ingent  bills, require 

countersignature, and where the offices of the drawing and countersigning officers 

are located in the same stat ion, bills in form  4 supported by necessary sub-vouchers 

should be prepared once for all and got  countersigned by the Governm ent  servants 

concerned. 

 

Note.-  A countersigning authority m ay authorize a responsible gazet ted Government  

servant  serving under him  to exam ine and countersign the detailed m onthly 

cont ingent  bills on his behalf.  

 

 39. There will thus be two registers of the same form  in the offices of the 

disburser and the countersigning officer.  I n the first , a single line will be given to 

each sub-voucher;  in the second, to each monthly bill,  except  that  each 

disbursement  which is unusual or special will have an ext ra line.  The third colum n of 

the form  would be used in the disbursing office for record of the num bers of sub-



vouchers, but  in the countersigning office, it   would be blank.  Again, for the colum ns 

to the r ight , that  concerning the detailed bill would show in the disbursing office the 

date of it s dispatch;  in the other, the date of its receipt .  The colum n for date of 

adm ission would, in the countersigning office, show the date of despatch of the 

countersigning bill,  while in the case of the disbursing office, it  would record the date 

of recovery of any disallowance, or that  of the countersigning officer’s let ter further 

passing a disallowed item  to yet  actually recovered;  any disallowance would be 

recorded by each in the colum n of rem arks on the sam e line with the figures 

affected. 

 

DI SALLOW ANCES 

 

 40. After dispatch of the bill to the audit  Office, should the countersigning officer, 

communicate any disallowance to the disbursing officer, its am ount  should without  

fail be refunded by short  drawing in the next  cont ingent  bill presented at  the 

Treasury for the sam e departm ent ;  therein, the gross am ount  of each sub-voucher 

would be entered, and below the total would be entered “  Deduct  disallowed from  bill 

of Rs…………” and the receipt  given would be for the net  am ount  only.  An item  

disallowed must  without  fail be recovered, and if,  after correspondence, the 

countersigning officer withdraws his object ion, the am ount  m ay be redrawn;  after the 

total of the sub-vouchers in the next  bill presented at  the Treasury the following 

should be entered:  “Add am ount  of disallowance from  bill of……………..refunded by 

deduct ion form  cont ingent  bill No………….dated……………..and perm it ted to be redrawn 

as per…………….” .  The receipt  would be for the gross am ount  and the item s would be 

included again in the next  monthly cont ingent  bill.  

 

 I t  will be observed that  the totals in the disburser’s registers are those of 

am ounts charged, not  of those adm it ted by the countersigning officer;  but  when an 

amount  disallowed by him  under one detailed head is adjusted by a short  charge in 

another encashed bill,  the actual charge for each head may be worked out  by 

entering the amount  ret renched in black ink with a m inus sign in the colum n of the 

head ret renched on the line of totals for the bill in which the adjustment  is made the 

forward totals will thus be correct . 

 

CONTI NGENT CHARGES NOT COUNTERSI GNED 

 

 41. Government  servants whose cont ingent  bills do not  require countersignature 

will prepare their bills in Form  4 giving full part iculars of charges, at taching all  sub-

vouchers for charges in excess of (Rs.1000)  and recording the cert ificate prescribed 

in Rule 37.  All payments which can be made from the permanent  advance should be 

made from  it  and the same recouped by drawing the m oney from  the t reasury on 

bills supported by necessary sub-vouchers. 

(Apart  from  canceling the sub-vouchers not  exceeding Rs.1,000 which are retained in 

their possession, those exceeding Rs.1,000 should also be so cancelled that  they 

cannot  again be used to support  the claim s against  Governm ent  and for this Drawing 

Officers should cancel the sub-vouchers with a rubber stam p bearing the works 

“ included in Bill No…………………….dated………………….and cancelled”  and such cancelled 

vouchers beyond Rs.1000 in each case are then sent  to the t reasury/ audit  office by 

the Drawing Officer. 

 

 Note: -  Governm ent  m ay direct  the forwarding of sub-vouchers for any part icular 

class of expenditure to the Audit  Officer irrespect ive of the lim it  of (Rs.1000)  

prescribed above, if so, required by the Comptroller and Auditor General. 

 

 (1)   Occasions may arise in except ional circum stances when an am ount  in excess 

of the perm anent  advance m ay be required for paym ent .  I n such cases, the required 

amount  may be included in the cont ingent  bill and the vouchers support ing such 



paym ents forwarded to the Accountant  General’s Office as soon as payments are 

made, giving clear reference to the bills to which they relate.  Unt il their receipt , the 

amounts drawn will be held under object ion.  These vouchers should be furnished 

within a month after the amounts are drawn;  otherwise the Accountant  General will 

have a power to direct  the recovery of the amounts from  future bills sent  for 

paym ent .   

 

 Note 1 : -  The am ount  required in excess of perm anent  advance, for paym ent , 

may be drawn on D.C. bills without  support ing sub-vouchers under this rule, only if 

the services have been rendered or the supplies received, but  the paym ent  is 

pending m erely for want  of sub-vouchers or payee’s acknowledgem ent . 

 

The drawl of funds under this rule at  the fag end of the financial year with a view 

to avoid lapse of grants is not  perm issible.”  

 

 2[ 42. part ies who m ake supplies and render services to Government  should be 

paid direct ly by the officers concerned.  Payment  in such cases through bills on 

Treasuries should be discont inued.  To prevent  cases of fraudulent  paym ent  at  the 

Treasury great  care should be taken by the drawing officers and the following 

procedure should be followed for this purpose : -  

 

 (a)  As far as possible small payments upto Rs.50 for supplies made and rendered 

should be made to the part ies from  the perm anent  advance sanct ioned to each 

office.  I n cases  where the perm anent  advance now sanct ioned is found to be 

inadequate, the heads of Departm ents should take act ions to sanct ion adequate 

perm anent  advance considering the m agnitude of t ransact ions;  

 

 

(b)  I n cases where it  is not  possible to m eet  the expenditure from  the perm anent  

advance sanct ioned to the office the Head of the office will draw the amount  on DC 

bill,  if his bills do not  require countersignature.  Otherwise he will draw the amount  

on AC bill provided proper sanct ion exists and make payment  to the part ies in cash 

without  requir ing the part ies to go to the Treasury for encashment  of the bills. 

 

I n som e of the Treasuries where the system  of paym ent  by cheque is int roduced 

the drawing officers drawing bills on such Treasuries should obtain cheques in favour 

of the party as per the requisit ion enclosed to the bill.   The cheques will be crossed  

and will be delivered to the Drawing Officer or his messenger.  The Drawing Officer 

on receipt  of such cheques should account  for the sam e in his office cash books.  The 

cheques will be delivered to the concerned party by the Drawing Officer after 

obtaining the proper receipt  /  acknowledgement .  The Drawing Officer should furnish 

his discharge on the DC Bills /  AC Bills in the following form  while print ing the bill at  

the Treasury: -  

 

“  Contents received, please issue cheque as per requisit ion.”  

 

 

 Signature of the Draw ing officer . 

 

  

The form  of requisit ioning for cheques to be enclosed to the bill will be as 

shown below;  

 

 

REQUI SI TI ON FOR CHEQUES I N  FAVOUR OF PARTI ES 

 

 



Sl. No.    Nam e of the Party    Am ount  

 

 

 

 

 

 

 

Signature of the Draw ing officer . 

 

Except ion.-  Claim s on account  of Bus warrants issued to police personal may be 

drawn on a duly receipted Bill to be preferred by the Bus owner in Form  M.C.E. 9 with 

the support ing Bus warrants.  The Bill should be countersigned by the Superintendent  of 

Police of the dist r ict  concerned  or other Police Officer authorized to do so duly indicat ing 

the head of account  to which the amount  is debitable and duly filling in the memo of 

allotm ent . 

 

Note.-  The com m ission of Bank draft  obtained for rem it tance of Earnest  Money 

Deposit  am ount  to part ies outside Karnataka State (vide note 2 below Art icle 30(a)  of 

Karnataka Financial Code, Volume I , 1958)  shall be debited to the office cont ingencies of 

the Departm ental Officer.]  

 

43. Rules regarding endorsement  of cheques are applicable to these bills also. 

 

Note 1.-  The endorsement  on a bill by a drawing officer in favour of a messenger 

is not  an infr ingement  of the rule regarding endorsements. 

 

1[ 44 x x x ]  

 

45. Paym ents due by Governm ent  to cont ractors and suppliers may, if so desired 

by them , be m ade to their bankers instead of direct  to them , provided that  the 

departm ent  concerned obtains (1)  an authorizat ion from  the cont ractor/ supplier in the 

form  of a legally valid document  such as a Power of At torney or t ransfer deed conferr ing 

authority on the Bank to receive paym ent  and (2)  the cont ractor ’s or supplier ’s own 

acceptance of the correctness of the account  m ade out  as being due to him  by 

Government  or his signature on the bill or other claim  preferred against  the Government , 

before set t lem ent  of the account  or claim , by paym ent  to the said Bank.  While the 

receipt  given by a Bank will const itute a full and sufficient  discharge for the payment , 

cont ractors should wherever possible be induced to present  their bills duly receipted and 

discharged through their Banks. 

 

Nothing herein contained should operate to create in favour of the Bank any r ight  

or equit ies vis-à-vis the Governm ent . 

 

Service Postage Stam ps 

 

 46. The following  procedure shall be adopted by Governm ent  Officers for 

obtaining Service Postage Stamps from  the Treasury and for the adjustm ent  of their 

value:  

 

 (a)  Officers who draw money from the t reasury on Cont ingent  Bills.-  A bill in 

Form  MCE 5 should be prepared by the departmental officer when he requires service 

postage stamps.  The bill should contain the acknowledgement  of the drawing officer of 

the receipt  of the stam ps indented for and should in other respects be t reated in the 

same way as a cont ingent  bill for drawing cash from  the t reasury.  The Treasury Officer 

should pass the bill for payment  by t ransfer, have the stamps issued and enter the 



am ount  in the Treasury Accounts, credit ing the value of the stam ps in the same manner 

as if cash were realized. 

 

 (b)  Officers who draw m oney for cont ingent  expenses by cheques.-  Cheques to 

be presented on paym ent   of the value of Service Postage Stamps should be drawn in 

favour of the officer (official designat ion without  nam e)  who supplies the stam ps, 

whether they are drawn by the officer (official designat ion without  nam e)  who supplies 

the stam ps, whether they are drawn by the officer who indents for the stam ps or by a 

Departm ental Officer on the indent ing officer’s requisit ion.  Such cheques m ust  always 

be crossed.  Cheques drawn on Bank m ay be accepted and the stam ps issued without  

insist ing, on the cheques being deposited first  in the Bank. 

 

 A separate indent  drawn in Form  5-A should accom pany the cheque.  The 

Treasury Officer will retain the original indent  and return the duplicate with his 

acknowledgem ent  for receipt  of the cheque endorsing thereon the fact  of issue of the 

stam ps indented for. 

 

 Note 1.-  Heads of Offices should append to the Stam p I ndent  a cert ificate under 

their signature that  stam ps previously received from the t reasury have been brought  to 

account  and the balance on hand has been verified and the issues checked.  I n the 

absence of a cert if icate to this effect  on the stamps I ndent , the Treasury Officer will 

refuse to make any issues of service postage stamps.  Bills containing such charges do 

not  require countersignature. 

 

 (c)  Service Postage Stam ps m ay be issued direct  from  the Sub Treasuries on the 

presentat ion of bills or cheques in accordance with the provisions of paras(a)  and (b)  of 

this Rule without  such bills or cheques being first  passed by the Dist r ict  Treasury Officer. 

 

Note 2.-    Governm ent  let ters and packets which are found insufficient ly stam ped 

or unstamped may be received in several offices  on paym ent  of cash, the am ount  

departm ent  as bearing postage.  I n such cases, no recovery of the am ount  so spent  

need be m ade from  the Office or Departm ent  from  which the communicat ion is received. 

 

 

Secret  Service Expenditure 

 

47. When in paying rewards to inform ers, or in any other case, it  is not  desirable to 

disclose the names of payees, a cert if icate in the handwrit ing of the disbursing should be 

forwarded to the Accountant  General in support  of the paym ent , in lieu of the payee’s 

receipt  ordinarily required 

 

The following supplementary rules area also prescribed for incurr ing Secret  Service 

Expenditure: -   

 

1)   When an allotment  is placed at  the disposal of an officer for secret  services 

the officer concerned will maintain a cont ingent  register in the prescribed form  in which 

the date and amount  of each cont ingent  bill will be entered with a note of the 

progressive expenditure. Within the allotment  the officer may draw bills for such sums as 

may be necessary. Such bills will not  be supported by vouchers. 

 

 2)  The general cont rol of expenditure incurred against  the allotment  will be 

vested in the officer aforesaid who will be responsible that  accounts are duly maintained 

and that  paym ents have been properly m ade for the purpose for which the appropriat ion 

has been  m ade. 

 

 3)  The officer aforesaid will maintain in the form  of a cash book a secret  record of 

the expenditure and receipts ( if any)  connected with the allotm ent . This record should 



contain the am ount  and the date of each payment  and such indicat ion of  it s nature as 

the officer ment ioned in para(4)  below consider necessary in order to enable him  to  

discharge the responsibilit y placed upon him  by that  para. The amounts drawn from  the 

t reasury on cont ingent  bills will be entered in the cash book on the receipt  side the 

number and date of  bills being noted against  the ent ry. 

 

 4)  I n respect  of each officer  authorized to incur secret  service expenditure, 

Government  will nom inate a Cont rolling   Officer who should conduct  at  least  once in 

every financial year, a sufficient ly real adm inist rat ive audit  of the expenditure incurred 

and furnish a cert if icate to the Accountant  General in the following  form  not  later than 

the 31st August  following the year to which it   relates. 

 

“ I  hereby cert ify that  the am ount  actually expended by m e or under m y authority 

for secret  service in the year ending the 31st of March- - - - - - - - - - - - - -was Rs.- - - - - - - - - - - - - - - -

that  the balance in  hand on the said 31st March was Rs- - - - - - - - - - - - - - - - -and  that   this 

balance was surrendered by short -drawing in the first  bill presented during the year and 

I  declare that  the interests of the public service required that  the above payments should 

be m ade out  of secret  service funds and that   they wee properly so m ade.”  

        

 5)  The accounts of secret  service expenditure will not  be subjected to scrut iny   

by the Audit  Authority.  

 

 

CANCELLATLI ON AND DESTRUCTI ON  OF SUB- VOUCHERS 

 

 

48.  The  following rules for the prevent ion of the  fraudulent  use of sub-vouchers 

shall be observed by all Drawing and Cont rolling Officers in the mat ter jof cancellat ion 

and dest ruct ion of sub-vouchers: -  

 

               i)Unless in any case it  is dist inct ly provided otherwise by any rule or order, 

no sub-vouchers  m ay be dest royed unt il after a lapse of three years. 

 

                ii)  Every sub-vouchers which under the provisions of this Chapter is not  

forwarded either to  the Accountant  General  or to a Cont rolling Officer along with 

bills bust  is recorded  in the office to which the expenditure relates, must  be duly 

cancelled by means of a rubber stamp or by an endorsem ent  in –red - ink   across the 

voucher, the cancellat ion being init ialed by the Government  Servant  authorised to 

draw the cont ingent  bills of the office. The cancellat ion Should be made at  the t ime 

when the cont ingent  bill in which the sub-vouchers or sub-vouchers are included is 

actually signed.  I f the am ount  of a sub-vouchers exceeds the perm anent  advance. 

The  cancellat ion  should be made immediately the paym ent  is m ade and entered in 

the cont ingent  register. 

 

( iii)  sub-vouchers subm it ted to a  Cont rolling Officer  which he is not  required to 

forward to the Accountant  General, should be duly cancelled by him  after check and 

the cancellat ion  should be at tested by the Cont rolling Officer at  the t ime of counter 

signature of the bill.  

 

( iv)  I n all cases in which sub-vouchers are not  required to be forwarded to  the 

Accountant  General or the Cont rolling Officer, the Drawing Officer should cert ify in 

the bill that  sub-vouchers other than these at tached to the bill have been so defaced 

or mut ilated that  they cannot  be used again. A sim ilar cert if icate should be furnished 

by the Cont rolling Authority in respect  of sub-vouchers subm it ted to him  y the 

Drawing Officer but  which he is not  required to forward to the Accountant  General. 

       



Note:  Sub-vouchers which are required to be sent  to the  Accountant  General 

should not  be cancelled either by the Drawing Officer or by the Cont rolling Officer, as 

the duty of canceling these sub-vouchers and keeping them  in proper custody to 

prevent  their fraudulent  use devolves on the Accountant  General. 

 

 

 

I NSPECTI NG OFFI CER’S BI LL 

 

49. An I nspect ion Officer cannot  take advances for expenditure on account  of 

office cont ingencies. He should provide himself with a port ion of his perm anent  advance, 

and recoup him self from  t im e to t im e by present ing, at  the different  Treasuries, 

cont ingent  bills in the ordinary form , for the recovery of cont ract  or countersigned 

cont ingent  charges, as the case m ay be, I n the case of countersigned  cont ingent  

charges, one detailed bill may adjust  money drawn at  more than one Treasury;  and in 

this case it  will be well to require the drawing officer to note details at  foot  of the bill 

showing the places of payment  of the several encashed bills as well as their dates and 

amounts . But  the amounts drawn will all be taken as final payments, and not  as 

advances. 

 

 

 

I NTER- DEPARTMENTAL TRANSFERS 

 

51.I n cases of t ransact ions between two service Departments where 

m anufacturing or product ion or supply of art icles or repair operat ions are involved and 

the rules require set t lement , no adjustment  need be made if the cost  of services or 

supplies is Rs.250 or less in each case. I n respect  of t ransact ions above this lim it , the 

supplied department  will present  a bill at  the Treasury for the cost  of supplies or services 

along with the accepted invoice and challan ( in the new K.F.C Form  2-D) in quadruplicate 

indicat ing  the designat ion  of the supplying officer, invoice num ber and  the head of 

account  to which the am ount  is claim ed is to be paid  by t ransfer credit . The Treasury 

Officer will check the head of classificat ion noted in the challan with that  noted by  the 

supplying officer in the invoice and pass the bill for payment  by t ransfer credit  to the 

head of account  to the head of account  indicated in the challan and debit ing the am ount  

to the head of account  indicated in the bill by the supplied officer. After the adjustment , 

the Treasury officer will retain the original copy of the challan and send the duplicate and 

the t r iplicate to the supplied officer who will keep one copy for his office record and send 

the other to the supplying officer. The Treasury Office should at tach the fourth copy to 

the bill for being sent  to the Accountant  General along with  the paid vouchers. 

 

EXPENDI TURE FOR OTHER OFFI CES 

 

 

52. I t  is often expedient  for a Governm ent  servant  to m ake purchases or incur 

expenditure in another dist r ict , m aking his arrangem ents  through a Governm ent  servant  

in the other dist r ict . I f the am ount  to be paid on account  of the cont ingent  expenditure 

incurred in this way is not  less than Rs.50, payment  may be made by t ransfer receipt  

otherwise every Government  servant  who incurs expenditure in this way must  t reat  it  as 

expenditure of his own office, and not  dem and recoupm ent  by t ransfer receipt  from  the 

Governm ent  servant  at  whose request  he as an agent , incurs the expenditure of the 

departm ent  to which the Governm ent  servant  requir ing the expenditure is at tached and 

therefore any service to the principal officer of his departm ent  in the dist r ict  indented on, 

e.g., a Police Officer should ask the Dist r ict  Superintendent  of Police and not  the Dist r ict  

Magist rate,  to purchase blankets from  him . The Magist rate in such a case would pass on 

the  indent  or the voucher if he has supplied any art icles to the police officer, who would 

deal with the charge as a final one of his own office, applying to the proper authority for 



an ext ra grant , if his own should fall short  before the end of the year. The responsibilit y 

for obtaining proper sanct ion always rests with the originat ing Government  servant . 

 

Note.1: -  This rule is not  applicable when purchases are effected in Bangalore. The 

paym ent  in such cases should be arranged for by Bank drafts or R.T. Rs.. 

 

Note.2: -  This rule does not  apply to expenditure chargeable to local funds, which 

should always be recovered. 

 

MI SCELLANCOUS 

 

 

52. Rules for m aking purchase of stores are contained in the stores purchase 

Rules (  issued separately)  

 

53. The procedure to be followed by Departm ental Offices when they are 

authorized to issue credit  notes or warrants on Railways for the Railway freight  or 

Railway fare payable by them is detailed in Appendix I I I .  

 

To m inim ize payment  of com m ission to the Railway Departm ent  on account  of 

issue of credit  notes in respect  of Railway freight  charge, paym ent  of railway freight  

charges should invariably be made in cash, if the amount  involved in each case is 

less than Rs. 200. Credit  notes should be issued only if the amount  involved is 

Rs.200 or m ore in each case. 

 

 

 

 

 

 

CHAPTER- I I  

 

SPECI AL RULES 

 

 55.  This chapter contains special orders relat ing to certain item s of cont ingent  

expenditure.  The special powers delegated to heads of departm ents are contained in the 

book of financial powers separately issued. 

 

1 . ADVERTI SEMENT 

 

 (a)   The publicity Office to Government  will be the Cent ral Office for the issue of 

all official advert isements and will secure standing cont racts for advert isements space, in 

the various newspapers approved by Governm ent  from  t im e to t im e. 

 

 (b)   Heads of Departm ents and Secretaries to Government  and all other officers 

desir ing to have official advert isements published will send the advert isements to the 

Director of I nform at ion and Tourism . 

 

 (c)   I f an officer wishes to publish an advert isement  in a paper not  included in the 

list  of papers in which space has been reserved, he should make a special applicat ion to 

the Director of I nform at ion and Tourism , for necessary act ion being taken after approval 

of Governm ent ;  

 

 (d)   No paym ent  should be m ade direct  to the papers by Heads of Departm ents 

and the I ndust r ial concerns too.  The cost  on the advert isem ents pertaining to 

Government  Departments will be met  from  the grants of he department  of I nformat ion 

and Tourism .  The dues in respect  of advert isem ents on behalf of I ndust r ial Concerns, 



Statutory Corporat ions, Local Bodies, etc., should however be recovered by the 

Departm ent  of I nform at ion and Tourism  in accordance with the rules governing the 

inter-departm ental adjustm ents as laid down in Appendix- I I .  

                 

 Note: -  All Heads of Departm ents and the authorit ies of Governm ent  I ndust r ial 

concerns, Statutory Corporat ion, Local Bodies, etc., should release their advert isements 

regarding vacancies at  least  10 days in advance to the Director of I nformat ion and 

Tourism  for publicat ions in the newspapers on Saturdays.”  

 

 Except ion 1: -   The Chief and Superintending Engineers are authorised to sanct ion 

the cost  of publicat ion of Tender Not ificat ions in newspapers upto Rs.500 and Rs.250 

respect ively in each case. 

 

 Except ion 2: -   The Chairm an, Karnataka Public Service Commission, Bangalore, is 

authorized to issue advert isements pertaining to the recruitm ent  to the services of the 

State, direct ly to the newspapers. 

 

 

 

 

 

2 . ALLOW ANCE 

 

 (a)   No salary charges of any kind  (except  for pay of hot  weather establishm ent , 

and of tem porary Field Establishm ents of Surveys and set t lem ents and of all sweepers 

who are whole t ime servants or otherwise in the Civil Department  or at  the direct ion of 

Governm ent , of such other classes of last  grade Governm ent  servants, e.g., cooks, 

dhobis, tailors, sires, grass cut ters as Governm ent  have, from  t im e to t im e, ruled to be 

ineligible for pension or as they may in future declare as non-pensionable)  and no0 

addit ions to pay m ay be charged as cont ingent  expenditure or included in the cont ingent  

bills such charges should be drawn on establishment  bills.  Fixed t raveling allowance, 

house rent  etc., should be drawn along with the pay of an officer. 

 

 Note:  Heads of Departm ents m ay sanct ion sm all m onthly paym ents, out  of 

cont ingencies, to the last  grade Government  servants for supplying dr inking water, 

provided that ;  

 

( i)  the paym ents are of a purely cont ingent  character, are drawn on 

cont ingent  bills and may be withdrawn at  any t ime at  the discret ion of the 

head of the office;  

( ii)  the allowance will not  count  for leave or pension;  

( iii)  in the case of m enials already in permanent  employ in receipt  of a monthly 

rate of pay, the paym ent  m ust  not  exceed a sum  of Rs.2 a m onth in any 

one case, and the head of he office m ust , in allowing any such paym ents, 

record his reason there for, and m ust  sat isfy him self;  

 

(1)   that  the work to be done is really necessary;  

 

(2)   that  it  is outside the regular dut ies of a menial on the permanent  

establishm ent ;  and 

 

(3)  that  the grant  of the ext ra allowance to any such menial is dist inct ly more 

econom ical that  the em ploym ent  of fresh agency, 

 

(b)  The heads of departm ents are authorized to sanct ion the em ploym ent  or 

unskilled part - t ime menial on non-personable establishments whose pay is debited to 

cont ingencies, provided that  the rate of pay does not  exceed a m axim um  of Rs.30 a 



month.  Unskilled menials include masalchis, sweepers, cleaners, watchmen, water 

suppliers, scavengers, to its, gardeners etc.,  

 

Note 1: -   The m axim um  rate of pay should not  be sanct ioned as a m at ter of 

course, but  the pay of each post  should be fixed with due regard to the nature of the 

work and the prevailing market  rate of pay for the class of work required. 

 

Note 2: -   Appointment  of unskilled part - t ime labour may be made for a period not  

exceeding one year at  a t ime subject  to the posit ion being reviewed at  the end of each 

financial year before sanct ioning further cont inuance. 

 

 

3 . ALLOW ANCE TO JURORS OR ASSESSORS 

 

This is regulated by the Crim inal Rules of Pract ice.  A payment  made by a Court  

should be supported by a cert if ied at tached to the cont ingent  bill that  it  is in accordance 

with the scales and condit ions prescribed in the Crim inal Rules of Pract ice. 

 

4 .  BATTA TO W I TNESSES 

 

(a)   Official witnesses, i.e., persons in the service of other Governm ents and 

at tending  Crim inal Courts in the State to depose to fact  com ing to their knowledge in 

the course of their official dut ies, shall be paid t raveling allowance and Bat ta at  rates to 

which they are ent it led under their respect ive Governm ents.  Such witnesses should 

bring with them a cert if icate from  their official superior showing the Traveling allowance 

and Daily Bat ta rates to which they are ent it led under the rules of the Governm ents they 

are serving.  On product ion of this cert if icate, the court  concerned shall draw the amount  

required from  the t reasury on a cont ingent  bill,  giving full part iculars of the Traveling 

Allowance and Bat ta claimed and supported by the above cert ificate and disburse the 

am ount  to the witness concerned, obtaining a proper acknowledgem ent  from  him .  Such 

bills need not  be countersigned by the Dist r ict  Magist rate. 

 

Note 1: -   When a Municipal or Dist r ict  Board Em ployee at tends a Court  to give 

evidence on facts which have com e to his knowledge in his capacity as such em ployee he 

will be granted Traveling Allowance from the funds of the local Body concerned as if the 

journey was perform ed on duty. 

 

Note 2: -   The Governm ent  of Karnataka have entered into reciprocal 

arrangem ents with the Cent ral Governm ent , Governm ents of Punjab, Rajasthan, Andhra 

Pradesh, Maharasht ra, West  Bengal and Tam ilNadu in regard to the paym ent  of 

expenses to the Governm ent  servants sum m oned by Crim 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 Government  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 raveling 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 raveling 

allowance by the sum m oning court  according to the rules under which such Governm ent  

servant  draws his t raveling allowance for a journey on tour, and the charges will be 

borne by the Cent ral Governm ent  or any of the five reciprocat ing Governments 

ment 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 raveling allowance and other expensed 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 ents 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 or any of the aforesaid State Governments respect ively. 

 

(b)   Non-official witnesses shall be paid allowance and Bat ta at  rates fixed by 

Governm ent  from  t im e to t im e. 

 

(c)   The paym ents should be m ade im m ediately by the Magist rate whose Court  

the witness at tends, from  the Court ’s permanent  advance and recouped on cont ingent  

bills;  

 

(d)  Non-official witnesses residing outside the State who at tend Magist rate’s 

Courts in the State, are entailed to receive t raveling allowances and Bat ta at  the rates 

provided under this clause for non-official witnesses at tending sessions t r ials;  

 

(e)  Ret ired Governm ent  Officers at tending to give evidence of facts, which com e 

to their knowledge, while in Government  service will be paid both in Sessions’ Courts and 

Magist rates’ Courts t raveling allowance and subsistence allowance (Bat ta)  at  the rates 

prescribed for non-official witnesses;  

 

( f)  Patels and Shanbogues appearing as witnesses in the cr im inal courts of the 

State to depose to facts com ing to their knowledge in the course of their  official dut ies 

will be given t raveling allowance and bat ta at  the following rates ;  

 

By Rail – Single 3 rd class fare. 

 

By Road – Actual bus fare or 12 P. per m ile when there is no bus service. 

 

Bat ta – Rupees one and fifty paise per diem .  

 

5 . BELTS AND BADGES 

 

These are regulated by special rules issued by Governm ent  (vide Appendix I V)  

 

6 . BOATS ( I NCLUDI NG MOTOR BOATS, FI RE FLOATS AND LAUNCHES)  

 

(1)  Const ruct ion or purchase requires the sanct ion of Governm ent . 

(2)  Repairs m ay be sanct ioned by – 

 

(a)  the head of the departm ent  or Deputy Com m issioner upto an annual lim it  of 5 

per cent  of the book value in the case of m otor launches cost ing Rs. 3,000 or m ore and 

to the extent  necessary in the case of other boats not  dr iven by power. 

 

(b)  The Gazet ted officers in charge of the Fisheries sect ion up to a lim it  of Rs. 100 

in each occasion;  

 

(c)  The officer in charge of Fire service in the case of fire floats up to Rs.500 at  a 

t im e. 

 

7 . BI CYCLES 

 



Purchase of bicycles for use in Governm ent  Offices is not  perm it ted. A cycle 

orderly who m aintains his own bicycle m ay be given conveyance allowance vide Rule 496 

of Karnataka Civil Service Rules. I f a bicycle already supplied is in use in any office, the 

same may be repaired locally or at  the nearest  repair ing center. I f the repair charges 

cost  so m uch as not  to be econom ical, the bicycle may be condemned under the orders 

of the Head of the Departm ent . The Head of the Departm ents and other Departm ental 

Officers can sanct ion charges for repairs to office bicycles in exercise of the powers 

delegated to them  in this behalf from  t im e to t im e. 

 

8 . BI NDI NG 

 

(a)  The binding work in each office will,  as a rule, be at tended to by the Mutchi 

at tached to it ;  if there is no such official on the establishm ent , the ordinary binding work 

m ay be ent rusted either to ( i)  the Governm ent  Press or ( ii)  to pr ivate agencies., the cost  

in the let ter case being m et  out  of the cont ingent  allotm ent  of the office concerned. 

 

(b)  Works of a special character (such as law reports, scient ific and technical 

journals, office or departm ental m anuals, adm inist rat ion reports, registers of courts and 

t reasuries and standard works of perm anent  reference but  not  Gazet te) , should be got  

done only at  the Governm ent  Press. 

   

But  in case of works other than confident ial of secret  in nature, if the Governm ent  

Press in unable to execute them . Departm ents m ay ent rust  them  to any approved 

Private Press of Binding Works after obtaining compet it ive quotat ions. 

      

Note: -   The registers of the Judicial Department  may be got  bound by private 

agency, the cost  thereof being m et  out  of the ordinary cont ingent  grants of the courts 

concerned. 

 

9 . BOOKS AND PUBLI CATI ONS 

                         

(a)  Books which are required to be purchased m ay, broadly be classified under                    

the following three heads:  

 

(1)  Ordinary books reference required by all offices. 

(2)  Books of reference relat ing to the special work of part icular departments. 

(3)  Books for departmental librar ies and for grant ing prizes. 

 

(b)  The heads of offices will be authorized to buy books com ing under clause (1) , 

subject  to such rest r ict ions about  the num ber, value, etc., as the heads of departm ents 

concerned may consider necessary to impose. Heads of departments will define which of 

these books are necessary for the offices subordinate to them . The cost  of purchase of 

such books will be t reated as an ordinary item  of cont ingencies and adm it ted in audit  if 

passed by the countersigning authority. 

 

Note : -  One dict ionary m ay be purchased for each office or each sect ion under 

the separate charge of a Gazet ted officer at  prevailing market  rates. Dict ionaries should 

not  be purchased for supply to smaller officers or sect ions not  under the separate charge 

of a gazet ted officer. 

 

(c)  As regards books com ing under clauses (2)  and (3)  the power of purchase 

them , whether for their  own office or for the offices subordinate to them , is delegated to 

heads of departm ents subject  to the condit ion that  the purchases should be st r ict ly 

lim ited to the specific allotm ents, if any, m ade for these purposes in the annual budgets 

as sanct ioned by Government . I n cases in which there are no specific provisions in the 

Budget , the charges will be t reated, in the same manner, as ordinary items of 

cont ingencies. The head of the departm ent  or other authority com petent  to sanct ion the 



purchase of a book should before according sanct ion in any case sat isfy itself that  the 

book is clearly necessary for the discharge of official dut ies. This condit ion does not  

apply to purchase of books for the Library etc., under (3) . As for the part icular books 

that  can be brought  as com ing under clauses (1)  and (2)  the select ion will be left  to the 

heads of departm ents. 

 

(d)  Official pr iced publicat ions : -  Any heads of department  may obtain, if really 

necessary, copies of the Adm inist rat ion Reports and the like, issued by the 

corresponding departm ents of other State Governm ents on an exchange basis, or if the 

departm ent  of the other Governm ent  does not  agree to exchange, on paym ent . 

 

Heads of Departm ents are authorized to purchase direct  from  the Manager of 

Publicat ion, Civil Lines, New Delhi, the publicat ions of the Government  of I ndia required 

by them if they are not  being supplied free and if they are required for reference for 

official purposes. 

 

A reciprocal arrangement  as detailed below has been agreed upon between the 

Governm ent  of I ndia and the Government  of Karnataka in respect  of the supply of 

Governm ent  publicat ions on the basis of book adjustm ent  at  a discount  of 25 per cent . 

 

(1)  Supply will be made by the manager of Publicat ions, Government  of I ndia 

Publicat ions, Civil Lines, Delhi, on indents from  the officers of the State Government . 

 

(2)  Every indent  should state prom inent ly:  “ to be supplied on Book Debit ” . 

 

(3)  A book-debit  voucher (Form  No. 5-B)  in t r iplicate will accompany each supply. 

One copy of the voucher should be returned to the m anager of publicat ions by the 

recipient  within a fortnight  with all the column-headings on its reverse duly filled in and 

countersigned by him  so that  it  may be included in the m onthly book-debit  statem ent  

and sent  to the Accountant  General, Karnataka, for adjustm ent . Of the remaining two 

copies, one will be sent  to the Accountant  General, Karnataka, by the recipient  duly filled 

in and countersigned and the other should be kept  to serve as the office records. 

 

(4)  All publicat ions will be supplied to the Government  of Karnataka at  a discount  

of 25 per cent . No debit  will be raised, if the amount  of a single book-debit  voucher does 

not  exceed 25 P. This arrangem ent  is not  applicable to those publicat ions for which 

annual subscript ion is fixed or a fixed deposit  is entertained annually. 

 

(5)  Supplies will sim ilar ly be made by the Director of Print ing, Stat ionery and 

Publicat ions on indents from  the officers of the Governm ent  of I ndia. 

 

1 0 . CARPETS 

 

Purchase of cost ly woolen carpets should be allowed only for use in the rooms 

occupied by highly paid officers of the status of Deputy Com m issioners and above. 

Sanct ion of Governm ent  is necessary for the purchase of carpets cost ing m ore than Rs. 

200 each. 

  

1 1 . CLOCKS 

 

Heads of Departm ents are authorised to sanct ion the purchase of clocks of 

approved pat terns and t im e-pieces up to a lim it  of Rs. 500 (vide item  28) . 

 

1 2 . CLOCK- W I NDI NG CHARGES 

 

I n most  of the offices, the work of winding the clocks and t ime-pieces will be 

at tended to by one of the officials, while in a few, it  is ent rusted to professional 



repairers. Except  in the case of tower clocks or clocks of special value, there is no need 

for the employment  of professional men and the managers of the offices concerned 

should m ake efficient  arrangem ents for winding the  office clocks and t im e-pieces 

without  any cost  of Governm ent . Where, however, the num ber of clocks and t im e-pieces 

kept  in any office is too large for being looked after by the office m anager, a professional 

m an m ay be engaged with the special sanct ion of Government . 

 

Note : -  I t  shall be the duty of the m an appointed to look after the clocks, to wind 

and regulate them and to at tend to the oiling and other pet ty repairs. He shall maintain 

a register, showing the daily work done by him  and obtain therein the signature of the 

m inister ial head of the office concerned, in proof of his having at tended to the clocks. 

 

1 3 . CLOTHI NG 

 

(a)  The supply of Liveries and Clothing to Governm ent  servants is regulated by 

the scales and condit ions laid, down by Government  from  t ime to t ime (vide Appendix 

I V) . 

 

(b)  Free supply of sweaters and blankets to the Resident  Clerks and the addit ional 

Resident  Clerk of the Karnataka Governm ent  Secretariat  is regulated in accordance with 

the scales indicated below :  

 

(1)  One blanket  and one sweater cost ing not  m ore than Rs. 25 and Rs. 50 each 

respect ively should be supplied to the two Resident  Clerks who are posted for night  duty 

on all working days. 

 

(2)  One sweater only at  a cost  not  exceeding Rs. 50 should be supplied to the 

addit ional Resident  Clerk who is posted for duty on all holidays and occasionally outside 

office hours on working days. 

 

(3)  The supply of sweaters should be m ade once in three years and the supply of 

blankets should be m ade once in five years. 

 

(4)  I f the Resident  Clerks or the Addit ional Resident  Clerk is t ransferred or ret ires 

before the period of three years/ five years, he shall surrender his sweater/ blanket  to 

General Adm inist rat ion Departm ent . 

 

1 4 . COMMI SSI ON TO BANKS 

 

Commission to Banks for rem it tance of fund within the Karnataka State is 

ordinarily inadm issible. Rem it tance should be arranged through R.T.Rs. or Bank drafts 

( free of com m ission) . For rem it tance of funds to outside the State, Bank drafts should be 

obtained and the com m ission payable m ay be charged to Governm ent . 

 

1 5 . CONSTRUCTI ON AND REPAI RS 

 

The detailed rules are contained in Chapter XI  of the Mysore Financial Code, 1958. 

 

1 6 . CONTRI BUTI ONS 

 

The grant  or Cont r ibut ions requires the sanct ion of Governm ent . 

 

1 7 . CONVEYANCE CHARGES 

 

(a)  Cart -hire or taxi hire should not  be allowed when a peon or a subordinate 

officer has to go to a Bank or Treasury to cash cheques, unless the head of the office is 

sat isfied that  the money is urgent ly required for disbursem ent  or the distance between 



the two offices concerned exceeds one m ile. For the return journey, cart  or taxi hire 

whichever is less may be allowed if the head of the office is sat isfied that  a large amount  

in coin has to be brought  and it  is necessary for the sake of safety and avoidance of any 

r isk that  any reasonably large sum s should be brought  in a cart  or taxi. I n all cases 

where conveyance has to be engaged the bus service should be ut ilised  whenever it  is 

pract icable to do so. No conveyance allowance or bus fare should be allowed for journeys 

for (1)  the purchase of a cupboard, (2)  repairs of certain art icles, (3)  outdoor office work 

and so on even short  journeys unless the head of the office cert ifies that  the journeys 

was urgent  or that  the distance t raveled each way exceeds one m ile. I n such cases cart  

hire or taxi hire whichever is less should be allowed. 

 

(b)  The charges on account  of cart  or taxi hire connected with an office should be 

t reated as an ordinary cont ingent  expenditure;  

 

(c)  When a non-gazet ted Governm ent  servant  is sent  on duty to a place at  some 

distance from  his office or is sum m oned to his office by a special order of a gazet ted 

Governm ent  servant  outside the ordinary hours of duty, the head of the office m ay order 

that  the expenditure involved be debited to the cont ingencies of the office, provided. 

 

( i)  that  the head of the office cert if ies that  the expenditure was actually incurred, 

was unavoidable and is within the scheduled scale of charges for the conveyance used, 

and 

 

( ii)  that  the Governm ent  servant  is not  ent it led to draw any t raveling allowance 

for the journey, is not  granted any compensatory leave, and does not  and will not  

receive any special remunerat ion for the perform ance of the duty that  necessitated the 

journey. 

 

(d)  For the conveyance of office  records, cart -hire can be charged at  not  m ore 

that  18 Paise per m ile in the Maiden t racts and 25 Paise per m ile in the Malnad t racts of 

the State. 

 

Note 1: -  The Audit  Officer is authorized to pass the actual cart -hire charges 

cert ified to, as having been incurred, by disbursing officers, in hir ing cart  for public 

purposes, within the Municipal lim its of Bangalore and Mysore Cit ies and in other places 

where the distance from  the railway stat ion for which cart -hire is claimed is not  more 

than two m iles. The heads of offices should keep in view the schedule of rates in all 

cases. Paym ents in excess of scheduled rates shall be except ional and not  general. 

 

Note 2: -  Public Works  Sub-Divisional and Range Officers are not  supposed to 

carry with them  on ordinary tours m ore records than can be conveyed, without  

inconvenience, with their personal luggage for which they draw t raveling allowances, and 

charges on this account  will not  be allowed. 

Note 3: -  Whenever cart -hire is claimed in any bills, the following part iculars 

should be furnished : -  

 

1. Distance ( in the Maidan and Malnad t racts) . 

2. Num ber of carts engaged. 

3. Rate, per cart  per m ile. 

4. Am ount  paid. 

 

Note 4: -  When a cart  is stated to have been used for carrying Governm ent  things 

alone, a cert ificate from  the disbursing officer that  it  was solely used for Governm ent  

purposes should be furnished. 

 



Note 5: -  When a cart  is used part ly for Government  and part ly for pr ivate 

purposed, only half the hire should be charged to Governm ent , the other half being 

borne by the officer for whom  the art  was used. 

 

Note 6: -  The High Court  is authorized to incur on its own authority expenditure on 

account  of m inor charges such as carr iage of typewriters to Judges’ Bungalows. 

 

1 8 . COPYI NG 

 

(a)  No charge m ay be m ade for sect ion writ ing i.e., for copying manuscript  by 

piece-work, without  the previous sanct ion of the authority which could sanct ion the 

em ploym ent  of an establishm ent . The sanct ion should specify the num ber of m en, the 

number of words to be copied per rupee, and the rate for tabular work. The sanct ion 

may be given to the expenditure of a specified maximum sum in a fixed period, and the 

bills must  state the number of persons paid, and the amount  of mat ter. No person in 

receipt  of a salary from  Government  can be paid for sect ion writ ing, save with the 

special sanct ion of Government  or other com petent  authority and no periodical 

allowances may be charged for sect ion writ ing. 

 

 (b)  Am ounts required for paym ent  of rem unerat ion to copyists and exam iners, 

should be drawn from  the t reasury in Form  6 under the signature of the Presiding Judge 

or the Head of the office. The bill should contain full details of names of copyists and 

exam iners, the number of slips copied and exam ined by each, and the am ounts claim ed. 

 

Note 1: -  No copies shall be prepared or exam ined by any official, nor shall such 

official received any rem unerat ion therefrom . 

 

Except ion : - I n all offices of the Revenue Departm ent  where the copying work is 

lim ited, the copying work m ay be done by the permanent  officials of the offices but  only 

outside the norm al hours of work and the copying fees m ay be paid to them . However, if 

the volum e of work is great  and if the average income from fees is not  less than Rs. 100 

per m onth, the post  of a full- t im e copyists should be created with the sanct ion of 

Government . The fees collected in offices having full- t ime copyists should be credited to 

Governm ent  

 

This procedure is applicable to other Departm ents also for which there are no 

special rules. 

 

Note 2: -  Bills for remunerat ion to copyists will be supported by the Treasury Officer’s 

cert if icate of credit  of the sums realized by copying fees. 

 

1 9 . CYCLOSTYLE MACHI NE 

 

The purchase of cyclostyle m achine requires the sanct ion of Governm ent . 

 

2 0 . DI ARI ES 

 

Secretaries to Government  and Heads of Departm ents m ay authorise the 

purchase of diar ies for the use of the officers of their departm ent  and also for the use of 

the more important  m inisterial officers. 

 

2 1 . DI ET AND TRANSPORT CHARGES OF PRI SONERS 

 

All diet  and t ransport  charges on account  of under t r ial pr isoner remanded to 

police custody are incurred by the Police Departm ent  and m et  from  the allotm ent  placed 

at  the disposal of that  Departm ent  for purpose ;  after the expiry of the period of Police 



rem and, such charges are m et  by officer of the Jail Department  and included in the Jail 

cont ingent  bills. 

 

Note 1: -  Prisoners escorted by the Police between two places, which are over ten 

m iles apart  and are wholly or part ly connected by bus services, m ay be conveyed by  

Motor Bus. The actual conveyance charges in the case of such prisoners are borne by 

Governm ent . 

The escort ing police officers will be allowed the Bus fare in addit ion to daily allowance as 

a special case. 

 

Note 2: -  The expenditure on dietary and Conveyance of the Lunat ics dealt  under 

the I ndian Lunacy Act , 1912, before they ( lunat ics)  are adm it ted to a licensed asylum , is 

debitable to ( ‘214 Adm inist rat ion of Just ice’)  as Cont ingent  expenditure of the Magist rate 

concerned. 

 

2 2 . DONATI ONS 

 

The grant  of Donat ions for charitable and other, purposes, requires the sanct ion 

of Governm ent . 

 

2 3 . ELECTRI C CHARGES 

 

The cost  of power consum ed, and the cost  of renewing lam ps, replacing bulbs and 

other sim ilar item s should be m et  out  of the cont ingent  grants of the respect ive offices. 

 

Note : -   Heads of offices are empowered to pay the bills preferred by the Elect r icity 

Board for Elect r ical energy supplied, immediately on receipt  without  higher sanct ion. 

They should however see that  the consumpt ion billed for is reasonable and take prompt  

act ion in case of any faulty running of the m eters. I t  is incum bent  on every head of office 

to set t le such bills well in t ime so that  the rebate perm issible under the Board Rules are 

invariably realized. Where on account  of neglect  to do this, rebate is lost , personal 

responsibilit y of the officer concerned should be enforced. 

 

2 4 . ENCOURAGEMENT TO AUTHORS 

 

The provision for “Encouragement  to Authors”  should be applied as a rule, for the 

pat ronage of educat ional work only and such pat ronage shall be accorded with the 

sanct ion of Governm ent  on the recom m endat ion of the Director of Public I nst ruct ion. 

Purely literary publicat ions, not  requir ing State aid on educat ional grounds, should 

depend ent irely on the public for pat ronage, and no port ion of the sm all am ount  that  can 

be provided in the educat ion budget  for encouragem ent  to authors should be allot ted to 

such literary product ions. 

 

2 5 . ENTERTAI NMENT OF GUESTS 

 

Officers ent rusted with arrangem ents in connect ion with the visits of important  

personages to the State should subm it  rough est im ates of expenditure and obtain the 

sanct ion of Governm ent  thereto before m oney is drawn from  the t reasury. Proper 

accounts should be m aintained for the actual expenditure incurred and final accounts 

subm it ted within one m onth after the departure of the guests. I n all cases of irregular 

maintenance of accounts, etc., the personal liabilit y of the officers concerned for the 

amounts drawn and spent  by them will be st r ict ly enforced. 

 

The scales of expenditure from  the grant  under “2070-Other Adm inist rat ive 

Services-115 Guest  Houses, Governm ent  Hostels etc-1 Guest  Houses-01-State Guest  

Houses-Hospitality Expenses”  towards the entertainm ent  of Guests by State Governm ent  



and Chief Minister shall be as per the tar iff of hotels approved by Government  from  t ime 

to t im e. 

 

Note : -  The above provisions do not  apply to expenditure incurred from  the 

sum ptuary of the Governor and others. 

 

2 6 . EXAMI NATI ON CHARGES 

 

(a)  The scale of rem unerat ion payable to Exam iners, Chief Superintendents, 

Superintendents, Chief Conductors, etc., for set t ing  quest ion papers, valuing answer 

papers, supervising the proper conduct  of Public or Departmental Exam inat ions, etc., are 

fixed by Government . They will be claimed in Forms 6-A or 6-B and 6-C. Such bills will 

be countersigned by the Commissioner for Exam inat ions in the exam inat ion conducted 

by the Commissioner for Exam inat ions in the case of exam inat ion conducted by the 

Department  of Public I nst ruct ion and by the Cont roller of Exam inat ions in the case of 

those conducted by the Public Service Com m ission, before paym ent  at  the t reasuries. 

 

Cont ingent  charges required by Exam iners, Chief Superintendents, 

Superintendents, Chief Conductors, etc., will be preferred by them on D.C. bills 

supported by sub-vouchers. These bills will also be countersigned by the Commissioner 

for Exam inat ions or the Cont roller of Exam inat ions as the case may be, before 

encashm ent  at  the t reasures. I n cases where this is not  possible. The Chief 

Superintendents/ Chairm an of Exam inat ion Centers and Custodians of Cam p Offices of 

the S.S.L.C Exam inat ion can draw am ounts required towards exam inat ion charges on 

A.C. Bills countersigned by the Deputy Director of Public I nst ruct ion (Exam inat ions)  in 

Karnataka, Bangalore or by the Senior Assistant  Director of Public I nst ruct ion 

(Exam inat ion Unit ) :  

 

 (b)  Heads of Departm ents are authorized to sanct ion acceptance of rem unerat ion by 

officers appointed as Exam iners, Chief Superintendents, Superintendents, Chief 

Conductors, etc., for the Exam inat ion held by the Educat ion Departm ent  or the Public 

Service Com m ission in accordance with the scale fixed by Governm ent . 

 

2 7 . FI XTURES AND THEI R REPAI RS 

 

Every new building const ructed by the Public Works Department  is provided by 

that  Departm ent  with fixtures, including when necessary, record racks, shelves, 

punkhas, etc., if these are included in the est im ate for the building;  but  repairs of these 

fixtures except  when included in the general repair est imate of the building are not  

chargeable to the Public Works Department . Consequent ly such special repairs together 

with the purchase and repair of furniture not  included in the fixtures to be provided by 

the Public Works Departm ent  should be paid for by the departm ent  concerned, and 

charged in the cont ingent  bill.  

 

2 8 . FURNI TURE AND EQUI PMENT 

 

(1)  Art icles of furniture for a newly created office or inst itut ion should in each 

case receive Government  sanct ion unless the Governm ent  Order sanct ioning the creat ion 

of the office r inst itut ion perm it ted this purchase and fixed the allotm ent  for the purpose. 

 

(2)  Subject  to the lim its fixed in para 5, addit ional art icles of furniture m ay be 

purchased by the disbursing officer within the lim it  of budget  provision, duly following 

the rules or procedure prescribed by the Stores Purchase Departm ent , when the value of 

each art icle does not  exceed Rs. 50. The Cont rolling Officer may sanct ion purchase 

beyond this lim it  within budget  provision. Officers who cont rol their cont ingencies will 

exercise the powers of a cont rolling officer in this respect . 

 



(3)  Heads of Offices should not  purchase addit ional furniture indiscrim inately 

m erely on the ground that  savings in the budget  allotment  are available at  the close of 

the financial year. Addit ions to furniture should not  be m ade without  the previous 

sanct ion of the cont rolling Officer, who should fix the lim it  for expenditure on annual 

repairs, and replacem ents in respect  of each office under their  cont rol. 

 

(4)  The previous sanct ion of Government  should be obtained in all cases in which 

the cost  cannot  be m et  from  the sanct ion grant  at  the disposal of the disbursing and 

cont rolling officers. 

 

(5)  Except  in cases where larger powers have been delegated by Government  in 

individual cases, the money lim it  of purchase or repair of furniture and dead-stock at  a 

t ime will be as follows:  

 

 

          Rs. 

 

1.  Heads of Offices…..       100 

2. Heads of Departm ents…. 500 

 

The lim it  refers, except  where otherwise stated, to the cost  of each art icle or any 

num ber of art icles of the sam e kind purchased at  any one t im e, whether for one office or 

a num ber of offices. 

 

2 9 . FREI GHT CHARGES 

 

The sanct ion of a com petent  authority for the purchase of any art icle carr ies with 

it  sanct ion for incurr ing the necessary freight  charges also, provided that  the cost  of the 

art icle including freight  is within the sanct ioning power of the authority that  sanct ions 

the purchase. 

 

3 0 . HONORARI UM 

 

The paym ent  of honoraria to Governm ent  servants requires the sanct ion of 

Governm ent . 

 

3 1 . HOT AND COLD W EATHER CHARGES 

 

(a)  Charges for wages to water-m en should not  be incurred except  during the hot  

months of the year. The services of one of the menials, if possible, should be ut ilised for 

the purpose;  

 

(b)  Heads of Departm ents are authorized to sanct ion expenditure on account  of 

Hot  and Cold Weather Charges within an annual lim it  of Rs. 200, for the departm ent ;  

 

Note : -  The above lim it  will not  apply where the power to sanct ion or incur such 

expenditure has been delegated to subordinate Officers. 

 

(c)  The breakable art icles like tumblers of glass should not  be purchased at  

Government  cost  for the public ;  mental dr inking vessels should be provided. 

Earthenware pots, etc., for storing water come under the head “drinking facilit ies”  and 

m ay be provided at  Governm ent  cost . 

 

3 2 . I NSURANCE OF GOVERNMENT PROPERTY 

 



The normal policy of Government  is not  to insure its propert ies and no 

expenditure should be incurred without  the pr ior consent  of the Finance Departm ent  on 

the insurance of any Governm ent  property except  in the following cases :  

     

Property Authorit ies Com petent  to I nsure 

( i)  Special goods, such as Mathemat ical 

and scient ific inst rum ents, art icles made of 

glass and other fragile art icles. These 

should be insured only in cases where 

Railway authorit ies insist  on insurance as a 

condit ion of t ransport  ;  but  in other cases, 

the art icles should be consigned at  railway 

r ist . 

The Chief Engineer of Karnataka 

The Chief Elect r ical Engineer of Karnataka 

The Director of Public I nst ruct ion in 

Karnataka 

The Joint  Director of Technical Educat ion in 

Karnataka 

The Director of Public Health Karnataka 

The Director of Agriculture in Karnataka 

The Director of I ndust r ies and Commerce 

in Karnataka 

The Director of Anim al Husbandry 

( ii)  Other specially valuable goods Government  in the Finance Department  

( iii)  Government  buildings Government  in the Finance Department  

( iv)  Governm ent  Vehicles Officer- in-charge of the vehicles (against  

third party r isk)  

(v)  Horses of Kunigal Stud Farm  The Director of Animal Husbandry and 

Veterinary Services 

(vi)  Foalsborn at  the Kunigal Stud Farm The Superintendent , Governm ent  Stud 

Farm , Kunigal 

 

Except ion : -  I n cases where the rates quoted are f.o.r . other dest inat ions, the 

goods will be insured at  Government  cost . 

 

3 2  A. I NSURANCE FOR AI R FLI GHTS 

 

I n accordance with the schem e of Group Aviat ion Personal Accident  I nsurance, an 

open declarat ion policy is being taken by Government  with Life I nsurance Corporat ion of 

I ndia, Bangalore, covering all Air Flights to be undertaken on Governm ent  duty by 

Ministers ( including the Ministers of State and Deputy Ministers)  and Officers of the State 

Government . The terms and condit ions on which the Group Aviat ion I nsurance Policy is 

being issued by the Life I nsurance Corporat ion of I ndia in favour of Governm ent  and the 

benefits available under the Policy are indicated in Appendix VI . One of the condit ions 

st ipulated by the Life I nsurance Corporat ion is that  they m ust  receive from  Government  

a full and accurate record after the end of each m onth about  the flights undertaken by 

every Minister and Governm ent  Officer during the previous m onth. Therefore, the private 

Secretaries to the Ministers and the Governm ent  Officers concerned shall furnish 

im m ediately after return to Headquarters and in any case not  later than the 4 th of each 

succeeding m onth the following part iculars to the Departm ent  of Personnel and 

Adm inist rat ive Reforms in respect  of flights undertaken by them  in the following form  :  

 

( i)    Date of Flight  ;  

( ii)   Nam e of the Ministers/ Officers (with Designat ion) ;  

( iii)  Flight  from  ……… to ……… 

 

The Ministers and Governm ent  Officers who are covered under this scheme shall 

nom inate their beneficiar ies and send the nom inat ions to the Secretary to Governm ent , 

Departm ent  of Personnel and Adm inist rat ive Reform s, for safe custody and record. The 

State Huzur Treasury and all Treasuries and sub-Treasuries in the State, in respect  of 

journeys on tour where air t ravel has been undertaken, shall pass the bill only after 

verifying with reference to the copy of the statem ent  in pro- form a 11 ( to be annexed to 

the Bill)  whether the required part iculars have been furnished to the Department  of 

Personnel and Adm inist rat ive Reform s.)  



 

 

3 3 . I NTERMENT OF PAUPERS 

 

(a)  The rates fixed as fees for disposal of the dead body of a caste Hindu, 

Mussalman, European, AngloI ndian, or I ndian Christ ian are Rs. 5 and of all others Rs. 4;  

(b)  (1)  The Police Departm ent  should bear the burial charges for the disposal of 

dead bodies of pat ients adm it ted into the Hospital at  their  instance. 

 

(2)  The increased rates for burial and cremat ion charges of pauper pat ients are 

sanct ioned as follows for a period of two years :  

 

( i)  for dead bodies buried by Hospital servants Rs. 5;  

             ( ii)  for crem at ion in the Cit ies of Bangalore and Mysore, Rs. 12. 

 

(c)  The charges payable to com m unal associat ions for disposing of pauper 

pat ients dying in all the hospitals are fixed at  Rs. 12. 

 

3 4 . LAW  CHARGES 

 

No expenditure should be incurred on law charges without  the Governm ent ’s 

special sanct ion, except  where the power to incur such expenditure has been delegated 

by an order of Governm ent . 

 

Note : -  1 Deputy Commissioners may, on their own responsibilit y, incur all 

incidental expenditure up to a lim it  of Rs. 50 in each case when civil suits have to be 

filed for recovery of rents, etc., due from  tenants of pr ivate estates under Governm ent  

m anagem ent  and debit  the charge to the estate concerned. The sanct ion of the 

Divisional Commissioner will be sufficient  for incurr ing expenditure up to a lim it  of Rs. 

100, cases above Rs. 100 only being submit ted to Government  for sanct ion. 

 

Note : -  2 Deputy Com m issioners are authorised to sanct ion the actual am ount  

needed for expenses for inst itut ing legal proceedings for the recovery of inst itut ion fees 

due to Governm ent  in pauper suits, the power being used with discret ion so as to avoid 

chances of unnecessary loss to Governm ent . The required funds will be drawn by the 

Deputy Commissioner from  the t reasury on payee’s receipt  forms and will be charged to 

the grant  of the Revenue Departm ent . The am ount  of expenditure incurred on this 

account  should be shown in the quarter ly return sent  by the Deputy Com m issioner to the 

Commissioner of Stamps. The amounts recovered will be credited under “Courts of Law”  

in the t reasury accounts. The Commissioner of Stamps will periodically review the 

progress in the realizat ion and recovery of these dues and take suitable act ion to 

safeguard interest  of Governm ent . 

 

3 5 . LABORATORY CHARGES 

 

Heads of Offices m ay incur expenditure on the working of laboratories at tached to 

educat ional and professional inst itut ions and technical departm ents, subject  to the 

following condit ions :  

 

(1)  The rules regarding the purchase of apparatus, inst rum ents, m achinery, etc., 

should be duly observed. 

 

(2)  I f any recurr ing item s of expenditure, e.g., expenditure on pay of laboratory 

menials ( item  2)  are incurred the rules regarding them should be st r ict ly followed. 

 

3 6 . LAND 

 



The purchase of land for the use of any departm ent  requires the sanct ion of the 

Governm ent . 

 

3 7 . MAPS 

 

Heads of Departm ents are authorised to sanct ion purchase of Topo sheets and 

m aps subject  to budget  provision. 

 

3 8 . MEDALS 

 

A regular stock account  of m edals, etc., ( intended for Durbar presents)  should be 

maintained in the Secretariat , and the stock, if any, should be got  verified by a 

responsible Gazet ted Officer periodically. 

 

3 9 . MONEY ORDER COMMI SSI ON 

 

(a)  Charges on account  of the issue of m oney orders m ay be t reated as 

cont ingent  expenditure by all Governm ent  servants who are authorised to draw 

cont ingent  bills, when a rem it tance by money order is unavoidable and is necessary in 

the interest  of the public service. 

 

(b)  Rem it tance of pay and allowances : -  

 

The pay t raveling allowances and cont ingent  charges of subordinate Governm ent  

servants em ployed in out  of the way places may be rem it ted by money order at  the 

expenses of the Governm ent , when the headquarters of the subordinate is more than 

five m iles from  the t reasury, provided that  the money order commission will not  be more 

than the t raveling allowance payable if a peon is sent  to encash the bill,  Cash R.T.R. or 

Government  draft ,  as the case may be. I n Special circum stances, e.g., when a peon 

cannot  be spared or the journey is r isky, the head of a departm ent  m ay perm it  such 

rem it tance even when the money order commission exceeds the t ravelling allowance 

that  would be payable to a peon. 

 

Note : -  This applies also to rem it tance of receipts to the Treasury. 

 

4 0 . MOTOR VEHI CLES AND EARTH MOVI NG AND HEAVY HAULAGE EQUI PMENTS. 

 

1 . Motor Vehicles 

 

1 . Driving Licences :-  Drivers of Governm ent  Vehicles other than those of the 

Police Department , should provide themselves with licences at  their  own cost . I n the 

case of dr ivers of the Police and Fire Force Department , such licences will be provided at  

the cost  of Governm ent . 

 

2 . Purchase of Motor Vehicles :-  The purchase of Motor vehicles requires the 

sanct ion of Governm ent . 

 

 

3 . Maintenance and running of Motor Vehicles :-  

 

Expenditure under this head shall be regulated by the following rules. For this 

purpose, vehicles above 16 H.P., are t reated as heavy vehicles. Others are t reated as 

light  vehicles. I n the case of cars, jeep allot ted to Officers for their exclusive use on tour, 

the expenditure on their m aintenance and running would be debitable to Governm ent . 

 

Note ( 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. 250 per m onth for a vehicle whose H.P. exceeds 16 and Rs. 180 per 

m onth for a vehicle whose H.P. is 16 or less. The total distance covered on such private 

journeys should not  exceed 300 Km s. Per m onth. On rare occasions, if the distance 

covered exceeds 300 km s. A m onth, the officer should pay charges at  70 paise per km . 

For distance exceeding 300 km s. Upto 500 kms. For the use beyond 500 km s, a m onth, 

the rate shall be rupee one per k.m . 

 

( ii)  Any officer who does not  wish to make use of the facilit y perm it ted in ( i)  

above, m ay, if he so desires, use the vehicle at tached to him  for pr ivate journeys, on 

paym ent  at  the rate of 75 paise a kilom eter. 

 

(a)  Renewals of Tyres and Tubes and Ret reading of Tyres : -  Expenditure on these 

items may be sanct ioned by the Cont rolling Officers after the vehicles have covered not  

less than the following distance, since their purchase, or since last  renewal of the tyres 

or tubes or ret reading of the tyres, as the case m ay be, Ret reading of tyres should be 

resorted, wherever it  is m ore economical than their ordinary renewal. 

 

Note : -  1. The Heads of the Department  may relax the above lim its of m ileage to 

the extent  of 10 per cent . 

 

Note : -  Drivers of Governm ent  vehicles shall be ent it led to reimbursem ent  of the 

fees paid by them for renewal of their Driving Licences. The Heads of the Departm ent  

shall be competent  to sanct ion reim bursem ent  on product ion of receipt  for paym ent . The 

expenditure on the account  shall be debitable to the cont ingencies of the office 

concerned. 

 

Note : -  2. The Officers who have the powers to replace tyres and tubes or to get  

them ret readed will also have the power to purchase stepney tyre and tube with flap for 

the vehicles. 

 

Renewal of Tyres or Tubes or ret readed of Tyres Renewal of Ret readed 

Tyre 

Jeeps and Vans 24,135 Kilo Met res 19,308 Kilo 

Vans (15000 Miles)  Met re (12,000 Miles) . 

Lorr ies 16,099 Kilo Met res 

(10000 Miles)  

12,872 Kilo 

Met res (8,000 Miles) . 

Buses 27,353 Kilo Met res 

(17000 Miles) . 

22,526 Kilo 

Met res (14,000 Miles) . 

 

(b)  Major overhauls of Vehicles : -  Expenditure on m ajor overhauls m ay be 

authorised by Cont rolling Officers provided the vehicles have run for not  less than 

1,28,720 Kilometers (80,000 m iles)  in the case of heavy vehicles and for not  less than 

96,540 Kilometers (60,000 m iles)  in the case of light  vehicles, since the purchase of the 

vehicles, or since their last  major overhaul. Where such overhauls become necessary 

earlier for special reasons, heads of Departm ents m ay authorize the relaxat ion of the 

above metreage lim its up to 1,12,630 Kilometers (70,000 m iles)  in the case of heavy 

vehicles and up to 80,450 Kilometers (50,000 m iles)  in the case of light  vehicles. The 

expenditure on such overhauls should be lim ited in all cases to a m axim um  of Rs. 2,000 

per heavy vehicle and to Rs. 1,500 per light  vehicle. 

 

(c)  Minor overhauls of vehicles : -  Expenditure on major overhauls may also be 

authorised by Cont rolling Officers provided the vehicles have run for not  less than 

64,360 Kilometers (40,000 m iles)  in the case of heavy vehicles and for not  less than 

48,270 Kilometers (30,000 m iles)  in the case of light  vehicles, since their purchase, or 

since their last  overhaul, major or m inor where such overhauls become necessary earlier 

for special reasons, Heads of Departments may authorise relaxat ion of the above 

metreage lim its up to 32,180 Kilometers (20,000 m iles)  in the case of heavy vehicles 



and up to 24,135 Kilometers (15,000 m iles)  in the case of light  vehicles. The 

expenditure on such overhauls should be lim ited in all cases to a m axim um  of Rs. 1,000 

per heavy vehicle and to Rs. 500 per light  vehicle. 

 

(d)  Pet ty repairs including replacement  of m issing or worn out  parts except  Tyres 

and Tubes : -  Heads of Offices m ay them selves incur expenditure under his head up to 

Rs. 250 per annum  per light  vehicle and up to Rs.300 per annum  per heavy vehicle. 

Where larger expenditure than the above becom es necessary, Heads of Departm ents 

m ay authorise the sam e up to Rs. 1,500 per annum  per vehicle. I n the case of new 

vehicles, expenditure on this account  during the first  year shall be lim ited to 4/ 5 the of 

the rates referred to above. 

 

Note 1: -  The Divisional Officers under the Public Works Department  will have the 

power to incur expenditure upto Rs. 400 and Rs. 500 per annum  on repairs to light  and 

heavy vehicles respect ively. 

 

Note 2: -   Whenever purchases of a spares and m inor repairs involving an 

expenditure of Rs. 1,000 or more are to be incurred, they should always be m ade 

through the Stores Purchase Departm ent  by sending a form al indent . 

 

(e)  Purchase of Pet rol and proport ionate Engine Oil including Lubricat ing Oil for 

running the Vehicles – 

 

( i)  Heads of Offices m ay them selves purchase the oils as and when required, 

provided the quant it ies purchased do not  exceed those adm issible for the distance run, 

on the basis of standard rate of consum pt ions laid down in sub-clause ( ii)  infra. The fact  

that  the quant it ies purchased are within the perm issible lim its should be cert if ied by the 

drawing officers on the bills concerned, indicat ing the period covered, the met reage run, 

and the standard rate of consumpt ion fixed by the Cont rolling Officers. Any excess over 

the said lim its up to 10 per cent  should be covered by the sanct ion of the Heads of 

Departm ent . Excesses beyond 10 percent  over such lim its require the sanct ion of 

Governm ent . 

 

( ii)  Before being put  into use after purchase of overhaul, every vehicle should be 

exam ined by the Cont rolling Officer, as to the number of Kilometers it  gives per lit re of 

pet rol and that  fact  should be recorded in the log book of the vehicle under his 

at testat ion. The rate of consum pt ions so recorded shall be t reated as the standard rate 

of consumpt ion for the purpose of sub-clause ( i)  and that  rate will hold good t ill it  is 

revised under the provisions of sub-clause. 

 

( iii)  I f vehicle gives less than 3.6 Kilometers per lit re of pet rol, the vehicle should 

be got  recondit ioned, if possible before use, subject  to the m onetary lim it  fixed, i.e., 

sub-clause (b)  supra. I f recondit ioning of the vehicle is not  possible, it  should be 

condem ned and disposed off to the best  advantage with the prior approval of 

Governm ent . 

 

( iv)  Where diesel oil is used in lieu of pet rol, these provision apply m otat is 

m utandis.  

 

(v)  The recorded rate of consum pt ion should be reviewed by the concerned 

officer, once a year or earlier if the condit ion of the vehicle warrants it  or if the 

circum stances in which the rate of consumpt ion was fixed have changed or at  the 

discret ion of the Cont rolling Officer, and the revised rate of consumpt ion recorded in the 

log book under his at testat ion except  as provided in sub-clause ( iii)  supra. 

 

“ ( f)  Officers- in-charge of vehicles may replace the worn out  bat ter ies, subject  to 

the condit ion that  such purchases are got  rat ified from  the Heads of Departm ents. Such 



purchases should invariably be m ade from  the firm s recognized by the Stores Purchase 

Departm ent .”  

 

4. Log Books of Motor Vehicles : -  (a)  Heads of Departments/ Cont rolling Officers 

should see that  the log books of Motor Vehicles are writ ten up properly and up- to-date 

according to Art icle 174 of Karnataka Financial Code. I n the case of every vehicle, 

part icular of the m et reages done with the quant it ies of oils consum ed;  spare parts 

purchased, m ajor and m inor overhauls and pet ty repairs effected and the charges 

incurred in respect  of each of the above items should be systemat ically and correct ly 

recorded in the log book, indicat ing the dates in each case invariably. The ent r ies should 

be at tested by the Officer in direct  charge of the vehicle. 

 

(b)  The log book ent r ies should be arranged to be verified by the Cont rolling 

Officers not  less often than once in six m onths. The log book should also be made 

available for inspect ion by the audit  part ies of the Accountant  General’s Office. 

 

5. Transact ions with Recognised Dealers : -  The purchase of  Tyres, tubes and 

other spares should be m ade from  reputed dealers only, recognized by Governm ent . 

Pet ty repairs, and overhauls should be ent rusted to such dealers only. 

 

6. Cert ificate of Charges : -  I n Bills in which expenditure on account  of renewal of  

tyres, or  tubes ret reading of tyres or tubes ret reading of tyres, or overhauls is 

recouped, a cert ificate to the effect  that  the prescribed m inimum meterage has been 

done by the vehicle should be recorded. 

 

B. Earth Moving and Heavy Haulage Equipm ents 

 

Superintending Engineers and Officers of equivalent  rank are authorised to 

purchase spare parts of bull-dozers, t ractors and others kinds of earth-m oving and 

heavy haulage equipm ent  to the extent  of Rs. 5,000 in each case. The est im ate of m ajor 

overhauls for such equipm ents should be subm it ted to Governm ent  for sanct ion. 

 

C. When the vehicles to which drivers, cleaners, etc., are at tached, are under 

repair and it  is likely that  the repair and it  is likely that  the repair may take some t ime 

i.e., less than a month, the services of such drivers, etc., should be ut ilised wither as 

m echanic in the workshops of the Departm ent  concerned, if there is one at  that  place, or 

as Class I V servant . I f the period for repair is likely to be a month or more, act ion should 

be taken to ret rench the junior m ost  m an in the concerned grade. 

 

 All cases where the services cannot  be made use of as above should be reported 

to the Heads of Departm ents concerned. 

 

 I n all cases necessary notes should be m ade in the log books. 

 

41. PAYMENT OUTSI DE KARNATAKA STATE 

 

(a)  I n I ndia : -  As a general rule, all paym ents of Rs. 50 and upwards outside 

Karnataka State should be arranged for by obtaining Bank drafts ( the com m ission being 

borne by Governm ent ) . Paym ents up to Rs. 50 m ay be m ade by postal m oney orders 

( the m oney order com m ission being borne by Governm ent ) . 

 

(b)  Outside I ndia : -  Paym ents outside I ndia are arranged for through the 

Accountant  General or the Reserve Bank. 

 

4 2 . PERI ODI CALS AND JOURNALS 

 



 Governm ent  prescribe, from  t im e to t ime, the periodicals and journals to be 

subscribed for by each departm ent . 

 

[ Note. For paym ent  of Annual subscript ion by Governm ent  Libraries for supply of 

Newspapers. Periodicals, Journals, Magazines etc., see except ion 3 below Rule 36 and 

except ion under rule 49 (b) ] . 

 

4 3 . POSTAL LABELS 

 

 No charge shall be incurred for Postage Labels other than Service Postage Labels 

except  in the case of Postage Labels required for let ters or other art icles to be sent  to 

Foreign Count r ies. 

 

 Ordinary Postage Stamps for the lat ter class of cases should be purchased as and 

when required to avoid keeping a large reserve.  A separate stock account  should be 

maintained for these labels, as in the case of service labels or separate column opened in 

the register for service labels. 

 

 Note 1. Com m unicat ions from  Governm ent servants regarding their leave, pay, 

t ransfer, leave salary, incom e tax, fund subscript ions and other analogous mat ters are 

pr ivate and not  official and m ay not  therefore be sent  at  the public expense. 

 

 Note 2. Governm ent  let ters and packets which are found insufficient ly stamped or 

unstamped may be received in Government  offices on paym ent  of cash, the am ount  paid 

therefore being debited to the office cont ingencies of the Departm ent  as bearing 

postage.  I n such cases, no recovery of the am ount  so spent  need be m ade from  the 

Office or Departm ent  from  which the com m unicat ion is received. 

 

4 4 . PRI NTI NG 

 

(a)  The print ing work of all Government  offices or inst itut ions should invariably be 

got  done at  the Governm ent  Presses. 

 

 Note. Departm ental offices should make use of Rubber Stamps for inscribing 

short  headings and addresses on covers and not  get  them  printed.  The rubber stam ps 

required for these and other purposes by the Governm ent  officers situated in the City of 

Bangalore should be obtained from  the Director of Governm ent  Print ing on indents [ on 

chargeable basis alone]  and those required by the offices outside the City of Bangalore 

should be obtained from  the Director of Governm ent  Print ing on indents [ on chargeable 

basis alone]  and those required by the offices outside the City of Bangalore m ay be got  

prepared locally after invit ing quotat ion. 

 

 (b)  The Director, Government  Print ing is required to do all the print ing work 

authorised by standing orders, on the requisit ion of the Heads of the Departments or 

other officers of Government  authorised in this behalf.  Such works will not  be charged 

for except  in the following circum stances:  

 

 (1)  Print ing work done in connect ion with a schem e plan or Non-plan, of which 

the whole or a port ion of the cost  is recoverable form  other Government  or non-

Governm ent  sources;  

 

 Note. An order placed under this rule should not  cover m ore than one schem e. 

 

 (2)  Print ing work done in connect ion with the elect ions to the State and the 

Cent ral Legislatures;  Village Panchayats and Taluka Boards;  

 



 ` ` (3)  Print ing of departm ental text  books and the supply of m aterial connected 

with public exam inat ions of all k inds, for which fees are collected including those 

conducted by the Karnataka Public Service Commission. 

 

 Note. The term  ` Public Exam inat ions of all k inds includes all exam inat ions 

conducted, such as m id- term , term inal, promot ional, etc. ’’ 

 

 (4)  Print ing work pertaining to Public Works ( including Hydro-Elect r ic Works)  for 

which separate capital accounts are kept ;  

 

 (5)  Print ing work of Governm ent  Com m ercial under takings including the 

Karnataka Governm ent  I nsurance Departm ent . 

 

 Note. Charges incurred in t ransm it t ing printed form s and books from  the 

Government  Presses to the several mofussil stat ions, as well as delivering them locally, 

will be met  out  of the cont ingent  allotments of the receiving offices concerned.  The 

Director of Print ing, Stat ionery and Publicat ions, Bangalore, as well as the officers in 

charge of the several Governm ent  Branch Presses, are accordingly authorised to adopt  

` To pay’ system  when consignm ents are booked by rail,  the cost  of carr iage for supplies 

delivered locally being likewise paid by the offices receiving them. 

 

 (c)  With the general or special sanct ion of Governm ent , pr int ing work of offices or 

inst itut ions of the Cent ral or other State Governm ents, and of corporat ions or other non-

Governm ent  bodies can be undertaken by the Government  Press.  All such works shall 

be charged for. 

 

 Note. A departm ental charge at  10 per cent  shall be levied on the actual charges 

for the print ing work done in respect  of offices, departm ents or inst itut ions covered by 

Except ions, (1)  to (5)  of clause (b)  and by clause (c) . 

 

 (d)  No print ing work pertaining to Governm ent  offices or inst itut ions should be 

got  done in pr ivate presses without  the general or special sanct ion of Government  or 

such other authority to whom  Governm ent  have delegated the power such sanct ions are 

subject  to the following condit ions. 

 

 ( i)  that  it  is not  possible for the Governm ent  Press to undertake the part icular 

print ing work within the t ime required by the Government  office or inst itut ion 

Concerned. 

 

 ( ii)  that  the cost  of such print ing can be m et  from  the sanct ioned budget  

allotm ent  of the Departm ent  concerned . 

 

 ( iii)  that  the work is ent rusted to the Private Press after calling for tenders and 

where the work has to be ent rusted to a private press without  calling for tenders for 

valid reasons, the rates claimed by the private press should be cert if ied to be reasonable 

by the Director, Governm ent  Print ing.  Paym ent  of rates higher than those passed by the 

Director requires the prior approval of Governm ent . 

  

 Cert ificate to the above effect  should be duly recorded in the relevant  bills under 

the signature of the drawing officer. 

 

 Note. I n the case of Government  Commercial Undertakings, it  is not  obligatory to 

ent rust  their  pr int ing work to the Governm ent  Press.  The sam e m ay be got  done at  

pr ivate presses at  the discret ion of the Head of the Departm ent  or officer concerned. 

 

4 5 . PUBLI CATI ONS 

 



 (a)  Official publicat ions should be supplied to Government  offices only under 

inst ruct ions from  Governm ent .  For such supply, no paym ent  should be required.  Fro 

ext ra copies paym ent  has to be m ade out  of the cont ingent  grant  Local Bodies can 

obtain, on paym ent , copies of such publicat ions from  the office where they are for sale;  

 

 (b)  All heads of departm ents are authorised to order free supply from  the 

Governm ent  Book Depot  of Governm ent  Publicat ions priced or valued not  more than 

Rs.10 required for reference in subordinate offices under their cont rol, subject  to an 

annual lim it  of Rs.50. 

 

 Note: 1. The Director, Governm ent  Print ing, is em powered to write off the 

accounts of the Governm ent  Book Depot , books which are Government  Publicat ions, 

supplied to Government  offices under competent  authority, references being m ade to 

Governm ent  in doubt ful cases. 

 

4 6 . RENTS, RATES AND TAXES 

 

 (a)  The paym ent  of rents, requires the sanct ion of Governm ent  unless specific 

powers are delegated;  

 

 (b)  [ The Heads of Departm ents and the other departmental officers are 

authorised to sanct ion the hir ing of pr ivate buildings in exercise of the powers delegated 

to them  in this behalf from  t im e to t im e]  provided the rent  is fixed by the House Rent  

Cont roller if such an officer is funct ioning.  The Execut ive Engineer of the Division has to 

be consulted as to whether any suitable Government  building is available for the purpose 

unless specific powers are delegated. 

 

 Note.1. The period of lease of a pr ivate building hired for Government  purposes 

under this rule shall not  exceed five years.  [ The Heads of Departm ents and other 

Departmental Officers are authorised for issue or renewal of sanct ions in respect  of 

cont inuance of Government  offices in private buildings beyond the init ial periods for 

further corresponding block periods the condit ions such as fair  rent  payable to landlord 

and non availabilit y of Government  buildings remain the same during the period of 

renewal and a cert if icate to this effect  is invariably be obtained by the sanct ioning 

authority from  Public Works Department  in each case before issue of sanct ions]  I n all 

cases where such period exceeds five years or is likely to exceed that  period, sanct ion of 

Governm ent  is necessary. 

 

 2. Expenditure on the above should not  exceed Rs.500 recurr ing per annum  and 

Rs.2,500 non recurr ing depending on the size and age of the building.  The above works 

have however to be carr ied out  by the respect ive Execut ive engineers provided there is 

likelihood of the Government  department  cont inuing in the hired building for at  least  5 

years thereafter. 

 

 Note 2. Pet ty works, repairs and alterat ions may be carr ied out  to hired buildings 

only if the landlord refuses to meet  the charges himself.   When the building is vacated by 

the Governm ent  Departm ents, Governm ent  should have the r ight  to rem ove any 

installat ion or material added to the building. 

 

 ( c)  The rent  of any land or building occupied for public purposes shall be paid by 

the public office or department , occupying it ,  and recorded in the public accounts as a 

charge of that  office or departm ent , the first  charge for rent  in every year m ade in 

cont ingent  bill being supported by a Cert ificate in Form  MCE 10 from  the Assistant  

Engineer in charge of a regular P.W.D. Sub-Division in respect  of buildings whose  

valuat ion does not  exceed Rs.10,000 or whose rental value does not  exceed Rs.60 per 

mensem, that  suitable public building was not  available for the purpose required and 

that  the rent  fixed is reasonable.  Cert ificate in respect  of buildings whose valuat ion 



exceeds Rs.10,000 or whose rental value exceeds Rs.60 per mensem should be 

countersigned by the concerned Execut ive Engineer and the sam e should reach the party 

within one month of it s receipt . 

 

 Note. I n cases where the rent  has already been fixed by the P.W.D. authorit ies 

and it  remains unchanged, it  is not  necessary to get  the Cert ificate regarding 

reasonableness of rent  referred to above.  However, in order to enable the P.W.D. 

authorit ies to know the number of Government  offices housed in private buildings and to 

allot  Government  buildings to such offices, the Heads of Departm ents should ensure that  

a list  of such offices is sent  to the Execut ive Engineers concerned in April,  every year. 

 

 (d)  The responsibilit y for the recovery of rent  from  officers in Civil employ 

occupying public buildings ordinarily rests with the Public Works Department . 

 

 (e)  As general rule, municipal rates and taxes on non- resident ial buildings paid 

by, or passed on to a departm ent  occupying the whole or part  of the building, are 

charged to cont ingencies of the departm ent  concerned. 

 

 As regards taxes on resident ial buildings, wherever rent  is recovered from  the 

occupants, the Public Work Departm ent  should pay the taxes and in cases of residence 

occupied rent - free these taxes, should be paid by the departm ent  whose officers occupy 

the building. 

 

 ( f)  The sanct ion of Governm ent  is not  required to the payment  of Municipal and 

other taxes, whatever be their am ount , when such taxes have been assessed by 

com petent  authority.  I f,  in any case, the Head of a Departm ent  or Office considers that  

the assessm ent  is excessive he m ay represent  the m at ter to higher authorit ies;  

 

 (g)  Elect r ic charges, water charges and conservancy charges, payable in addit ion 

to the usual Municipal taxes are to be borne by the occupants. 

 

Except ion 1. Nurses, Pupil nurses and Class I V Staff in Governm ent  Hospitals who 

are provided with rent - free quarter or quarters are allowed 10 units of elect r icity free of 

charge per month.  Consumpt ion in excess of 10 units will be charged.  no charges will 

be m ade for water supplied to such staff. 

 

 Wherever individual meters have been installed elect r icity consumpt ion charges 

will however be first  paid to the Karnataka State Elect r icity Board by the occupants 

themselves.  On their product ion of the bills and receipts for having paid the bill,  the 

drawing officers of the concerned inst itut ions will reimburse the charges in respect  of 

free allowance. 

  

Wherever individual meters have not  been installed to the quarters, the elect r icity 

charges will init ially be paid by the inst itut ion concerned.  The charges for the 

consumpt ion of elect r icity in excess of 10 units per quarter will be recovered from  the 

concerned staff im m ediately there after. 

 

Except ion 2.  Wherever officials and others of the Police Department  are provided 

with resident ial quarters, those whose basic pay does not  exceed Rs.140 p.m . are 

exem pted from  paym ent  of water charges.  However,, where tap connect ions are given 

to individual resident ial quarters for whatever reasons, water charges in excess of the 

perm issible m inimum for domest ic consumpt ion should invariably be recovered from  the 

occupants. 

 

 2. Wherever individual meters have been installed, water consum pt ion charges 

will however be paid by the occupants themselves. 

 



 3. Wherever individual meters have not  been installed in the quarters, the water 

charges will init ially be paid by the Department .  The charges thus paid by the 

Department  should invariably be recovered from  the concerned staff, im m ediately 

thereafter on rental basis. 

 

4 7 . REW ARDS FOR KI LLI NG W I LD ANI MALS 

 

 Rewards for killing wild animals are granted under the following rules:  

 

 (a)  The rates of rewards that  may be granted for killing various kinds of wild 

animals are as follows:  

 

Tigers      Rs. 35 

Panthers (Cheetas)           20 

Wild dogs           10 

Wolves           10 

Hyenas           05 

Jungle cats           02 

Wild pigs           02 

 

The above rates are the maximum rates and Deputy Com m issioners m ay exercise 

their  discret ion in fix ing the am ount  of reward in each case. 

 

 (b)  Applicants for reward should  produce the untanned skin teeth and claws of 

the animal killed, along with their applicat ions to the Tahsildar of the taluk, or to the 

Deputy Com m issioner.  Such applicat ions should be supported by a cert ificate from  a 

patel, or one or more respectable gent le, men of the village stat ing the place where and 

the date on which the animal was killed. 

 

 ( c)  I f the applicat ions is made before the Tahsildar, he should, unless otherwise 

inst ructed by the Deputy Com m issioner by a general or special order, after sat isfying 

him self that  the skin is fresh one, im m ediately forward it ,  with the teeth and claws of the 

animal, to the Dist r ict  Treasury, with a short  report  to the Deputy Com m issioner, stat ing 

by whom, when and where the animal was killed.  The Deputy Commissioner will,  after 

personal inspect ion of the skin, if necessary sanct ion a reward not  exceeding the am ount  

stated in clause (a)  supra and have the skin, etc., sent  for deposit  to the t reasury where 

the skin will at  once be punched.  I f the person claim ing the reward desires to keep the 

skin, etc., as a t rophy, the skin need not  be punched, but  m ay be returned to the 

applicant  on his furnishing a mutchalika to the effect  that  he will be careful so to dispose 

of the skin that  it  shall not  again be presented for paym ent  of reward.  I n such cases, a 

sum of Rs.6, Rs.2, or Rs.1, respect ively, will be deducted from  the reward according as 

the animal killed is a t iger cheeta or any other animal’ 

 

 (d)  No reward will ordinarily by paid unless the claim  is made and the skin, teeth 

and claws are presented within four months after the animal is killed.  Deputy 

Com m issioner m ay however sanct ion paym ent  of rewards in special case where 

sat isfactory reasons are adduced for a delay of m ore than four m onths in the 

presentat ion of the claim . 

 

 (e)  Rewards for killing wild animals will be paid either in the Dist r ict   or Taluk 

Treasury as m ay ordered by the Deputy Commissioner, on receipts of the Part ies 

countersigned by the Deputy Com m issioner.  They should also bear a cert ificate signed 

by the Deputy Com m issioner.  They should also bear a cert ificate signed by the Deputy 

Com m issioner, that  he has personally exam ined the skin of the animals or has sat isfied 

him self from  personal enquiry of the genuineness of the claim .  I f the party desires 

payment  at  a Taluk Treasury , the Deputy Commissioner will arrange for it  by means of 

a Rem it tance t ransfer receipt . 



 

 Note – The Deputy Commissioner will draw the amounts and not  required on his 

own cont igent  bills, to which all the receipts received from the payees should be 

at tached. 

  

( f)  Skins, etc., received at  t reasuries for the paym ent  of reward and not  required 

by Governm ent  should, after being punched, be sold by public auct ion, due int imat ion of 

the sam e being given to probable bidders. 

 

(g)  The rates of reward allowed in clause (a)  are applicable also to cases of 

capture of such animals alive, the exact  amount  of reward allowed in each case being 

decided by the Deputy Com m issioner according to the r isk involved the bravery 

displayed, and other circum stances of the surrender of the case , the paym ent  of the 

reward will be condit ional on the surrender of the captured animals to Government ;   

 

(h)  The Game Preserves Officer is not  allowed to take rewards for killing wild 

animals;  

 

 ( i)  A person shoot ing a prescribed rogue elephant  under licence  granted to him , 

will be ent it led to retain as a reward, both the tusks free of all charge. I n the alternat ive, 

he m ay be given a reward of Rs.500. if he wishes to keep a tusk as a t rophy, he will be 

allowed to buy the shorter of two tusks at  75 per cent  of the market  sale pr ice of vivory. 

I f the elephants shot  has but  one tusk and the person shoot ing it  desires to keep it ,  the 

same will be sold to him  at  the full market  price. 

 

                                          

                                            4 8 .  STATI ONARY  

 

(a)  Stat ionary art icles required for use in Government  offices or inst itut ions 

should invariable be obtained from  the Director of Print ing, Stat ionery and Publicat ions. 

By placing indents on him . The mode of  placing such indents and the scales of supply 

shall be regulated by the rules laid down by Government  in that  behalf from  t ime to 

t im e. 

 

(b)  The Department  of  stat ionery is intended mainly to make supplies to offices 

and inst itut ion under the State Government . Such supplies will not  be charged for except  

in the following circum stances: -  

 

(1)  Stat ionery supplied in connect ion with a schem e, plan or non-  plan, of which 

the whole or a port ion of the cost  is recoverable from  the Government  or non-  

Governm ent  sources:  

 

Note- -    An indent  placed under the rule should not  cover m ore than schem e. 

 

(2)  Stat ionery supplied in connect ion with the elect ions to the State Cent ral 

Legislatures. Village Panchayats and and Taluk Boards. 

 

(3)  Stat ionery  supplied for pr int ing  Departmental text  books         and the 

supply of material connected with the public exam inat ion of all k inds, for which fees are 

collected including those conducted by the Karnataka Public  Service Commission. 

          

Note- -   The term  ‘Public Exam inat ions of all k inds’ includes all exam inat ions 

conducted, such as m id- term  prom ot ional, etc. 

 

(4)  Stat ionery  supplied  for Public Works ( including Hydro-Elect r ic Works)  or 

which separate capital accounts are kept . 

 



(5)  Stat ionery supplied to Government  Commercial Undertakings including the 

Karnataka Governm ent  I nsurance Departm ent . 

 

 (c)        With the general or special sanct ion of Governm ent , stat ionery art icles 

may be supplied to offices or inst itut ions of the Cent ral or other State Government  and 

to Corporat ions and other non-  Governm ent  bodies. All such supplies shall be charged 

for. 

 

Note- - -   A Departm ental charge at  10 per cent  shall be levied on the actual 

values of the stat ionery supplied by Except ions (1)  to (5)  of clause (b)  and by clause (c) . 

 

(d)  Local purchase by Governm ent  officers of Stat ionery art icles which are 

supplied by the Departm ent  of Stat ionery is not  possible except  with the sanct ion of 

Governm ent  or such other authority to whom Government  have delegated the power. 

Such sanct ions are subject  to the following condit ions: - -  

 

(1)  that  the art icles proposed to be purchased are cert if ied to be not  available in 

the Office of the Director and that  they are not  expected to become  available within a 

t ime which will facilitate t imely supplies to the office requir ing them:  

 

(2)  that  the quant it ies proposed to be purchased together with the stat ionery 

already supplied by the Director, Government  Stat ionery Depot , are well within the scale 

of stat ionery adm issible to the office for the year:  

 

(3)  that  only  so m uch of the quant it ies are purchased as are required for use 

before supplies can be m ade from  the stat ionery office:  

 

(4)  that  the purchase can be m ade from  the sanct ioned budget  allotm ents:  

 

(5)  that  the quant it ies purchased are accounted for as in the case of art icle 

supplied by the Director. Governm ent   Stat ionery Depot . 

 

 Cert ificates to the above effect  should be duly recorded in the relevant  bills under 

the signature of the drawing officer. 

 

(e)  in the case of stat ionery art icles not  stocked by the Director of Governm ent  

Stat ionery Depot . Heads of offices can purchase them  locally subject  to such rest r ict ions 

about  their  quant it ies and cost  as m an have been down in part icular cases. 

 

Note- - -   Charges incurred  in t ransm it t ing stat ionery art icles from  the 

Government  Stat ionery Depot , Bangalore. To the several mofussil stat ions, as well as for 

delivering them locally will be met  out  of the cont ingent  allotements of the receiving 

office, concerned. The Director , Government  Print ing and Stat ionery is accordingly 

authorized to adopt  “To Pay ‘ system . When consignments are booked by rail,  the cost  of 

carr iage for supplies delivered locally being likewise paid by the offices receiving them. 

 

 Except ion- -   The Director of Print ing and Stat ionery m ay dispatch packages of 

stat ionery art icles, papers and boards intended for Governm ent  Branch Presses and for 

Taluk Offices, prepared to the Railway Stat ions nearest  to dist inat ions. 

 

 Note- - -    Local purchase of stat ionery should be m ade in accordance with the 

principles laid down in item  49 below. 

 

 

                                                   4 9 . STORES 

 



  The term  “Stores”  is  used to indicate all art icles and materials required for the 

public service com ing into an officer’s possession for various purposes, e.g.., furniture, 

books, chem icals, scient ific inst ruments and appliances, art icles of diet  in hospitals, jails, 

etc., specimens in a museum, materials for const ruct ion of buildings departmentally, 

m anufactory stores, m achinery, tool and plant , etc. 

 

 (a)  Rules for m aking purchase of stores are given in the Stores Purchase Rules 

issued separately. The procedure laid down therein should be followed in respect  of 

purchases m ade, sufficient  informat ion as regards the procedure adopted in procuring 

the art icles being given on the cont ingent  bills, including in that  term , bills for 

cont ingencies proper and supplies and services. The cert ificate required to be at tached to 

each bill is given in Form  7. 

 

 Every officer purchasing stores in the open market  is responsible for seeing that  

the purchase is m ade in the most  econom ical manner with due regard to quality and 

efficiency and should remember in the case of large purchases that  the system  of 

invit ing compet it ive tenders is the most  econom ical method. A purchase should be held 

to be large when the est imated price of any art icle exceeds Rs.500. I n the case of 

purchase below these lim its, officers  may exercise discret ion to choose the best  and the 

most  convenient  mode of purchase but  the alternat ive of calling for tender should always 

be borne in m ind and it  will be the duty of the purchasing officer to adopt  the most  

econom ical m ethod with due regard to econom y and efficiency. 

 

 Note 1- -    I n the case of special departments like the Public Works, Elect r ical and 

other departments in respect  of which special rules of procedure are prescribed in regard 

to tenders and are embodied in the Departmental Manuals, the later should be followed. 

  

        Note  2- -    Art icles which can be supplied by Government  departments, like the 

Jails, Forest , I ndust r ial Workshops, etc,. should as for as possible be obtained from  those 

departments provided materials are of the requisite quality or sufficient  to answer the 

purpose and the prices do not  com pare unfavorably with the m arket  rates. 

 

(b)  As a general rule and in the absence of sanct ion of com petent  authority (vide 

next  sub- rule)  paym ent  for supplies is not  perm issible unless stores have been received 

and surveyed and provision for the observance of this rule should be made in all 

cont racts for the supply of goods. 

 

 1[ Except ion- -   Librar ians of Governm ent  Libraries may arrange for an advance  

paym ent  of annual subscript ions to the publishers concerned for a regular supply of the 

News-papers Periodicals, Journals, Magazines etc., to Governm ent  Libraries.]  

 

 (c)  Paym ent  pr ior to the verificat ion of quant ity and qualit y of materials, is 

perm issible only in every except ional cases in which the operat ion of the rule in the 

above rules m ight  result  in hardship, as for as example, when cost ly stores are ordered 

from  a distant  firm  and delay in paym ent  is ant icipated. I n such cases, a part  of the cost  

of the consignment  may be paid in advance on receipt  of the railway receipt  of dispatch, 

provided the firm  or cont ractor is of well-known standing and provided an agreem ent  is 

taken before hand with the cont ractor or firm  to secure  Government  against  all losses in 

the event  of m aterials being found short  or defect ive. 

 

Note 1- -   I n order to enable the Audit  Departm ent  to check the expenditure 

incurred, towards sales tax (A Cent ral /  State)  and tax payable on the sale of motor 

sprit ,  charged in the cont ingent  bills, cert if icates in the following form  should be recorded 

on each sub-voucher in which Sales Tax or tax on sale of m otor sprit ,  as the case m ay 

be, has been included, as a specific item ;  

 



 ( i)  Cert if ied that  the goods on which Sales Tax has been charged have not  been 

exem pted under the Cent ral/  State Sales  Tax Act  of Rules m ade there under and that  

the charges on account  of  Sales Tax on these goods are correct  under the provisions of 

that  Art  or the Rules m ade there under and that  in the case of supplies against  regular 

cont racts, the relevant  cont ract  includes a specific provision that  Sales Tax is payable by 

Governm ent ;  

 

 

 ( ii)  Cert ified that  the supplies of motor spir it  on which tax on sale of motor spir it  

has not  been exem pted under the Karnataka Sales of Motor Spir it  Taxat ion Act , 1957 

(Mysore Act  XX of 1957)  or the Rules m ade there under and that  the charges on account  

of tax on supplies of motor spir it  are correct  under the provisions of the said Act  or the 

Rules m ade there under and that  in the case of supplies against  regular cont racts the 

relevant  cont ract  includes the specific provision that  tax on sales of motor spir it  is 

payable by Governm ent . 

 

 Note 2 - -   I n cases where a part  of or full cost  of the art icles indented has to 

be paid in advance the following procedure should be followed :  

 

 ( i)  I n accordance with Rule 55 (49) (b)  of the Manual of Cont ingent  Expenditure, 

1958, paym ent  for supplies is not  perm issible before the stores have been received and 

surveyed, except  in very except ional cases provided for in clause (c)  of the sam e Rule. 

The prescribed procedure of making payment  after the verificat ion of the stores received 

has to be followed generally in all cases of purchases m ade direct ly by the Governm ent  

Departm ents ;  

 

 ( ii)  I n cases where the advance payment  is authorized by general or special 

orders of Government  or by the Head of the Departm ent  in individual cases, and in cases 

where the orders placed by the Stores Purchase Departm ent  on behalf of the 

Governm ent  Departm ents require advance payment , such advances should be drawn by 

the departmental officers on payable detailed cont ingent  bills, in the case of officers 

whose bills do not  require counter signature and on Abst ract  Cont ingent  Bills in the case 

of officers whose bills require countersignature (Funds drawn on Abst ract  Cont ingent  

Bills being accounted for by monthly non-payable Detailed Cont ingent  Bills in accordance 

with the Rules) . 

 

 ( iii)  The balance, excluding the advance payments, should be drawn only after 

the receipt  and survey of stores and the bills in this respect  should be presented for 

encashment  after the countersignature by the cont rolling authorit ies, wherever 

necessary. 

 

 ( iv)  The advance drawn by the departm ent  should be debited to the Final Head of 

Account  alone and the amount  will,  however, be held under object ion in the books of the 

audit  department , unt il receipt  of the stock verificat ion cert if icates from  the consignee. 

This cert ificate should be in-corporated in the Cont ingent  Bill in which the balance 

(excluding advance paym ent )  is drawn. 

 

5 0 . SOAPS AND TOW ELS 

 

 (a)  Soaps and towels required for the personal use of officers while working in 

office should be supplied by them selves and not  at  Governm ent  expense;  

 

 (b)  Purchase of soaps and towels for use in the Laboratories and Research 

Sect ions is perm issible up to a lim it  of Rs. 10 a year for each of the offices except  in the 

case of offices covered by special orders. Purchase of soaps and towels for use in 

lavatories is also perm issible. 

 



5 1 . TEA AND REFRESHMENTS - - -  CONFERENCE 

AND MEETI NGS 

 

 

(1)  Only tea/ Coffee/ Cool dr inks with biscuits, cashew nuts or light  refreshm ents [  

x x x ]  m ay be served at  inter-departm ental, inter-State and other m eet ings, or when 

Ministers/ Minister of State/ Deputy Ministers/ Heads of Departments/ Secretaries to 

Government  receive officers of other States, Officers of the Governm ent  of I ndia and/ or 

important  dignitar ies for official discussions.  Generally, for ordinarily meet ings only 

Coffee, Tea or Drinks need be served and light  refreshm ents m ay be added only when 

the occasion warrants it .   The expenditure shall be subject  to the following lim its:  

      

( i)   Chief Minister Rs.15,000/ -  

 

( i)  (a)  Minister who is also the leader of the Legislature  Rs.5,000/ -  

per annum  

( ii)  Ministers/ Ministers of State/ Deputy Ministers/ Chief 

Secretary/ Chairm an, Efficiency, Audit  and Vigilance 

Bureau/ Addit ional Chief secretary and Officers of equal rank 

Rs.3,500/ -  

each per 

annum  

( iii)  Secretaries/ Special Secretaries/ Divisional 

Commissioner/ Commissioner for Commercial 

Taxes/ Commissioner for I ndust r ial Development  and 

Director for I ndust r ies and Commerce/ Commissioner for 

Sericulture Developm ent  and Director of 

Sericulture/ Chairm an, Karnataka Appellate Tribunal/ Director 

General, Karnataka Tribunal/ Director General, Karnataka 

State Bureau  of public Enterprises/ Director General and 

I nspector General of Police/ Police Commissioner/ Chief 

Conservator of Forest / Mem ber, Efficiency Audit  and Vigilance 

Bureau/ Com m issioner of Public I nst ruct ion/ Excise 

Commissioner 

Rs.3000/ -  

each per 

annum  

( iv)   Addit ional secretaries/ Joint  Secretaries/ Press Secretary to 

Chief Minister/ Heads of Departm ents (excluding those 

ment ioned in item  No.( iii) .  

Rs.2,000/ -  

each per 

annum  

(v)   Deputy Com m issioners Rs.2,000/ -  

each per 

annum  

(vi)  State level and Dist r ict  Level Com m it tees const ituted under 

the orders of the Governm ent  

Rs.1,500/ -  

each per 

annum  

 

 

 

 

 

(2)  Out  of the im prest  held in the General Adm inist rat ion Departm ent  (Accounts) , 

which m ay be enhanced, if necessary Sub- imprests are sanct ioned as follows to meet  

the expenditure:  

 

 

( i)  Ministers/ Ministers of State/ Deputy Ministers          Rs. 200 eac 

          ( ii)  Chief Secretary/ Addit ional Chief Secretary              Rs.  200 each 

          ( iii)  Secretaries/ Special Secretaries                                 Rs. 100 each 

 

(3)  When the sub- im prest  is likely to be exhausted, the Private Secretary or the 

Personal Assistant  as the case m ay be, of the Ministers or Secretaries to Government  

concerned, should get  the amount  recouped by sending a recoupment  bill to the General 



Adm inist rat ion Departm ent  (Accounts) .  For expenditure of Rs.50 or m ore, Sub vouchers 

should be at tached to the Bill and for expenditure of less than Rs.50 the Sub-vouchers 

need not  be at tached to the recoupment  Bill,   but  should be maintained as the case may 

be, as they are subject  to local audit  by the Accountant  General.  When the expenditure 

is less than Rs.3 and the sub-vouchers is not  available, a cert if icate signed by the 

concerned Minister/ Secretary should be kept  on record. 

 

(4)  The Heads of Departments will meet  this expenditure from  the imprest  

already sanct ioned to them . 

 

5 2 . TELEGRAMS CHARGES. 

 

  

(a)  State m essages m ay be classed as "Express" or "Ordinary"  at  the discret ion of 

the sender and the following general pr inciples are prescribed for the guidance of 

officers, who should also bear in m ind the necessity for keeping the expenditure as lop 

possible:  

 

(1)  A telegram should not  be sent  where a let ter would serve the same purpose 

equally well.  

(2)  Telegrams should, as a rule, be sent  as "Ordinary"  only-  

(3)  Messages should be classed as "Express" only 

 

( i)  in cases of em ergency;  

( ii)  in cases where the despatching officer knows that  the line is blocked and 

considers his message sufficient ly important  to take precedence of 

ordinary t raffic. 

 

 (4)  Telegram s should, except  when ext reme precision is important , be expressed 

in as few words as possible;  and mere auxiliary or connect ive words which can obviously 

be filled in by the receiver, should be om it ted. 

 

(b)  Telegrams from  officers respect ing applicat ions for leave of absence, 

appointm ents and other m at ters of a personal should not  be at  the expense of the State;  

(c)  Governm ent  have arranged with the Telegraphic Departm ent  for the 

regist rat ion of abbreviated addresses of certain officers of the State for purpose of 

correspondence by telegram.  The detailed list  of such abbreviated addresses is given in 

the Manual of General Circulars and Standing Orders.  The Abbreviated addresses only 

should be used in sending telegrams of these officers. 

 

(d)  ( I )   With effect  from  1st January 1967, paym ent  of Telegram  charges by 

means of service postage stamps has been stopped and all Government  offices have 

either to adopt  the system  of pre-paym ent  in cash or open credit  account  with the 

concerned Telegraph Offices.  Since the credit  account  system  involves paym ent  of 75 

paise for every 25 telegram or part  thereof.  This system  has been allowed to the 

adopted by officers at  the Dist r ict  Head quarters and Bangalore where the charges for 

telegrams may be appreciable as to warrant  the m aintenance of separate account  with a 

post  office.  I n other places, except  those offices where by special orders of Government  

credit  account  system  is allowed, paym ent  m ay be made is cash from  imprest , instead of 

postal stam ps. 

 

 ( ii)  The bill is to be paid in cash or by crossed cheque.  Wherever the bills are 

drawn in set t lement  of claims and amount  is to be drawn in a detailed cont ingent  bill and 

paym ent  m ade to the Telegraph Office in cash.  I n offices where set t lement  of claims are 

m ade through cheques of crossed cheques, they should be drawn in favour of the Post  

Master. 

  



 

( iii)  A separate register should be maintained by the Office to record the 

telegram s issued during the m onth and compare the ent r ies made therein with the 

statement  furnished by the telegraph office for recording a cert if icate on the bill before 

payment  to the effect  that  the number of the telegrams as included in the bill agrees 

with that  noted in the Register.  A cross reference to the date of paym ent  m ay also have 

to be furnished in the Register of Telegrams maintained in the office.  The difference 

noted if any should be noted separately and their statem ent  watched. 

 

          Note: -  When sending telegram s or State Service, as few stamps as possible of 

large value should be used to avoid unnecessary inconvenience to the sigralling branch 

of post  offices. 

 

5 3 . TELEPHONE CHARGES 

 

(a)  No new telephone connect ion m ay be sanct ioned except  with the previous 

approval of the Governm ent .  The num ber and date of the Governm ent  Order 

sanct ioning the expenditure on a new connect ion should be quoted on the bill on which 

the charges for it  are claimed;  

 

(b)  The prescribed rent  for Government  telephone connect ions will be met  out  of 

office cont ingencies.  Bills for t runk-calls made from  such telephone should also be met  

in full out  of  office cont ingencies;  

 

(c)  Cost  of pr ivate calls made from such phones should be recovered and 

rem it ted to the Head of the Office concerned within a week of the call.   The fact  of 

recovery and rem it tance of such fees should be ment ioned in the Register of Trunk Calls, 

cit ing Receipt  No. and date.  Such am ount  should be credited to t reasury as Recoveries 

of Service Paym ents, as expedit iously as possible 

 

 

To each bill for t runk call charges (not  relat ing to Government  telephone in use 

by Ministers, Deputy Ministers and Judges of the High Court )  a statem ent  should be 

enclosed showing the subject  m at ter of talk in respect  of each made on Public service. 

 

The following cert ificate should be furnished in all bills for Trunk Call charges;  

 

(1)  Cert ified that  the Trunk Calls covered by this bill have been verified with the 

ent r ies in the Register of Trunk Calls and found correct  .  The charges in respect  of 

pr ivate calls(s)  amount  to Rs……p……..and the sam e have been credited to the Cash Book 

……………………..  vide Receipt  No…………………dated…………….. for Rs…………  The rem aining 

charges relate to calls on public service. 

 

(2 Cert if ied that  the t runk calls, the cost  of which is charged to a Government , 

were made bona fide for purposes of Governm ent  business and that  they were resorted 

to only in cases of ext rem e urgency and expediency, which could not  wait  for set t lem ent  

by correspondence. 

 

Note 1 – Bills for telephone rent  and Trunk calls for Rs.50 and below should be 

steeled in cash or by Cheque, those exceeding Rs.50 each being invariably set t led 

through book adjustm ent" . 

 

Note 2.  A proper register of Trunk-calls in Form  7 A should be maintained to 

verify the bills of the Telephone department  and watch the recovery in respect  of pr ivate 

calls. 

 



Note 3.  Heads of offices are empowered to pay bills preferred by the posts and 

telegraph department  in respect  of telephone charges immediately on their receipt  

without  the countersignature of higher officers. 

 

Note 4  The Telephone bills are required to be steeled in cash or by cheques.  

Funds required to meet  the Telephone bills, may be drawn by the Officer concerned on 

detailed cont ingent  bills (Form  4 MCE)  without  countersignature.  Payments of Telephone 

bills will be t reated as fully vouched cont ingency.  The officers drawing the above 

Detailed   Cont ingent  Bills should furnish to audit  only such of the payees 

acknowledgem ents for am ounts less than Rs.100 will be verified during local audit " . 

 

To avoid m isuse of the above powers, the Heads of Departm ents should, at  the 

t ime of periodical inspect ions of their subordinate offices, check the cont ingent  registers 

and sat isfy that  there has been no undue increase in the expenditure on this account  as 

compared to the average expenditure during the last  six m onths and that  the increase, if 

any, is just ified by the increase in their work during that  period.  I f the increase is not  

just ified act ion has to be taken to recover the ext ra cost  from  the officers/ officials 

responsible. 

 

(d)  Expenditure for shift ing telephones from  one place to another within the office 

and in cases where there has been a change in the residence of the officer ent it led to 

telephone connect ion, may be incurred out  of the cont ingent  grants of the office 

concerned. 

 

(e)  The resident ial telephone provided to a Government  officer at  Government  

cost  m ust  be disconnected within 24 hours of his relinquishing charge of his office. for 

any of the following causes:  

 

( i)  On leave preparatory to ret irem ent ;  

( ii)  on other leave, t raining or deputat ion exceeding three m onths but  not  

exceeding six m onths in durat ion, if the Officer has not  given his opt ion 

for retent ion of the Phone. 

( iii)  On t ransfer to another office in the sam e stat ion which does not  ent it le 

him  to a resident ial telephone;  

( iv)  On t ransfer outside the stat ion or on foreign service;  and 

(v)  On quot ing service. 

 

Note 1 – The provisions of this rule apply also to the case of an officer who takes 

leave for not  more than 3 months on t ransfer to another office of the type falling under 

( iii)  or ( iv)  above. 

 

Note 2  The com petent  authority has, however, discret ion to get  the resident ial 

telephone removed even where the absence of an officer on leave, deputat ion, etc., is 

less than 3 months if the phone is required urgent ly elsewhere or if the safety of the 

inst rum ent  cannot  be ensured during the absence of the officer. 

 

Note 3:   The init iat ive for the disconnect ion m ust  be taken by the officer by the 

officer, who has to relinquish charge at  least  a  week in advance.  I f the date of 

relinquishing the charge could not  be foreseen, this act ion should be taken at  the earliest  

t ime pract icable.  The officer will be held liable for any avoidable rental charges 

necessitated owing to delay on his part  in taking the said init iat ive. 

 

Note 4  I f a Government  Officer provided with resident ial telephone goes on 

leave, t raining or deputat ion exceeding 3  m onths and has opted  for retent ion of the 

phone, the resident ial telephone shall not  be disconnected.  At  the sam e t im e as the 

phone at  the residence will not  be used for office work, the charges included in the 

telephone bill shall be recovered.  The Department   will pay the amount  of the telephone 



bills including hire charges to the Post  and Telegraph Department  and also separately 

ensure recovery of the same from  the Officer.  The am ount  m ay be credited to the head 

of Account  to which the telephone charges are debited.  The Department  should int imate 

the  Accountant -General or the Treasury Officer regarding the am ount  to be recovered. 

 

The Officers who draw cont ingent  bills relat ing to the resident ial telephones of 

Officers who  proceed on leave, t raining or deputat ion beyond three m onths should 

record a cert if icate on the relevant  telephone bill to the effect  that  act ion has been taken 

for the recovery of the telephone charges from  the Officer  concerned who proceeds on 

leave, deputat ion, etc. 

 

Note. 5 (a)  Whenever an officer is t ransferred either from  or to the Secretariat  or 

any other Governm ent  Departm ent / Organisat ions he m ay cont inue to use his exist ing 

telephone for a period not  exceeding 15 days after he hands over charge, or unt il a 

resident ial telephone is provided to him  in the new office, whichever is earlier.  During 

this period, the telephone bills relat ing to rent  and local calls shall be borne and set t led 

by the Organisat ion to which the phone belongs. 

 

     (b)   All Heads of Departm ents should also observe these norms and avoid 

t ransfer of resident ial telephone from one Office/ billing unit  to another. 

 

 

5 4 . Tents 

 

 (a)  Sanct ion of Governm ent  is necessary for the purchase of tents. Charges 

for the repair of tents m ay be incurred under the sanct ion of the head of the 

departm ent . 

 

 Note – All tents requir ing repairs which cannot  be at tended to locally and at  a 

small cost , may be sent  to the Superintendent  of Cent ral Jail for the needful being done, 

provided that  the cost  of carr iage is not  out  of proport ion, to the saving thus likely to 

accrue. 

 

 (b)  When Governm ent  tents are used only for office purposes by an officer on 

tour, they are carr ied at  Governm ent  expenses and the officer so using them  m ust  

invariably furnish a cert ificate in the bill for carr iage of tents to the effect  that  they have 

been used solely for public purposes. When Governm ent  tents are used part ly for office 

and part ly for pr ivate purposes the officer so using them  m ust  pay half the cost  of 

carr iage or a rent  of one rupee a day for a double pole or large tent  and half a rupee a 

day for a single pole or other tent  whichever is less. 

 

 Note – The carr iage, charges payable is for the whole journey while the rent  to be 

paid is for day or days during which the tent  is used part ly for pr ivate purposes. 

 

5 5 . Tolls 

 

 No tolls shall be levied for the passage of any property bonafide belonging to 

Government . Charges on this account  should not  therefore appear in cont ingent  bills. 

 

5 6 . Typew riters ( I ncluding Duplicators)  

 

 (a)  Purchase of typewriters requires the previous sanct ion of  

Government . To avoid difficult ies as to repairs and to facilitate handling by different  

typists, it  is desirable that  the m achines purchased in the different  public offices should 

be of som e standard pat tern or pat terns found by experience to be st rong and 

serviceable, and approved by Governm ent . 

 



 (b)  The purchase is m ade through the Director of Governm ent  Print ing, 

Bangalore. The Heads of Departments will send their indents for typewriters, to the 

above officer obtaining the sanct ion of the Governm ent  to the purchase. 

 

 Note – I n the case of posts of Typists or Stenographers newly sanct ioned by 

Governm ent  for not  less than six m onths, sanct ion to the post  carr ies with it  sanct ion to 

the typewriter also. 

 

 (c)  No recurr ing expenditure should be incurred by offices for get t ing the 

typewrit ing machines cleaned at  regular intervals by private agency. The typists are 

responsible to keep their machines clean and in good order and if they do not  do so, 

their promot ion or increment  should be stopped, and if necessary, qualified m en 

appointed in their stead ;  

 

 (d)  The Manager or the Head of an office should exam ine the working of the 

m achines once a m onth and record his opinion, in a register kept  for the purpose, as to 

whether the sam e is properly m aintained by the typist  in charge ;  

 

 (e)  Typewrit ing m aterials, other than those supplied by Stat ionery Depot , m ay 

be purchased from  the cont ingencies of each office. 

 

 Repairs to Typewriters – Head of Departm ents are authorised to sanct ion repair 

charges upto Rs. 100 in each case. 

 

5 7 . W ages 

 

 (a)  I n departments in which coolies are engaged regularly on manual labour 

and paid at  daily or monthly rates, a nom inal muster roll must  be maintained and the 

sam e m ust  be writ ten up daily by the subordinate deputed for the purpose ;  

 

 (b)  Labourers may be paid periodically as the requirements of the work 

dem and ;  but  separate rolls m ust  be prepared for each period of paym ent  ;  

 

 ( c)  The daily at tendance and absence of labourers and the fines inflicted upon 

them  should be recorded daily on the m uster roll in such a way as  

 

 ( i)  to facilitate the correct  calculat ion of the net  wages of each person for the 

period of paym ent  and  

 

 ( ii)  to render it  difficult  to tamper with or to m ake unauthorised addit ions to, 

or alterat ions in ent r ies once m ade ;  

 

 (d)  Each paym ent  should be m ade or witnessed by the officer of highest  

standing available, who should cert ify to the payments individually or by groups by a 

dist inct ive mark, init ials or signature, at  the same t ime specifying both in words and 

figures, at  the foot  of the m uster rolls, the total amount  paid on each date. I f any items 

remain unpaid, the details thereof should be recorded at  the foot  of the muster roll or 

other list . Unpaid items, when subsequent ly paid, should be so recorded as to prevent  all 

chances of double paym ents and the paym ents of current  item s. The work turned out  by 

the labourers m ust  be recorded in the m uster roll;  

 

 (e)  Muster rolls should not  be prepared in duplicate and need not  be sent  to 

the Audit  Office;  

 

 ( f)  Cont ingent  charges on account  of wages of coolies engaged on manual 

labour and paid at  daily or monthly rates should be supported by a cert ificate signed by 

the disbursing officer to the effect  that  the coolies were actually entertained and paid. 



The nature of work on which the coolies were employed should be noted in the 

cont ingent  bills. When a bill contains a charge for labour engaged departmentally the 

drawing officer shall cert ify that  the amount  charged was paid on m uster rolls 

maintained in accordance with the rules to labourers who actually worked on the work. 

The muster rolls shall be subm it ted to the Accountant  General if he calls for them . 

 

5 8 . Miscellaneous office expenses 

 

 There are items which are commonly required for all Officers and the charges for 

such item s m ay be incurred by Heads of Offices without  further sanct ion of higher 

authority. 

 

 The following item s fall under this Head: - -  

 

 Gum  paste, rat  t raps, broom s, nails, vinegar, water pots, ropes, m atches, fire-

wood, chalk, glue, paste, thread, m ats, vinnows, light ing other than elect r ic, cloth for 

records, pins, gum , dhobying and charges for the packing and carr iage of art icles 

belonging to an Office. The nature of each charges should be described in detail in the 

cont ingent  bill.  

 

 Note – Art icles of linen such as door curtains, teapoy covers should generally be 

supplied only to the rooms of Gazet ted Officers. 

 

 Note 2—As regards, the purchase of Green Baize, the Head of Departments are 

authorised to adopt  any one of the courses m ent ioned at  (a) , (b)  and (c)  below and to 

m eet  the expenditure from  the cont ingencies of the Departm ent . 

 

 (a)  I f tables can be polished ;  Green baize, need not  be used ;  

 

 (b)  I f the officers concerned desire to use rexine, they m ay do so;  

 

 (c)  I f the officers want  to use Green baize instead of rexine, they m ay do so. 

 

 The supply of rexine or green-baize shall be at  3 meters for the use of the 

Gazet ted officers in the Karnataka Governm ent  Secretariat  and 2 m eters for the use of 

the Gazet ted Officers of all other Departments. The period of renewal will be six Years 

for both rexine and green baize. 

 

 “Note 3 – Green Baize or Rexine may be purchased for the tables used by the 

Chief Just ice and other Judges of the High Court  and also for the tables of the Private 

Secretary to the Chief Just ice at  the Home Office of the Chief Just ice and other Judges of 

the High Court ” . 

 

 59. Rules for the sanct ion of expenditure on the obsequies of deceased 

Government  employees are detailed in Appendix I V. 

 

APPENDI X I  

 

Read :  Appendix I  of K.C.S.Rs for the words "Appendix I  (having relevance to 

Appendix- I   of MCE)  wherever they appear in the Manual of Cont ingent  expenditure. 

 

APPENDI X I I  

( Rule 5 0 )  

I nter  Departm ental Adjustm ents 

 



1. For purposes of inter-departm ental paym ents, the departm ents of a Governm ent  

shall be divided into Service departments and Commercial departments according to the 

following principles:  

 

A.-  Service Departm ents: -  These are const ituted for the discharge of these 

funct ion which either (a)  are inseparable from , and form  part  of the idea of Government , or 

(b)  are necessary to, and form  part  of the general conduct  of the business of Governm ent . 

 

Exam ples of the first  class are: -  

 

The departments of Adm inist rat ion of Just ice, Jails and Convict  Set t lements, Police, 

Educat ion, Medical, Public Health and Forest . 

 

Exam ples of the Second class are: -  

 

           The departm ents of Survey, Government  Print ing and Stat ionery, Public Works 

(Buildings and Roads Branch)  Purchase organisat ion. 

 

B.-  Com m ercial Departm ents or undertakings.-  

         These are m aintained m ainly for the purposes of rendering services or providing 

supplies, of certain special kinds, on paym ent  for the services rendered or for the art icles 

supplied.  They perform  funct ions which are not  necessarily Governmental funct ions.  They 

are required to work to a financial result  determ ined through accounts maintained on 

commercial pr inciples. 

  

Note 1-  Governm ent  has the power to decide whether a part icular department  or 

part icular act ivit ies of a department  shall be regarded as a commercial department  or 

undertaking. 

 

Note 2-  The State Life I nsurance Departm ent  (official and m otor branch)  and the Wood 

Preservat ion Plant  and Government  Saw Mills of the Forest  Department  are run on 

commercial basis and hence are t reated as quasi com m ercial departm ent  and undertaking 

respect ively."  

 

2. Save expressly provided in this appendix a Service department  shall not  make 

charges against  another departm ent  for services or supplies which fall within the class of 

dut ies for which the form er departm ent  is const ituted. 

 

         The following except ions to this rule have been authorised. 

 

(a)  The Forest  Departm ent  m ay charge any other department  for vegetable, animal 

or m ineral product  ext racted from  a forest  area;  

 

(b)  Paym ent  m ust  ordinarily be m ade for convict  labour supplied to the Public Works 

and other departm ents of Governm ent  but  no charge shall be made for convict  labour in the 

case of works undertaken by the Public Works Departm ent  which are t reated as Jail Works. 

 

(c)  The cost  of addit ional Police Guards supplied to an I rr igat ion or other project  

while under const ruct ion m ay be debited to the project  concerned. 

 

(d)  The supply of m aps by the Departm ent  of Survey and Set t lem ent  to other 

Departments of Government  will be on payment  in cash. 

 

3. A com m ercial departm ent  or undertaking shall ordinary charge and be charged for 

any supplies and services m ade or rendered to, or by, other departm ents of Governm ent . 

 



          This direct ion m ay be applied to part icular units or part icular act ivit ies of any 

departm ent  even though the department  as a whole may not  be a Commercial department .  

Such a unit  or act ivity shall ordinarily charge for its service or its supplies to, and may 

likewise be charged by either the departm ent  of which it  form s a part  or any other 

departm ent . 

 

Note 1.-  Save as otherwise provided in this Appendix service rendered by a service 

department  falling under clause A (a)  in the normal discharge of it s funct ions shall not  be 

regarded as service rendered for the purposes of this Rule. 

 

Note 2.-  The supply of resident ial accom m odat ion by one departm ent  to the 

employees of another shall not  for the purposes of the direct ion in this Appendix be held to 

const itute a service rendered.  I n all such cases, the rend charged for resident ial 

accommodat ion will be the rent  recoverable under the rules for the t ime being in force from  

the persons actually using such accom m odat ion. 

 

4. Where one departm ent  m akes paym ent  or renders service as an agent  of another 

departm ent  of the sam e Governm ent , the principal departm ent  m ay, subject  to such 

monetary lim it  as may be fixed by Government  in this behalf, be debit ted with the 

expenditure incurred on its behalf by the agent  departm ent . 

 

Note.1-  The cost  of land acquired by a Civil department  on behalf of the Public Works 

Departm ent  is debitable in the accounts of the lat ter as part  of the cost  of the works for 

which the land is taken up, but  when land is taken up for two or m ore Service departm ents 

conjoint ly, the cost  is wholly debitable to the departm ent  for which the m ajor port ion of 

expenditure was incurred, unless there are special reasons to the cont rary. 

 

Note 2-  When a special officer is employed for the acquisit ion of land for any 

departm ent , the expenditure on pay allowance, etc., of the special officer and his 

establishm ent  and any expenditure  on cont ingencies is debitable to that  department  as part  

of the cost  of land.  When the land is taken up by a Civil Officer, not  specially employed for 

the work, only special charges incurred in connect ion with the acquisit ion of the land on 

establishment , cont ingencies, etc., shall be borne by the Department  for which the land is 

acquired. 

 

Note 3-  For the purpose of this item , the Governm ent  of Karnataka have prescribed with 

effect  from  1st April 1968, that  upto the monetary lim it  of Rs.1,000 ( in each case)  an agent  

department  making payment  or rendering service shall not  raise debit  against  the principal 

departm ent . 

 

5. A branch of a Service department  perform ing dut ies supplem entary to the m ain 

funct ion of the departm ent  and intended to render part icular services on paym ent  m ay levy 

charges in respect  of the work for which it  has been const ituted. 

 

Exam ples-  Jail m anufacture, Surveym ap-publishing, pr int ing (Publishing 

Departm ent ) . 

 

6. A branch of a departm ent  const ituted for the subsidiary service of that  department  

but  employed to render sim ilar service to another departm ent , m ay charge that  other 

departm ent , e.g. 

 

W orkshops of a  departm ent  

 

7. A regularly organised store branch of a departm ent  should ordinary charge any 

other departm ent  for supplies m ade, but  pet ty and casual supplies of stores m ay, if the 

supplying departm ent  consents, be m ade without  paym ent , e.g., Medical Stores to 

departm ents other than Medical. 



 

 

8. Notwithstanding anything contained in the direct ions in this Appendix Government  

may for special reasons which shall be recorded and com m unicated to the Accountant  

General perm it  interdepartmental adjustm ent  in any case where such adjustm ent  m ay be 

considered necessary in the interests of economy or of departm ental cont rol of expenditure. 

 

GENERAL 

 

9. Where under the direct ions in this Appendix payment  is required to be made by 

one department  of a Government  to another such paym ent  m ay, if the case so requires or if 

otherwise deemed necessary include adequate charge for supervision or other indirect  

expenditure connected with the service or supply for which paym ent  is m ade. 

 

 

10. (a)  Such of the Com m ercial Departm ents/ undertakings as are authorise to draw 

cheque should set t le the bills in respect  of services rendered or supplies made to it  through 

cheques.  I n cases where, commercial Departm ents or undertakings are not  vested with 

cheque drawing powers bills should be set t led through bank Drafts.  The amounts due to 

the Commercial Departments/ Undertakings from  other Departm ents should also be set t led 

through Bank Drafts. 

 

(b)  I n cases of t ransact ions between two service Departm ents where m anufacturing 

or product ion or supply of art icles or repair operat ions are involved and the rules required 

set t lem ent , no adjustm ent  need be m ade if the cost  of services or supplies is Rs.260or less 

in each case.  I n respect  of t ransact ions above this lim it  the procedure will be as prescribed 

in Rule 51;  

 

(c)  The Public Works, Forest  and other Departm ents vested with cheque drawing 

powers will set t le the claims against  them through cheques;  

 

(d)  I n other cases, where inter-departm ental adjustm ent  between two service 

departments are in respect  of  services rendered and do not  invoice m anufacturing or 

product ion of supply of art icle etc., there should be no m onetary or account ing set t lem ent  

except  where some fees are levied under a part icular enactm ent .  I n the lat ter case also 

set t lem ent  should be m ade either in cash or through Bank Draft ] .  

 

APPENDI X I I I  

 

( Rule 5 4 )  

 

Accounts Rules for  the issue of  Credit  Noted or W arrants on Railw ays 

 

1. At  the top of each credit  note or warrant , the detailed head of account  to which 

it  is chargeable should be noted. 

 

2. Separate credit  notes should be issued for cont ingent  and t raveling allowance 

charges and the credit  note or warrant  for t raveling allowance charges should ment ion 

the nam e or nam es of individuals (with designat ion) . 

 

3. The amount  of each credit  note or warrant  should be noted in red ink in the 

cont ingent  or t raveling allowance register (or Acquit tance roll)  of the drawing officer in 

the sam e way as am ount  of credit  notes and warrants issued during each m onth relat ing 

to each detailed head of account  should be noted in red ink at  the foot  of the detailed 

cont ingent  bill and the balance available out  of the budget  grant  then worked out .  

 



4. I n the cont ingent  register maintained in the countersigning office, m onthly 

totals of these credit  notes and warrant  should also be noted under the appropriate 

heads at  the t ime of countersigning the cont ingent  bill.  

 

5. I n respect  of each notes or warrants issued for journeys perform ed by 

Government  officers part iculars thereof should be  furnished in T.A. Bills and the value 

thereof should be deducted from the t raveling allowance due. 

 

6. Heads of offices will obtain from  their subordinates monthly statements of 

credit  notes or warrants issued by them  separately for (1)  Southern Railways and (2)  

Other Railways in Form  8 and furnish to the Audit  Office a consolidated monthly list  of 

credit  notes or warrants issued by them  to their subordinates in the sam e form , at  the 

foot  of the m onthly list  referred to above, and abst ract  showing the total am ount  

chargeable to each detailed head of account  should also be given. 

 

 7. The debits raised in the Exchange Accounts on account  of these credit  notes 

and warrants will be classified under the appropriate heads of account  in the books of 

the Audit  Office with reference to the informat ion furnished in the above list  and 

int imat ion of adjustment  will be sent  to the head of the office through the countersigning 

officer along with the connected credit  notes and warrants if necessary, i.e., in the cases 

where the amount  of debit  raised in the Exchange Accounts and advised by the Audit  

Office, differs from  that  noted in the lost  or where the details furnished in the credit  

notes and warrants are not  sufficient  to adm it  the am ount  in audit . 

 

Note. I n the case of Public Works departm ent  and Forest  Departm ents, the am ounts 

of credit  notes and warrants will be charged to the Rem it tance head and advised to the 

Divisions for response in the divisional accounts. 

 

8. The m onth of adjustm ent  and num ber and date of the Audit  Office int im at ion 

should not  be noted in the rem arks colum n of the cont ingent  register of the head of the 

office and in the acquaintance roll (office copy of T.A. Bills)  against  the item  concerned. 

 

9. The credit  notes and warrants sent  by the Audit  Office should be returned 

within a week of their receipt  duly accepted after scrut iny as regards the correctness of 

the amount  claimed. 

 

                                             APPENDI X I V 

 

                                           Rules 5 5  ( 5   and 1 3 )  

 

Rules regarding supply of Clothing and Liveries to Class I V Governm ent  Servants 

and Motor Drivers. 

 

These rules regulate the free supply of clothing and liveries to the Class I V 

Governm ent  servants and Motor Drivers working in various Government  Offices in the 

Karnataka State.  They are however, not  applicable to those Class I V government  

servants who are borne on the Karnataka Governm ent  Secretariat  ( including 

Governm ent  Houses and Guest  Houses)  and High Court  establishm ent  for which separate 

rules will be issued. 

 

(1)  Jam edars, Daffedars and Dalayats (Peons)  at tached to Governm ent  Offices 

should be supplied with cot ton clothing biennially, as per scales shown below:  

 

( i)  For those working in the offices of the Heads of Departm ents and Heads 

of Dist r icts – 

 

       4. Short  but toned-up coats, white drill 



 

  4. Trousers, white drill 

 

 4. Forage caps, white Arm y type 

 

( ii)  For those working in all other Government  Offices – 

 

3. Short  but toned – up coats, white drill 

 

3. Trousers, white drill 

 

3. Forage caps, white, Arm y type. 

 

Except ion – The Daffedars of Civil and Crim inal courts may be supplied one 

Turban and ten cubit  with ¼  inch gold lace and one plain turban of ten cubits biennially, 

in lieu of the forage caps. 

 

Note.  St itching charges shall be borne by Governm ent  and the work of st itching 

the uniform s shall be ent rusted to the Tailor ing Product ion Units of the Social Welfare 

Departm ent . 

 

(2)  ( i)  Chevrons – Chevrons should be supplied and affixed to the uniform s (on 

shoulders)  as per scales shown below: -  

 

     Jam edars – 3 chevrons of gold lace 

     Daffedars – 2 chevrons of gold lace 

     Dalayats – Nil 

 

     Chevrons should be replaced when worn out , but  not  earlier than 5 years. 

 

( iii)  Badges -   Badges should be supplied once for all to each servant , i.e., 

Jam edars, Daffedars and Dalayats.  The badges should be white metal and the size 4 

inches by 3 inches. 

 

Fresh supply of Chevrons and badges according to the above rules should be 

m ade only after the old ones are worn out .   

 

(3)  All Jamedars and Daffedars including those officiat ing in permanent  vacancies 

or in tem porary posts, should be supplied with clothing under these rules, without  pr ior 

sanct ion by Governm ent , provided that  if the tem porary posts are not  likely to cont inue 

for at  least  2 years no clothing should be supplied to the incumbents without  specific 

sanct ion of Governm ent . 

 

 (4)  ( i)  All permanent  Dalayata working in the Government  offices are eligible for 

supply of clothing and can be supplied with clothing without  pr ior sanct ion of 

Governm ent . 

 

( ii)  Temporary Dalayats officiat ing in permanent  vacancies can at  the discret ion of 

the Heads of Departm ents be supplied with clothing provided that  these Peons are likely 

to cont inue in service for at least  2 years. 

 

(5)  No clothing shall be supplied to the tem porary Class I V servants  who have 

put  in less than 5 years of service, except in case covered by special orders of 

Governm ent . 

 

(6)  The following scales are laid down for free supply of cot ton clothing to 

Watchm en, Guards, Laskars, Cycle orderlies ( including post  carr iers, cycle-peons and 



tapalies) , Motor Drivers, Sweepers and scavengers.  Supply of clothing under this rule 

should be made only after obtaining prior sanct ion of [ Head of Departm ent ]  

 

       

                 Watchm en and Guards:  

 

              2.khaki dr ill coats. 

                2.Khaki dr ill t rousers. 

 2. Khaki forage caps. 

 

             Cycle-orderlies and Lashkars:  

                   2. Khaki Bush coats. 

2. Khaki t rousers. 

2. Khaki caps. 

 

Sweepers and Scavengers;  

 

2. Blue drill bush coats. 

  2. Blue drill half-pants 

2. Blue caps. 

 

          Motor Drivers;  

 

3. khaki coats. 

2. khaki pants ( long)  

1 Hat  (once in 5 years) . 

 

Note 1. (a)  The supply of clothing under Rules (1)  to (6)  shall be biennial unless 

ordered otherwise in specific cases. 

 

(b)  Brass but tons for coats and caps should be supplied to watchm en and guards.  

These m ay be replaced when worn out  but  not  earlier than seven years. 

 

(c)  St itching charges to be borne by Governm ent . 

 

[ Note 2. Mill made cloth may be purchased for supply of Uniforms to Class I V 

Governm ent  Employees and Motor Drivers] . 

 

 

(7)  ( i)  Governm ent  m ay sanct ion a quinquennial supply of great  coats or warm  

clothing in lieu thereof, to Government  servants working in Hill Stat ions, etc., and may 

prescribe such scales, condit ions and m onetary lim its as in necessary in each case. 

 

( ii)  The Heads of Departm ents can, at  their discret ion,  sanct ion free supply of 

warm  clothing consist ing of one long coat  of coarse dark blue wollen suit ing, to Class I V   

Government  servants, who are eligible to cot ton clothing as per scales ment ioned in sub-

clauses ( i)  and ( ii)  of rule (1)  above, once in every four years, in lieu of one cot ton coat  

supplied biennially.  The supply of warm  clothing is however, rest r icted to offices 

situated in the Malanad areas and other mofussil places where winters are severe. 

 

Note.  Jam edars, Daffedars and dalayats, who are often required to accom pany 

officers on tour in the hill t racts are other cold places, may be supplied with warm  

clothing as provided in sub-clause ( ii)  above. 

 

8. The Heads of Departm ents, can sanct ion purchase of Kamblies umbrellas, rain-

coats with caps and water-proof caps with hood, for use of Class I V Governm ent  



servants working in Governm ent  offices under their cont rol, as per scales and condit ions 

m ent ioned below: -  

 

            ( i)  Kam blies    No Kam blies should ordinarily be issued to Class I V Governm ent  

servants Malis, watchm en and Guards who are often required to work outdoors during 

rainy season may, however, be supplied with one kambli each, biennially.  “Purchase of 

kamblies from  the Government  Wool Spinning Cent re, Kolar at  the lowest  rate available 

is perm it ted” . 

 

             ( ii)  Um brellas  (a)  Um brellas can, if necessary, be purchased and kept  in 

Governm ent  officers for use of  only such peons, i.e., Jam edars, Daffedars and Dalayats 

who are required to serve out  of doors during rainy seasons.  I t  is thus not  necessary to 

supply umbrellas to all peons and purchase of umbrellas is rest r icted to the m inimum 

number possible. 

 

        (b)  No um brellas should be purchased without  pr ior sanct ion of Governm ent  in 

places where the rains are not  heavy and cont inuous. 

 

         ( c)   Watchm en and Guards m ay be supplied with one umbrella each in lieu of 

kam blies, if considered necessary. 

 

(d)  The Umbrellas should be replaced as and when necessary but  not  earlier than 

2 years. 

 

( iii)  W ater Proof caps w ith hood and rain coats w ith caps.  (a)  One water-

proof cap with hood or a raincoat  with cap m ay be purchased for each of the  cycle 

orderlies in a Government  office. 

 

(b)  Malis, Watchm en and Guards who are required to work out -doors during rainy 

season and are ent it led to Kambalies one each, biennially, under clause (1)  of rule 8 of 

appendix I V of M.C.E. m ay be supplied with a Plast ic Rain coat  and a Plast ic Cap each, in 

lieu of Kambali once in 4 years. 

 

               Sim ilar ly when Um brellas are required to be purchased for the use of the 

Peon/ Dalayats/ Daffedars/ Jam edars as laid down in Clause ( ii)  of Rule 8 of appendix I V 

m inimum number of Plast ic Rain Coats with Plast ic Caps m ay be purchased once in 4 

years in lieu of Umbrellas) . 

 

(c)  water Proof caps with hood and raincoats with caps, m ay be replaced as and 

when necessary but  not  earlier than 3 years in case of water-proof caps with hood and 4 

years in case of raincoats with caps. 

 

(9)  (a)  All clothing, liveries, and other art icles supplied under these rules, shall 

remain the property of Government  while in use.  When renewed the old clothing m ay be 

m ade over to the servants concerned to be used as their pr ivate property and the other 

art icles to be auct ioned and the am ount  realized to be credited to Governm ent . 

 

(b)  The clothing, liver ies and other art icles supplied under these rules, to any 

Governm ent  servant  who dies, resigns or is dism issed, discharged from  Governm ent  

service, while they are in use, shall be retailed by Government  and issued to the new 

incum bent  or others. 

 

(10)  Rules regulat ing the supply of uniform s clothing, etc., to Governm ent  

servants other than those m ent ioned in these rules are either incorporated in the 

departm ental m anuals of the concerned departm ents or issued separately. 

 



            [ (11)  The art icles of clothing etc., sanct ioned under these rules m ust  be 

purchased from  the firm s which have entered  into rate cont ract  with the Stores 

Purchase Departm ent , if there is no such rate cont ract , the purchase of clothing etc., 

should be made in accordance with the Stores Purchase Departm ent  Rules.  The cost  

thereof should be m et  from  the sanct ioned grants.]  

     

(12)  The following categories of Government  servants are not  eligible for free 

supply of clothing: -  

 

At tenders, Mutchis, Dafterbands, Carpenters Malis Masalchis, Faraschies and 

others whose dut ies are not  of such a nature as to require constant  at tendance on 

Gazet ted officers or close cont ract  with public. 

 

(13)  These rules shall come into force with effect  from  1st April 1958, replacing all 

relevant  ole rules in vougue in the various integrat ing areas of the Re-organised Mysore 

State. 

 

                                                               By Order and in the nam e of  the  

                                                                     Governor of Karnataka, 

 

 

                                                                          G. MATHAI S, 

                                                  Secretary to Governm ent , 

                                                   Finance Departm ent  

 

Rules for  the supply of clothing to the Governm ent  servants of the Karnataka 

Governm ent  Secretar iat . 

 

Free supply of light  clothing to Drivers, At tenders and other Class I V servants of 

the Karnataka Governm ent  Secretariat  m ay be made once in eighteen months in 

accordance with the scales indicated below, st itching charges being borne by 

Governm ent : -  

 

Jam edars: -  

 

      1. White suits of Khadi Drill                          Two 

      2.  (a)  White turban with ½  inch lace              One 

            (b)  White turban, plain                                One 

       3.  Sandals                                                         One pair 

 

 

 

Daffedars: -  

 

  1. White suits of Khadi Drill                                                Two 

  2.   (a)  White turban with ¼  inch lace                                   One 

        (b)  White turban, plain                                                     One pair 

   3. Sandals 

 

  

          Dalayat / Cycle Orderly: -  

 

 1.  White suits of  Khadi Drill                                                  Two 

  2.   White Caps                                                                         Two 

  3.   Sandals                                                                                 One pair 

 



 Note -   Night  Cycle orderlies (under the cont rol of resident  Clerks)  will also get  

one woolen blanket  and one woolen sweater each cost ing not  m ore than Rs.25 and 

Rs.50 respect ively. 

 

The supply of blanket  will be once in five years and the sweater once in three 

years. 

 

I f the Cycle Orderly concerned ret ires or is t ransferred before the expiry of 

specified period of five/ three years  the blanket / sweater has to be surrendered to the 

DPAR (Execut ive) . 

 

 

Attender’s in Minister ’s Establishm ent / At tender incharge of officer ’s tables:-  

 

1. White suits of khadi Drill-Two 

2. White caps of Khadi Drill-Two 

3. Sandals     One pair  

 

Lift  At tender/ Lift  Mechanic: -  

 

1. While suits of Khadi Drill-Three 

2. White caps of khadi Drill-Three 

3. Shoes – One pair 

 

Scooter Driver: -  

 

1. White suits of Khadi Drill – Two 

2. Sun hat  – One 

3. Shoes – One pair 

 

Conservancy Maist ry: -  

 

1. White suits of Khadi Drill – Two 

2. White caps of Khadi Drill – Two 

3. Shoes – One pair 

 

Head Lasker: -  

 

1. White suits of Khadi Drill-Two 

2. White caps of khadi Drill – Two 

3. Sandals – One pair 

 

Sweeper/ Lasker: -  

 

1. Khakhi suits of khadi dr ill-Two 

2. Khakhi caps of khadi Drill-Two 

3. Sandals – One pair 

 

Watchm an: -  

 

1. Khaki Bush Coats of Khadi Drill (Army Type)  Two 

2. Khaki caps of khadi Drill – Two  

3. Khadi t rousers of Khadi Drill – Two  

4. Shoes (black)  – One pair 

 

Driver: -  

 



1. White suits of Khadi Drill – Two  

2. Khaki suit  of  Khadi Drill – One  

3. Gold lace Shamala kulla and Pat ta (once in three years)  One set  

4. Shoes – One pair 

5. Jersey (once in three years)  – One 

 

Lady Dalayat : -  

 

1. Sarees – Two 

(Total cost  not  to exceed Rs.30. per head)  

2. Sandals – One pair 

 

 

N.B. (7)  Watchmen and Cycle Orderlies on night  duty will be ent it led to warm  

clothing i.e., one kambali each once in three years. 

 

(2)  Cycle Orderlies, Scooter Drivers and Flagman are ent it led to the supply of one 

Raincoat  each, not  earlier than once in four years. 

 

Note.  The above Rules are also applicable to the Drivers, At tenders and other 

Class I V servants working on the establishm ents of Minister, Deputy Ministers and 

Parliamentary Secretaries. 

 

Rules for the free supply of clothing to the Class I V Servants of the Karnataka 

High Court . 

 

 

The scale of free supply of clothing to various categories of Class I V Servants 

borne on the establishm ent  of the High Court  of Karnataka is fixed as indicated below:  

 

1. Jamedar 

 

(a)  Two white Khaddar suits – Annual 

  

Three Chevrons of gold lace – To be replaced when worn out  but  not  earlier than 

5 years. 

 

(b)  ( i)  One lace turban of ten cubits with ¾  inch gold lace Annual. 

 

                                   One plain turban of 10 cubits – Annual 

 

                                                                  Or 

 

                                     ( ii)  Two white caps, sandals, one pair – Annual. 

 

2. Daffedar 

 

(a)  Two white Khaddar suits – Annual. 

 

Two Chevrons of gold lade – To be replaced when worn                    

out  but  not  earlier than 5 years. 

 

(b) ( i)  One lace turban of ten cubits with ¾  inch gold lace –One plain turban of 10 

cubits – Annual. 

                                        Or 

 

        ( ii)  Two white caps, sandals, one pair – Annual. 



 

Note. – Chevrons should be affixed to the uniform  on shoulders. 

 

3. Caretaker 

(a)  Two white Khaddar suits – Annual. 

(b)  ( i)  One lace turban of ten cubits with ¾  inch gold lace – Annual. 

One plain turban of 10 cubits – Annual. 

 

                               Or 

( ii)  Two white caps, sandals, one pair – Annual. 

 

4. Cycle Orderlies 

(a)  Two white Khaddar suits – Annual. 

(b)   ( i)  Two plain turbans of ten cubit  – Annual. 

 

                                                             Or 

                            ( ii)  Two white caps, Sandals one pair – Annual. 

                            (c)  One raincoat  and cap – Once in four years. 

 

5. Peons 

(a)  Two white Khaddar suits – Annual. 

(b)  ( i)  Two plain turbans of ten cubits – Annual. 

                                                           Or 

                                 ( ii)  Two white caps, sandals, one pair – Annual. 

 

6. Watchm en 

 

(a)  Two Khaki Khaddar bush coats (Arm y type)  or Khaddar suits-  

Annual. 

(b)  ( i)  Two Khaki Khaddar turbans of ten cubits-  Annual. 

( ii)  Two khaki caps, shoes one paid (Black)  

 

(c)  ( i)  One great  coat  – Once in 5 years. 

 

                                 Or 

 

( ii)  One Kambali at  a cost  not  exceeding Rs.20-  Once in 3 years. 

 

7. Sweepers 

 

(a)  Two Khaki Khaddar suits-  Annual. 

(b)  ( i)  Two Khaki turbans of ten cubits – Annual. 

 

                                      Or 

       ( ii)  Two Khaki caps Sandals, one pair – Annual. 

 

8. Scavengers 

 

(b)  ( i)  Two Khaki turbans of ten cubits – Annual  

 

                                      Or 

( ii)  Two Khaki caps, sandals, one pair – Annual. 

 

9. Drivers 

 

(a)  Three shits of Khaki Khaddar – Biennial. 

(b)  Four Khaki caps ( for driver)  – Biennial. 



 

10. Cleaners 

 

(a)  Three suits of Khaki Khaddar – Biennial. 

(b)  Four Khaki caps-  Biennial. 

 

            Note. 1. St itching charges will be borne by Government . 

 

       2. Brass but tons m ay be supplied with the clothing. 

         

4. I n all cases, only short  but toned – up coats should be supplied either with 

Khaddar Bush Coats (Arm y type)  or short  but toned up coats. 

 

11. Mutchies, Dafterbands and At tenders 

 

(a)  Two white Khaddar suits – Annual. 

 

(b)  ( i)  One lace turban of 10 cubits with ½  inch gold lace – Annual. 

 

One plain turban of 10 cubits – Annual. 

  

( ii)  Two white caps, sandals, one pair – Annual. 

 

12. Drivers 

 

1. Two white suits – Annual. 

2. One Khaki suit  – Annual. 

3. Two white caps – Annual. 

4. One Khaki cap – Annual. 

5. One Pair of shoes – Annual. 

6. One Jersey – Once in three years. 

 

13. Employees of the High Court  Press 

 

( i)  Com positors, Two aprons Biennial;  

( ii)  Machine Minders, Two overalls-Biennial:  

( iii)  Binders, Two aprons-Biennial;  

( iv)  Cut t ing Machine Operator, Two overall-Biennial;  

(v)  Counters, Two aprons-Binnial 

      

14. Wireman 

 

(a)  White suits of Khaki Drill – 3 (Three)  

(b)  White caps of Khaki Drill – 3 (Three)  

(Once in Eighteen Months)  

 

(c)  Shoes – One pair. 

 

(2)  All the Class I V staff borne on the establishm ent  of the High Court , and 

working in the categories enumerated above will be eligible for the supply of free 

clothing.  The Regist rar, Karnataka High Court  is hereby em powered to sanct ion supply 

of clothing to the Class I BV staff of the High Court  as per the scale prescribed in these 

rules, provided the expenditure can be m ed out  of sanct ioned grants. 

 

(3)  The expenditure involved should be debited to the head “21. Adm inist rat ion of 

Just ice – a. High Court  C.S No.160 – 4 Cont ingencies” . 

 



 

Rules for  the supply of clothing to the Class I V servants of the Karnataka Public 

Service Com m ission 

 

The scale of free supply of clothing to various categories of Class I V servants 

borne on the establishment  of the Karnataka Public Service Commission is fixed as 

indicated below, the supply of caps and a pair of sandals being in lieu of turbans. 

 

                                   SCHEDULE 

 

1. Jamedar 

 

                                     Two white Khaddar suits – Annual. 

                                      Two white caps – Annual. 

                                       A pair of sandals – Annual. 

 

     Three chevrons of gold lace – To be replaced when worn out  but  not  earlier 

than 5 years. 

 

2. Daffedar 

 

Two white Khaddar suits – Annual. 

Two white caps – Annual. 

A pair of sandals – Annual. 

 

Three chevrons of gold lace – To be replaced when worn                    

out  but  not  earlier than 5 years. 

 

 

3. Carataker 

 

     Two white Khaddar suits – Annual. 

      Two white caps – Annual. 

      A pair of sandals – Annual. 

 

4. cycle Orderly 

 

Two white Khaddar suits – Annual. 

Two white caps – Annual. 

A pair of sandals – Annual. 

One rain coat  with cap – Once in four years. 

 

5. Peon 

Two white Khaddar suits – Annual 

Two white caps – Annual 

           A pair of sandals – Annual 

 

6. Sweeper 

 

Two white Khaddar suits – Annual 

Two White caps – Annual 

A pair of sandals – Annual. 

 

7. Scavenger 

 

Two Khaki Khaddar suits – Annual. 

Two Khaki caps – Annual 



A pair of sandals – Annual. 

 

8. Mutchy, Daftarband  and At tender 

Two white Khaddar suits – Annual. 

Two white caps-  Annual. 

A pair of sandals – Annual. 

 

Rules for the supply of clothing to the Recept ionists, Motor Car Drivers and 

Class I V servants of Hospitalit y Organisat ion.  

 

1. Recept ionists 

1. White suits – Two. 

2. Shoes (Leather)  – One pair. 

 

2. But lers/ Jr.But lers/ Caretakers/ Waiters/ Roomboys 

 

1. White suits-Four. 

2. Canvas Shoes – Two pairs. 

3. Gloves – Two pairs. 

4. Plain Turbans (3/ 4” )  – Two. 

 

3. Dalayats/ Lascars/ Peons/ At tenders 

 

1. White suits – Two 

2. Khadi Caps (White)  – Two 

3. Canvas Shoes – Two pairs. 

 

4. Cook Matey/ Pant ry Matey 

 

1. Khaki Suits – Two. 

2. Khaki caps – Two. 

3. Canvas Shoes – Two pairs. 

 

 

5. Sweeper/ Scavengers 

 

1. Khaki suits-Two. 

2. Khaki caps-Two 

3. Canvas Shoes – Two pairs. 

 

6. Fit ters/ Turkeys/ Farash 

 

1. White suits – Two 

2. White suits – Two 

3. Canvas Shoes – Two pairs. 

 

7. Cooks 

 

1. White suits – Two 

2. Aprons – Two 

3. Canvas Shoes – Two pairs 

4. caps – Two. 

 

8. Tindals 

 

1. Khaki half suits – Two 

2. Khaki caps – Two. 



3. Canvas Shoes – Two pairs. 

 

9. Masalchi/ Cartm an/ Carpenter 

 

1. Khaki half suits – Two. 

2. Khaki caps – Two. 

3. Canvas Shoes – Two pairs. 

 

 

 

10. Watchm an 

 

1. Khaki Bush Coats (Arm y type)  – Two. 

2. Khaki caps – Two. 

3. Khaki t rousers – Two. 

4. Shoes (Black)  – One pair. 

 

N.B. – Watchman on night  duty will be ent it led to warm  clothing i.e., One Kambali 

once in three years. 

 

11. Dhoby. 

 

1. White suits – Two. 

2. Khadi caps – Two. 

3. Canvas Shoes – Two pairs. 

 

12. Daffedars 

 

1. White suits – Two 

2. Turbans plain (1/ 2” )  – Two 

3. Canvas Shoes – Two pairs 

 

 

13. Drivers 

1. White suits – Two 

2. Khaki suits – One. 

3. Gold lace Shamala kulla and pet ta (once in three years)  – One set . 

4. Shoes – One pair (once in three years) . 

5. Jersey (Woollen)  – One (once in three Years)  

6. Woolen suit  – One (once in three years) . 

 

14. Cleaners 

 

1. Khaki half suit  – Two. 

2. Khadi caps – Two. 

3. Chappals – One pairs. 

 

 

15. Lady dalayts/ Lady Sweepers/ Lade Scavengers/ Linen Mender 

 

1. Sarees (Total cost  not  to exceed Rs.30 per head)  – Two 

2. Chappals – One pair. 

 

 

(10) . Women employees in Karnataka Government  Guest  Houses at  Ooty will be 

supplied the following warm  clothing in lieu of winter clothing in lieu of winter clothing 



allowance.  This will be once in three years.  The charges for st it ching the full sleeves 

Blouses will be borne by Government . 

   

1. Binny Flannel Full sleeves Blouses – (one pair) . 

2. Woolen Ladies full over – (one) . 

3. Woolen shawl –(one) . 

 

The clothing and liveries which will be of m ill made drill,  should be supplied in 

once in eighteen m onths in accordance with the scale indicated above and the date of 

last  supply of uniform s should be the basis for the next  supply. 

 

The temporary Class I V employees of the Hospitality Organisat ion may also be 

supplied with uniforms provided a m inimum of one year’s service has been completed 

and there is a prospect  of their cont inuance. 

 

The total cost  per woolen suit  should not  exceed Rs.200 including cost  of lining.  

The cloth (cot ton and wollen)  should be purchased through the firm  recognized by Stores 

Purchase Departm ent . 

 

 

APPENDI X V 

 

“Rules for  sanct ion of expenditure on the obsequies of deceased Governm ent  

Em ployees”. 

 

The Heads of Offices can sanct ion relief to the fam ilies of Government  employees 

(both Gazet ted and non-Gazet ted)  who die on duty, as defined in the K.C.S.Rs., or when 

on leave sanct ioned by competent  authority excluding leave preparatory to ret irement  or 

on tour or on inspect ion for m eet ing charges in connect ion with the perform ance of 

obsequies or the t ransport  of the body to the nat ive or other place of the deceased 

Governm ent  em ployee, if the occasion so arises. 

 

(2)  The am ount  that  m ay be sanct ioned by the Head of office for the purpose 

shall not  less than [ rupees five hundred]  and not  m ore than [ rupees one thousand]  

having due regard to the circum stances of each case.  Before sanct ioning the am ount , 

the head of the office shall obtain necessary part iculars and sat isfy him self about  the 

quantum  of am ount  to be sanct ioned in each case.  The Head of office shall in cases 

where the am ount  sanct ioned is m ore than the m inimum record the reasons and 

circum stances necessitat ing the sanct ion of an am ount  m ore than the m inim um . 

 

(3)  The amount  specified in sub- rule (2)  above m ay be drawn on product ion of a 

death cert ificate to be given by the at tending doctor, if any, at  the t im e of death of the 

Government  employee and where there is no such doctor, a statem ent  of circum stances 

and reasons result ing in the death of the Government  employee shall be produced, duly 

authent icated by the Head of the Office. 

 

(4)  The am ount  sanct ioned under these rules shall be paid to the nearest  relat ive 

of the deceased Government  employee or to the person lawfully in possession of the 

body of the deceased Government  employee, for purposes of perform ing obsequies, 

after obtaining due acknowledgement  in this regard. 

 

(5)  For the purpose of sanct ioning the above relief the term  Head of Office shall 

m ean-  

 

( i)  in the case of the Secretariat , the Chief Secretary;  



( ii)  in the case of Head of Departm ents and the Offices in the Dist r icts, the Heads 

of the Department  of Office or Office or in the absence, next  Officer- in-charge of the 

Departm ent  or Office;  

( iii)  in any other case, the Pay Disbursing Officer. 

 

Expenditure on the above shall be med from the cont ingent  provision of the 

Departm ent  or office concerned. 

 

 

                                                         I NSTRUCTI ONS 

 

1. The Govt . Servant  drawing this bill is responsible for having init ialed the date 

of each paym ent  in the Cont ingent  Register.  The Register is required to be sent  with the 

bills and sub-vouchers for this purpose. 

 

2. The t reasury Office will make payment  on this from  as often as required.  But  

the drawer should be careful to include in the Detailed Cont ingent  Bill of a month only 

the amount  of all Abst ract  Cont ingent  Bills encashed at  the Treasury during the month. 

3. I f any cert if icate is not  at tested by the init ials of the drawing officer, the 

Treasury Officer m ust  return it  for supply of the om ission. 

 

4. Separate detailed head of account  and code No. are not  provided for Plan and 

Non-Plan Schemes.  But  separate columns are provided on page 1 of the bill for entering 

the am ounts for Plan and Non-Plan care should be taken to enter the am ount  in Plan on 

non-plan colum n depending upon the fact  that  the expenditure relates to Plan or Non-

plan schem e. 

 

5. I n form  TC2 the relevant  head of Account  Code for the detailed head and code 

Nos. of the Treasury and Drawing Officer should be quoted.  The am ount  m ay be entered 

TC2 in plan or Non-plan column as per inst ruct ion 4 above. 

 

Total Amount  claimed (Brought  Forward from  first  page)  Rs___________  ( in 

words)  rupees ___________   

 

1. Cert ified that  claim  (a)  referred to in Part  I I  is/ are mature and ready for 

payment  and that  payment  will be made soon after this bill is cashed. 

 

2. Cert ified that  the unspent  balance deducted in Part  I I  represent  at  actual 

am ount  of unspent  balance of advances with me of under my cont rol and that  there are 

no other unspent  balances of advances with m e pending disbursem ent . 

 

3. Cert ified that  the Detailed Cont ingent  Bill for all cont ingent  charges drawn by 

me on Abst ract  Bill during the previous month has been forwarded with all necessary 

vouchers to the Countersigning officer on __________________ for counter signature 

and t ransm ission to the Accountant   General Karnataka Bangalore. 

 

                  Stat ion ________                          Signature and Designat ion of                      

                  Date    _________                             the Drawing Officer 

 

_____________________________________________________________     

                                                        For use in Treasury 

          Pay Rs.                                    ( in words)  Rupees 

 

 

                                  Account  Head Accountant       Treasury Officer  

                                         For use in Audit  Office 



                             Am ount                                                                    Am ount  

  

Head of Service                                       Objected to in full pending  

Chargeable                                              receipt  of detailed cont ingent   

        Bill 

Objected to for other reasons     

                        ( specified below)  

 

Date             Auditor                   Sect ion officer     Gazet ted officer 

 

 

APPENDI X VI  

 

( Rule 3 2 - A)  

 

Condit ions under which the Policy is issued and the Benefit  accruing under the 

Policy. 

 

CONDI TI ONS 

 

1. This policy and the Schedule hereto shall be read together as one cont ract  and 

any word or expression to which a specific meaning has been at tached in any part  of this 

Policy or the Schedule shall bear such specific meaning wherever it  may appear. 

 

2. Every not ice or com m unicat ion to be given or made under this policy shall be 

delivered in writ ing at  the Cent ral Office or the Divisional office of the Corporat ion. 

 

3. The Corporat ion will not  be liable to make any payment  under this Policy in 

respect  of any claim  (a)  if such claim  be in any m anner fraudulent  or supported by any 

fraudulent  statem ent  or device whether by the I nsured or by any person on behalf of the 

I nsured, (b)  if there be any m isstatem ent  in or non-disclosure of a m aterial fact  from  the 

proposal and/ or any other statement  made in connect ion therewith, (c)  unless after an 

injury the Life Assured shall produce and act  upon proper m edical or surgical advice. 

 

4. I f the Life Assured shall sustain any bodily injury in respect  of which a claim  is 

or m ay be m ade under this Policy prom pt  writ ten not ice thereof shall be given to the 

Corporat ion as soon as possible but  if any event  within fourteen days of the injury but  if 

the Life Assured shall die, not ice of death shall be given forthwith by the insured.  

 

5. All cert if icates informat ion and evidence required by the Corporat ion shall be 

furnished at  the expense of the I nsured or his legal personal representat ive and shall be 

in such form  and of such nature as the Corporat ion m ay prescribe. The Life Assured, as 

often as required, shall subm it  to medical exam inat ion on behalf of the Corporat ion 

before internm ent  or crem at ion and the Corporat ion may require and/ or be represented 

at  post  mortem  exam inat ion on the body of the Life Assured, I mmediate not ice stat ing 

t ime and place shall be given to the Corporat ion of any inquest  appointed.  Time is the 

essence of this condit ion. 

 

6. The Life Assured m ust  immediately after the occurrence or an Accident  which 

may be the subject  of a claim  under this Policy, obtain and follow the advice of a duly 

qualified and registered medical pract it ioner failing which the Corporat ion shall not  be 

liable for any consequence arising from  such failure by the Life Assured to obtain and 

follow such medical advice. 

 

7. The insured shall give immediate not ice to the Corporat ion of any change in 

the occupat ion of the Life Assured;  and shall also give not ice before any renewal of this 



Policy of any injury, disease, physical defect  or infirm ity affect ing the Life Assured and of 

which the I nsured has becom e cognisant . 

 

8.I f the Life Assured shall change his occupat ion or engage in a m ore hazardous 

occupat ion than that  stated in the Schedule the I nsured shall give immediate not ice to 

the Corporat ion and if the Corporat ion shall elect  to accept  and cont inue on the r isk, the 

I nsured shall pay such addit ional prem ium  as m ay be required by the Corporat ion. 

 

9. Any circum stances in relat ion to any condit ion herein com ing to the knowledge 

of the representat ive of the Corporat ion shall not  be a not ice to or be held to bind or 

prejudicially affect  the Corporat ion, notwithstanding the acceptance of any prem ium  by 

the Corporat ion nor will the corporat ion be bound by any receipt  except  the issue on its 

pr inted office form  and duly signed by the Corporat ion. 

 

10. The Corporat ion m ay any t im e, giving seven days not ice by writ ing to the 

I nsured determ ine this Policy provided that  the Corporat ion shall in that  case return to 

the insured the then last  prem ium paid by him  less a prorate thereof for the port ion for 

the current  insurance period which shall have expired. Such not ice shall be deemed 

sufficient ly given if posted and addressed to the I nsured at  the within m ent ioned address 

or at  any later address of which not ice in writ ing shall have been given to the 

Corporat ion and shall be deemed to have been received by the I nsured at  the t im e when 

the same would be delivered in the ordinary course of post . Accident  death shall not  be 

presum ed by reason of the disappearance of the Life Assured. 

 

11. Any receipt  of discharge which the I nsured m ay grant  to the Corporat ion for 

any capital sum of compensat ion under this Policy shall be deemed a final and complete 

discharge of all liabilit y by the Corporat ion in respect  of any and every bodily injury 

( including death)  result ing to the Life Assured in consequence of the accident  whether 

result ing before or after the date of such receipt  or discharge. 

 

12. I t  shall not  be incum bent  on the Corporat ion to give not ice that  any prem ium  

for renewal is dye and such prem ium shall be deem ed to be due on the date on which 

the Policy Expires. The Corporat ion shall not  be bound to accept  any renewal and the 

Policy shall not  be renewable after the year of insurance in which the Life Assured at tains 

the age of 60 years. 

 

13. The Corporat ion shall be ent it le to t reat  the I nsured as the absolute owner of 

the Policy and shall not  be bound to recognize any equitable or other claim  to or interest  

in the Policy. 

 

14. All differences arising out  of this Policy shall be referred to the decision of an 

Arbit rator to be appointed by the part ies in difference or if they cannot  agree upon a 

single Arbit rator to the decision of two Arbit rators one to be appointed in writ ing by each 

of the part ies within one calendar month after having been required in writ ing so to do 

by either of the part ies or in case of the Arbit rators do not  agree of an Umpire appointed 

by the Arbit rators before entering upon the reference. The Umpire shall sit  with the 

arbit rators and preside at  their meet ings and the making of an Award shall be a 

condit ion precedent  to any r ight  of act ion against  the Corporat ion. The cost  of and 

connected with the Arbit rat ion, shall be in the discret ion of the Arbit rator, Arbit rators or 

Umpire. I f the Corporat ion shall disclaim  liabilit y to the I nsured for any claim  hereunder 

and such claim  shall not  within twelve calendar m onths from the date of such disclaimer 

have been referred to Arbit rat ion under the provisions herein contained then the claim  

shall for all purposes be deemed to have been abandoned and shall act  hereafter be 

recoverable hereunder. 

 

BENEFI TS 

 



Accidents 

 I tem  

Result  

Com pensat ion payble 

 

1.   Death 

Occuring within six Calendar 

m onth of the the  happing of 

bodily I njury as aforesaid) . 

(1)  The capital sum . 

 

2. Loss of Lim bs of Eyes   

That  is, loss by actual physical  Separat ion at  or above 

the wrist   Or ankle of-  

2)  The Capital sum . 

 

 i)  both hands or both feel or  

 ii)  one hand and one foot  or  

 iii)  one hand or one foot  and the complete and 

irrecoverable loss of all sight  of one eye or 

 

 iv)  Complete and irrecoverable loss of all sight  of both 

eyes (occurr ing within six Calendar  

m onths of the happening of bodily injury as 

aforesaid) . 

 

    3.  Loss of Lim b or Eye that  is, loss by actual physical 

separat ion at  or above the                     wrist  of ankle 

of,-  

3)  50%  of the capital sum  

 i)  one hand or one foot  or,  

 ii)  the complete and irrecoverable loss of all sight  of 

one eye (occurr ing within six Calendar 

m onths of the happening of Bodily I njury as 

aforesaid) . 

 

4 Perm anent  total Disablem ent  i.e., accidental Bodily 

I njury as defined  in the policy which will not   result ing 

in Loss of Limps or Eyes  as stated in item  2 or 3 

above or   sub-sect ion thereof shall solely and  

direct ly, totally absolutely and   permanent ly disable 

and prevent   The Life Assured from  engaging in  Or 

giving at tent ion to em ploym ent    Or occupat ion or 

business of any            Kind whatsoever, (Occurr ing 

within  Twelve m onths of the happening  Of Bodily 

I njury as aforesaid) .  

A sum  for a period not   

exceeding ten years at  

the rate of 10%  per 

annum  of the Capital sum  

stated in the Schedule 

payable         after expiry 

of each 

completed year of  

disablement . 

Or 

A lumpsum at  the opt ion 

of the I nsured not  within 

exceeding 50%  of the 

Capital sum stated in the 

Schedule payable after 

Expiry of one year from  

The date of happing of  

Bodily I njury. 

       

Provided always that  proof sat isfactory to the Corporat ion that  such disablem ent  

has cont inued for a period of one year from  the date of happing of Bodily I njury and will 

cont inue thereafter for the rem ainder of the life shall be furnished by the Life Assured at  

the t im e when each annual paym ent  becom e due. 

5 Tem porary Total disablem ent , i.e., Accidental Bodily 

I njury as defined    I n the Policy which shall solely and  

Direct ly totally disable and prevent      The Life Assured 

from  engaging in      

Or being occupied with or giving At tent ion to the Life 

Assured  Em ploym ent  or occupat ion or business 

During such total disablem ent . 

Compensat ion per week 

at  the rate of 1%  of the 

Capital sum stated in the 

Schedule (subject  

however to a maximum 

sum  of Rs.1000 per 

week) . 



 Temporary part ial disablement , i.e.,      Accidental 

Bodily I njury as defined  I n the Policy which shall 

solely and  Direct ly part ially disable and prevent  The 

Life Assured from  engaging in or Being occupied with 

or giving at tent ion o a substant ial part  of the Life 

Assured’s Em ploym ent  or occupat ion or business 

During such part ial disablement . 

Compensat ion per week 

at  the rate of 3 per cent  

of the Capital sum stated 

in the Schedule(subject  

however, to a maximum 

sum  of Rs.330 per week)  

 

 

 

Subject  to the maximum period of compensat ion in respect  of item s 5 and/ or 6 in 

respect  of any one accident  being 104 consecut ive weeks from  the date of happening of 

Bodily I njury.)  

 

Form  1  

Rule 3 2  

REGI STER OF CONTI NGENT CHARGES OF THE OFFI CE OF 

 To whom  pad  

Date 

 

 

Budget  grant  

of each 

detailed head  

Sub-Vouchers 

cont ingent  

Abst ract  

 

 

 

 

1 2 3 4 5 6 7 8 9 10 

          

Usual Charges Total of each 

Cont ingent  

abst ract  

 

Total of 

each 

m onths’s 

bills  

 

Date of 

detailed 

bill 

 

Date of 

adm issi

on with 

I nit ials 

 

Rem arks (Amo

disallowed etc.  

 

Descri

pt ion  

Am ount        

10 11 12 13 14 15 16 

       

Form  3  

 

 

 

 

 

 

 

 

 

 

 

 

Rules 3 6  

DETAI LED CONTI NGENT BI LL 

Not  payable at  the Treasury 

 

Governm ent  of  

Karnataka 

Bills of cont ingent  charges 

of 

 Month of 1 9  

Head of Service   No of 

Vouchers 



Sub- Vouchers Descript ion of charge and 

num ber and date of 

authority for  a ll charges 

requir ing special sanct ion 

 

No. Date of 

paym ent  

  

 

 

 

 

 

Am ount  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

Carr ied over 

Rs. Rs. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

FORM 3  - contd. 

Sub Vouchers 

No Date of 

paym ent  

Descript ion of charge and num ber and date of authority for  a ll 

charges requir ing special sanct ion 

Am oun

t  

  Brought  forw ard 

 

 

 

( I n w ords)  Total 

Rs.   Ps

           

Nam

e of 

detai

led 

head 

Allotm en

t  of 

current  

year 

Expenditure 

including 

this bill 

 Am ount  of 

adjustm ent  

bills annexd 

 Balance 

available 

 A.C. Bills 

No. and 

date 

Am ount  

 Rs. Rs. P. Rs. P. Rs. P. Treasury  

 

 

 

Total 

Add 

Rs

. 

p. 



am ount  

of 

disallow

ance 

refunded 

 

Total 

 

Disbursing Officer’s Cert ificate 

I  cert ify that  the expenditure charged in this bill could not , with due regard to the 

interests of the public service, be avoided. 

 

I  have sat isfied myself that  the charges in this bills have been really paid. 

 

Vouchers for all items of expenditure above Rs.50 amount  and all work bills are 

at tached to this bill.  

 

I  have as far as possible, obtained vouchers for other sum s, and am  personally 

responsible that  they have been so cancelled that  they cannot  be used again. 

 

Stat ion…………… 

Date……………………….  

                                                                        Signature and Designat ion of 

                                                                                  Drawing Officer. 

 

Countersigning Officer’s Cert ificate 

 

     Passed for Rs……………. 

     Disallowed from  Sub-Vouchers. 

     Nos………..Rs…………. 

 

 I  cert ify that  in support  to every charge of more than Rs.50 made in this bill,  

receipt  or other voucher has been given to m e. The receipts and vouchers for item s in 

excess of Rs.200 are at tached to this bill and I  am  responsible that  the receipts and 

vouchers for all other items of more than Rs.50 are in proper form  and order and are in 

m y possession and that  they have been so cancelled that  they cannot  be again used to 

support  claim s against  Governm ent . 

  

 All work bills are also appended. 

 

Date……………………                            Signature and Designat ion of the 

                                                                             Countersigning Officer. 

 

 

FORM- 4  

GOVERNMENT OF KARNATAKA 

DETAI LED CONTI NGENT BI LL PAYABLE AT TREASURY 

Detailed Bill of Cont ingent  Charges of                   For use of Treasury 

………………..for the m onth of ………                 Vr. No…………… 

19……………….Bill NO……………..                   Date…………….. 

 

                  Head of Account                                     Treasury preferred 

                                                                                  At ;  

                                                                                  Dist . Sub-Treasury 

Sub-Voucher Descript ion of charge & No. Am ount  



No. Date of 

Paym ent  

date of authority for all 

charges requir ing Spl. 

Sanct ion 

Plan 

Plan 

 

Rs.     Ps. 

Non-Plan 

 

Rs.      Ps. 

   

                  Total 

  

  

 

 

 

  

( in words)  Rupees 

 

st ruct ions.-  

(1)  Separate detailed head of account  and head of account  code num ber are not  

(2)  drawing officer happens to be the countersigning also the 

 

DI SBURSI NG OFFI CER’S CERTI FI CATE 

 

I  cert ify the expenditure charged in this bill could not , with due regard to the 

teres

      2. I  cert ify that  the materials and stores charged in the bill have been brought  on 

3. I  cert ify that  the purchases billed for having been received in good order, that  

eir  q

Stores Purchase Departm ent / Head of the Departm ent……….after calling for tender 

4. I  cert ify that  the expenditure on conveyance charges included in the bill was 

ctually

I n

 

provided for plan and non-plan schemes. However separate columns are 

provided on first  page of the bill for entering the amount  of plan and non-

plan expenditure. Care should be taken to enter the am ount  in one of the 

colum ns depending upon the fact  that  the expenditure relates to Plan or 

Non-Plan Schem e. 

I n cases where the 

countersigning officer will sign the bill at  both the places 

 

 

in t  of the Public Service be avoided. I  have sat isfied m yself that  the charges 

entered in this bill have been really paid with the except ion noted below which exceeded 

the balance of the permanent  advances and will be paid on receipt  of the money drawn 

on this bill.  Vouchers for all items of expenditure above Rs.50/ 1000 in amount  and all 

work bills are at tached to this bill,  have those noted below which will be forwarded as 

soon as the am ounts have been paid. I  have as far as possible, obtained vouchers for 

other sums and am personally responsible that  they have been so cancelled that  they 

cannot  be used again. 

 

  

the respect ive inventories on date…….. and those materials and stores are being duly 

accounted for and verified as required by rules. 

 

 

th uant it ies are correct  that  their quality good, that  the rates paid are not  in excess 

of those accepted by the 

 

 

and the m arket  rates and that  suitable notes of paym ents have been recorded against  

the original indents and invoices concerned to prevent  double payment . 

 

 

a  incurred and the same was unavoidable and is within the scheduled scale of 

charges for the conveyance used. 

Nam e of the detailed    Allotm ent  of   Expenditure   Adjustm ent      Balance 

ble 

.     Rs.   Ps.              Rs.   Ps.     Rs.      Ps. 

Head                             current  year     including        bills annexed  availa

                                       This Bill 

                                        Rs.     Ps

 



Place…………………………                                   Signature…………… 

                                                           Designat ion of Drawing Officer……. 

FOR THE USE OF COUNTERSI GNI NG OFFI CE 

 

Countersigned for Rupees ( in figures)…………………..( in 

I  cert ify that  in support  of every charges of more than Rs.50 made in this bill,  a 

ceipt

All work bills are also appended. 

lace…………………………….     Signature and Designat ion of the 

Space for Audit  Office                   Apace for use of Treasury 

dm it ted Rs.                                                 Pay Rs…………….( in words)  

uditor Sect ion Officer    Accountant                    Head Accountant  

azet ted Officer                                 Treasury Officer”  

 

FORM 5  

( Rule 4 6 )  

Bill for  Service Postage Stam ps 

Not  payable in Cash but  Book Transfer  

 

                                                                             Bill NO………………/  

r service postage 

ostage stam ps required of the             Num ber                       Value 

 Rupees Stamps Sheels Labels 

 

  

Date…………………………. 

 

 

 

words)……………………..(Disallowed)………………………..Rs………………from  sub-voucher 

No…………………………) 

 

 

re  or other voucher has been given to m e.  The receipt  and vouchers for item s in 

excess of Rs.1,000 are at tached to this bill with the except ion of those above Rs.1,000 

ment ioned above which will be sent  after payment  and I  am  responsible that  the receipts 

and vouchers for all other items of more than Rs.50 are in proper form  and order and 

are in m y possession and that  they have been so cancelled that  they cannot  be again 

used to support  claim s against  Governm ent . 

 

 

 

P

Date………………………..                  Countersigning Officer 

 

 

 

A

Objected Rs.                                                  Rupees………………………… 

Reasons………………………………….. 

 

A

 

G

 

 

 

 

 

  

                                                                                 …………Dist r ict  

Voucher No……………….of …………List  of paym ent  for……………….19 Bill fo

stam ps of the office of……………………. For the m onth of……………………19 

Head of Account………………………….. 

Departm ent…………………………………… 

 

P

Following denom inat ion.                                                 Rs.         P. 

 

5

2 Rupees 



1 Rupee 

50 np. 

25 np. 

20np. 

15 np. 

13 np. 

6 np. 

5np. 

3np. 

2np. 

1np. 

Post  Cards:  

eam s Packets Loose     “  

       (Rupees in words……………………………) 

      I  cert ify that  the Service Postage Labels charged for in previous bills have been 

tat ion- - - - - - - - - - - - - - - -     Signature- - - - - - - - - - - - - - - -  

 

      Rs.               Ps. 

m oun of Ap opria n 

- - - - - - - - - -  

- - -  

 show  in  

          - - -                    - - -  

- - - - - - - - -  

3 nP. L.P.C. R

5 nP. 

         

 

  

duly expended on the Publicc Service as per account  kept  thereof. 

 

S

Dated- - - - - - - - - - - - - - - - -     Designat ion- - - - - - - - - - - - -  

         (Reverse)

        Account  of Cont ingent  Appropriat ion and Expenditure 

 

 

A t  pr t io    - - -                  - - -  

Deduct  Expenditure    - - -                   - - -  

         - - - - - - - - - - - - - - - - - - -

    Am ount                   - - -                   - - -  

         - - - - - - - - - - - - - - - - - - - - - - - - - -

Total of present  bill    - - -     - - -  

Total of previous bill as n

Bill No.     

          - - - - - - - - - - - - - - - - - - -

Total up- to-date     - - -     - - -  

           - - - - - - - - - - - - - - - - - - - - - - - - - - -  

Available Balance      - - -                 - - -  

 

 

 

 

 

         Received paym ent  in service postage stamps and cert ified that  the expenditure 

ated - - - - - - - - - - - - -19  Head of Office and designat ion 

included in this bill could not  with due regard to the interests of the public service be 

avoided and also cert if ied that  the stamps will be used on prepaying postage on 

communicat ions bonafide on the public service. 

 

D

 

       Pay Rupees (               )  - - - - - - - - - - - - - - - -  by t ransfer credit  to Post  Office. 

ated - - - - - - - - - - - - -19    Treasury Officer- - - - - - - - - - - - -  

 

 D

   For use in Accountant  General's Office 

 

Head of Account  

 



 

      Audit  Register Page- - - - - - - - - - - - - - -  

uditor     Superintendent    Gazet ted Officer 

FORM-5 A 

(see Rule 46)  

COUNTERFOI L 

   I ndent  for Service Postage Stam ps 

o be used only in cases in which the value of stamps is paid by cheque)  

      Office of the - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  

o 

   The Treasury Officer 

      Adm it ted Rs.- - - - - - - - - - - - - - - - - - - - - - -  

      Objected Rs.- - - - - - - - - - - - - - - - - - - - - - -  

      Reason of Object ions - - - - - - - - - - - - -  

 

A

 

 

 

   

 

(T

 

  

No.- - - - - - - - - - - - - - - - - - - - - - - - - -dated- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  

 

T

     

 

  Descript ion   Number  Value 

          Rs.     n P 

 

Post  Cards       3 nP    (L.P.C.)     Ream s      Packets 

 

-  

- - - - - - - - - - - - - - - - - - - -  

      3 nP                         do             do

  5 Rupees     Stam ps   Sheets       Labels         - - -  

  2 do                do          do               do            - -

  1 Rupee      do          do               do            - - -  

  50 nP              do          do               do            - - -  

  25 do              do          do               do            - - -  

  20 do              do          do               do            - - -  

  15 do              do          do               do            - - -  

  13 do              do          do               do            - - -  

  6   do              do          do               do            - - -  

  5   do              do          do               do            - - -  

  3   do              do          do               do            - - -  

  2   do              do          do               do            - - -  

  1   do              do          do               do            - - -  

        

     Total    - - -  

         Cert ified that  Stam ps preciously received from  the Treasury have been brought  to 

 

      Signature- - - - - - - - - - - - - - - -  

        Received the Cheque and adjusted the sam e by t ransfer in the Treasury Account  

account  and the balance on hand has been verified and the issue checked. 

                   Signature- - - - - - - - - - - - - - - -

          Designat ion- - - - - - - - - - - - -  

Cheque No.- - - - - - - - - - - - - - - -dated- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  

Cash Book Voucher No. - - - - - - - - - - - - - - - - - - - - - - - - - -dated- - - - - - - - - - - - - - - - - - - - - - - - -  

 

 

          Designat ion- - - - - - - - - - - - -  

 

  

Service Postage Stam ps indented for having been issued. 

 



       Treasury Officer. 

FORM-5 A 

      I ndent  for Servi Stam ps 

o be used only in cases in which the value of stamps is paid by cheque)  

      Office of the - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  

o 

   The Treasury Officer 

ice with Service Postage Stam ps, etc., of the value of Rs. - - - -

 

 

ce Postage 

 

(T

 

  

No.- - - - - - - - - - - - - - - - - - - - - - - - - -dated- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  

 

T

     

         Please supply this off

- - - - - - - - - - - - - - - - - - -as detailed below. 

 

  Descript ion   Number  Value 

          Rs.     n P 

 

Post  Cards       3 nP    (L.P.C.)     Ream s      Packets 

 

-  

- - - - - - - - - - - - - - - - - - - -  

      3 nP                         do             do

  5 Rupees     Stam ps   Sheets       Labels         - - -  

  2 do                do          do               do            - -

  1 Rupee      do          do               do            - - -  

  50 nP              do          do               do            - - -  

  25 do              do          do               do            - - -  

  20 do              do          do               do            - - -  

  15 do              do          do               do            - - -  

  13 do              do          do               do            - - -  

  6   do              do          do               do            - - -  

  5   do              do          do               do            - - -  

  3   do              do          do               do            - - -  

  2   do              do          do               do            - - -  

  1   do              do          do               do            - - -  

        

     Total    - - -  

 

         Cert ified that  Stam ps preciously received from  the Treasury have been brought  to 

 

      A receipt  for the am ount  sent  herewith by Cheque No.- - - - - - - - - - -  

 Signature- - - - - - - - - - - - - - - -  

   Tr iplicate 

]  

       Governm ent  of I ndia      Governm ent  of Karnataka 

re-1. 

account  and the balance on hand has been verified and the issue checked. 

                   Signature- - - - - - - - - - - - - - - -

          Designat ion- - - - - - - - - - - - -  

 

  

dated - - - - - - - - - - - - - - - - - - - - -  is requested. 

      

       Designat ion- - - - - - - - - - - - -  

 

 

 

            FORM 5-B  

         [ Rule 55 9(9)

 

  

Cent ral Publicat ions Branch        Print ing Stat ionery and 

       Civil Lines, Delhi.    Publicat ions, Bangalo

 



Book No.            BD                          Voucher No.       BD 

orwarded to    despatched 

our Order No.            dated    Dairy No. 

repared by 

rawn to the Rem arks on the reverse. 

of Print ing, Stat ionery 

 

F

 

Y

 

P

At tent ion is d

Manager of Publicat ion   Director 

        and Publicat ions, Bangalore. 

Sym bol No. or Tit le of      No. of       Rate per copy  Am ount  

                Books    Copies           Rupees    upees          in R

 

 

 

Manager of Publicat ions    Director of Print ing, Stat ionery 

        and Publicat ions, Bangalore. 

 

 

1. "  One copy of the Book Debit  Voucher is required to be sent  to your Accounts Officer 

arge (Major, Minor, Detailed Head, Prim ary and Secondary Unit )  

adjustable. 

2. I f ould be immediately 

o.        Date 

      I tems shown in this voucher have been duly received and details above duly filled 

      Signature- - - - - - - - - - - - - -  

     FORM 6 

Detailed Bill of Remunerat ion to Copyists and Exam iners 

only duly accepted."  

(1)  Head of ch

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

(3)  Designat ion of the Accounts Officer by whom  

packets or parcels are not  received on due date, enquiry sh

inst ituted with the local office responsible for delivery and this officer informed 

accordingly. 

 

N

 

  

in. 

 

 

       Designat ion- - - - - - - - - - - -  

 

 

 

        [  Rule 55 (18) ]  

 

  

   payable at  Treasury 

Court  of the - - - - - - - - - - - - - - - - - - - - - - - - - -        - - - - - - - - - - - - - - - - - - - - - - - -Treasury 

- - - - -  For the m onth of - - - - - - - - - - - - - - - - - - - -         Voucher No.- - - - - - - - - - - - - - - - - - - - - -

Head of Service - - - - - - - - - - - - - - - - - - - - -          of - - - - - - - - - - - - - - - - - I ,   I I  list  of, 

Bill No - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -           Paym ents for - - - - - - - - - - - - - - -19 

Nam e of  No. of stam p  Copyists at   Exam iners Tot

Copyists or  

 

al 

t  

Exam iners 

  Slips for 

which paid

- - - - - - -at  per 

stamp slip 

- - - - - - - -  per 

stamp slip 

am oun

claimed 

Copyists 

Exam iners 

  Rs.    nP. Rs.    nP. Rs.    nP.

Grand Total     

    

sbursed rem unerat ion 

the 

DEDUCT: -  Undi

  refunded as detailed on 

  reverse. 



Recoveries ordered by Accountant  General 

ther deduct ions ( to be specified)  

ns 

     Net  sum  required for paym ent  - - - - - - - - - - - -  

 

in let ter or object ion memo 

No. dated- - - - - - - - - - - - - - - - - - - -  

 

O

   Total deduct io

 

  

       Rupees ( in words)    - - - - - - - - - - - - - - - - - - - - - - - - -

       Contents received 

tat ion - - - - - - - - - - - - - - - - -  

   Signature and designat ion 

   Exam ined and entered 

Date  Treasury Officer 

ym ent  

        Date         Shroff      Signature of the payee. 

he following cert ificates, etc., must  be signed to all cases.  The Treasury Officer should 

1. Cert ified that  all remunerat ion drawn on previous bills (with the except ion of 

those 

. Cert if ied that  none of the copyists and exam iners for whom remunerat ion is 

claime

. Cert if ied that  the stamp foils were actually counted and dest royed in my 

presen

Details of rem unerat ion of absentees refunded 

rsem ent  

ount  

 

S

Date - - - - - - - - - - - - - - - - - - -  

Pay - - - - - - - - - - - - - - - - - - - -         of Head of Office. 

 

  

Treasury Accountant   

          Paid       Received Pa

 

  

 

 

T

refuse to encash a bill unless these cert if icates. etc., are signed. 

 

detailed below whereof the total has been refunded by deduct ion from  this bill)  

have been disbursed to the proper persons, and that  their  receipts have been taken in 

the Acquit tance rolls filed in my office with receipt  stamp, duly defaced, for every 

paym ent  in excess of Rs. 20. 

 

2

d in this bill is a salaried official under Government . 

 

3

ce and I  have sat isfied myself that  the amount  charged in the bill corresponds 

exact ly with the am ounts payable on the foils dest royed. 

 

 

Name of Date & am ount  Reason for the Am

absentee of the original 

bill 

non 

disbu

Expenditure 

is 

nce 

 Rs. 

 

including th

bill 

Bala

available

Allotm ent  of  

19- - - - - - - -Rs. 

 Total 

   

Signature and designat ion of 

ajor Head 

etailed Head Rem unerat ion to copyists and exam iners 

Stat ion    

Date       Head of office. 

 

M

Minor Head 

 

D



Total amount  of Bill,  Rs.- - - - - - - - - - - - - - - - - -  

Adm it ted Rs. - - - - - - - - - - - - - - - - - -  

Objected to Rs.- - - - - - - - - - - - -  

Total am ount  of bill,  Rs.- - - - - - - - - - -  

uditor   Superintendent    Reviewing Officer. 

    FORM 6-A 

      DEPARTMENT OF PUBLI C I NSTRUCTI ONS I N KARNATAKA BI LL OF REMUNERATI ON 

 and Tabulators)  

ly. 

for separate 

ists in a separate cover. 

 

    1. Exam inat ion- - - - - - - - - - - - - - - - - - - - - - -  

- - - - - - - - - - - - - -  with designat ion and address. 

sired - - - - - - - - - - - - -  

lace - - - - - - - - - - - - -       Signature of the Head of the 

f he i -Official)  

ebitable to 28 Educat ion. 

.S. I I I  Exam inat ion charges –Fees to Exam iners. 

llotment   Expenditure including this bill  Balance 

hecked and noted in the Register of rem unerat ion due, Vide item  - - - - - - - - - -  of the 

lerk       Superintendent  

ountersigned for Rs.- - - - - - - - - - - - - - - - - - - ( in words)  - - - - - - - - - - - - - - -  

angalore     Com m issioner for  

 DETAI LS OF REMUNERATI ON CLAI MED 

- - - - - - - - - - -  

- -  as per details given 

 (1)         (2)   (3)  

o. of swer s  No. o es o. of er books   

 

 

A

 

 

    [ Rule 55 (26) ]  

 

  

TO EXAMI NERS AT THE PUBLI C EXAMI NATI ON OF 19 

(To be used by Exam iners, Chief Exam iners, Chairm an

N.B. 1. Columns on the reverse should be filled in correct ly and accurate

2. Separately form s are to be used by Examiners, if they are appointed 

subjects in the same Exam inat ion or for separate Exam inat ion. 

3. This bill form  may be filled in and sent  along with the marks l

4. Receipt  stam ps in the case of Gazet ted Officers or Non-Officials should invariably be

affixed when the amount  of the bill exceeds Rs.20. 

 

  

      2. Nam e of Exam iner of Tabulator - - -

      3. Am ount  of rem unerat ion due as detailed overleaf Rs.- - - - - - - - - - - - - - - -  

           ( in words)  - - - - - - - - - - - - - - - - - -  

     Treasury at  which paym ent  is de

 

P

Date- - - - - - - - - - - - - -        I nst itut ion or the Drawer 

    ( I s a Gazet ted Officer or a Non

 

D

 

E

 

A

 

C

Register. 

 

C

 

C

Payable at  - - - - - - - - - - - - - - - - - - - - - -  Treasury 

 

B

Exam inat ions  

Dated 

 

 

1. Fee for set t ing the quest ion paper in (subject )  - - - - - -

2. Fee for valuing- - - - - - - - - - - - - - - -  answer books in subject  - - - - - - - - - -

below at  - - - - - - - - - - - - - - - - - - - -  per answer book. 

 

 

N an  book   f absente N answ

assigned for valuat ion        valued

 



N.B. I f the exam iner gets any ext ra answer books than the num ber assigned, to him  for 

andidates in subject  - - - - - - - - - -at  Rs. - - -

- - - - - - - - - - - - - - - - - - -  

- - - - - - - - - - - - - - - - -  

ners at  - - - - - - - - - - - - - - -

onduct ing the Pract ical Exam inat ion in (subject )  - - - - - - - - - - - - - - - - - - - -

t  - - - - - - - - - - - - -  

       Total - - - - - - - - - - - - -  

      I n words Rupees - - - - - - - - - - - - - - - - - - - - - -  I  declare that  I  m yself have valued all the 

tat ion - - - - - - - - - - - - -     Signature and Designat ion 

     Cert if ied that  the above calculat ions have been checked and verified by m e with 

d 

tat ion - - - - - - - - - - - - -     Signature of the Chief Exam iner 

   FORM 6 –B 

    Bill for the am ount  of exam inat ion fee due to Sri- - - - - - - - - - - - - - - -  

y the Public Service 

am e and    Subject  Durat ion of the Set t ing Fees 

valuat ion, i.e., over the num ber of books m ent ioned in the dist r ibut ion statem ent  the 

register num bers of such books should  be m ent ioned for reference. 

3. Chief Exam iner 's fee in (subject ) - - - - - - - - - - - - - - -  

4. Fee for tabulat ing the m arks of - - - - - - - - - - - - - - - -  c

- - - - - - - - - - - -per 100 candidates. 

5. Chairm an's fee in (subject ) - - -

6. Rem unerat ion for scrut inising the valuat ion of - -

answer books ub (subject )  - - - - - - - - - - - - - - - - -  done by Assistant  Exam i

- -  per answer book. 

7.Rem unerat ion for c

of - - - - - - - - - - - - - - - - - - -candidates at  ( rate)  - - - - - - - - - - - - - - - - - - - - -  

8. Fee for preparing - - - - - - - - - - - - - - -Needle work sets at  per se

9. Rem unerat ion for t ranslat ing the quest ion paper in - - - - - - - - - - - - - - - - -  

10. Remunerarion for other items, if any, to be specified with full details 

 

 

 

  

answer books allot ted to me for valuat ion contents received. 

 

S

Date - - - - - - - - - - - -  19             of the payee 

 

  

reference to the rates of remunerat ion found in the copy of inst ruct ion to Exam iners an

found correct . 

 

S

Date - - - - - - - - - - - -      or Chairm an and Tabulator. 

 

 

    (Rule 55(25)  

 

  

in connect ion with the Service/ Departmental Exam inat ions held b

Com m ission in the m onth of - - - - - - - - - - - - - -19 

 

N

Designat ion quest ion paper 

1 2 4 3 

    

 

    Fees for valuing 

Total No. of answer Rate per answer Am ount  

books valued book 

5 6 7 8 

 nP nP nP nP   

 

      Total Rupees- - - - - - - - - - -  

tat ion- - - - - - - -       Signature 

 

S

Date- - - - - - - - - - -       Designat ion. 

 

 

 

 



 

 

     

      Checked and noted in the Register of Rem unerat ion due, vide item  No.- - - - - - - - - - - - - -

- - - - - - - - - - -              - - - - - - - - - - - -  

t  

ountersigned for Rs.- - - - - - - - - - - - - -   (     )  

       Cert if ied that  the claim  is for set t ing quest ions and valuing the actual 

"  19 

udget  Allotm ent      Rs. 

xpenditure including this bill   Rs. 

     Cont roller of Exam inat ions,  

  

   Form  6-  C 

         Voucher No - - - - - - - -  

hief 

        Paym ent  desired at - - - - - - - - - - - - - - - - - - - -Dist r ict / Sub-Treasury. Date of 

        Nam e Sri/ Sm t ./ Kum ari- - - - - - - - - - - - - - - - - - - -Address- - - - - - - - - - - - - - - - - - -  

 Supervisor/  

      Rs.  Ps. 

       The am ount  due to m e as Chief Superintendent /  superintendent /  Chief 

day 

as a Chief Conductor. 

 

  

- - - - - - - - -  of the Register. 

 

 

- -

Clerk           Superintenden

 

 

C

 

  

num ber of answer books as shown in Colum n 5.  The am ount  is debitable to 

–General Adm inist rat ion – C-Secretar iat  and at tatched officers  K – Public Service 

Com m ission – Allowances and Honoraria."  

 

 

B

 

E

 

 

 

 

 

      Public Service Commission, 

         Bangalore. 

 

 

 

 

           [ Rule 55 (26) ]   

       

     BI LL FOR REMUNERATI ON FOR THE STAFF ENGAGED AT  

   THE EXAMI NATI ON CENTRES 

(To be used by Chief Superintendents/  Superintendents/ C

Conductors/ Conductors/ I nvigilators, etc.)  

 

  

declarat ion of results:  

 

  

Chief Superintendent /  Superintendent / Chief Conductor/ Conductor/

I nvigilator  etc., at  the - - - - - - - - - - - - - - - - - - - - - -Exam inat ion, held by - - - - - - - - - - - - - - - - -  in the 

m onth of - - - - - - - - - - - - - - - - - - -at - - - - - - - - - - - - - - -  (place of Exam inat ion)  at  the - - - - - - - - - - - - - - - - -  

Cent re- - - - - - - - - - - - - - . 

 

 

 

  

Conductor/ Conductor I nvigilator at  the above Exam inat ion for - - - - - - - - - - - - - - - - -  

and - - - - - - - - - - - - - - - - - - - -  half days at  the rate of Rs.- - - - - - - - - - - - - - - - - - - -  per day.  The 

dates on which I  worked in the above capacity were - - - - - - - - - - - - - - - - -  2 days ext ra 



 

       Total Rupees 

if the 

m ount  due and further state that  I  have no object ion to any deduct ions 

     Signature of the Head of the 

     I nst ituct ion or the drawer. 

     (Signature)  - - - - - - - - - - - - - -  

ate- - - - - - - - - - - - - - - - -  

the above calculat ions have been checked and verified by 

e with reference to the at tendance of the m em ber and the services were found 

ief Conductor- - - - - - -  Cent re. 

ebitable to: -      (Head of Account )  

 

          I  hereby undertake to refund any am ount  paid to m e in excess 

a

subsequent ly made in my bill according to the rules. 

 

       Paym ent  received 

 

    

      I f he is a Drawing Officer. 

 

      (Place and Date)  - - - - - - - - - - - - - - - - - -  

 

      (Designat ion) - - - - - - - - - - - - - - - - - - - - - - -  

 

Signature and Designat ion of the payee- - - - - - - - - - - - - - - - - - - - - -  

D

 

           Cert if ied that  

m

to be sat isfactory during the period. 

 

   Chief/ Supitd/ Ch

 

 

D

 

       Allotm ent                  Expenditure including   Balance 

              this bill 

 

 

 

 

 

      Checked and noted in the Register of Rem unerat ion due vide item  No. - - - - - - - -

- - - - - - - -  of the Register. 

lerk       Superintendent  

- -

 

 

C

 

 

Passed for Rs.- - - - - - - - - - - - - - - - - - - - -  ( in words)  - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -

- - - - -payable at  - - - - - - - - - - - - - - - - - - - - - - - -Treasury. 

angalore     Signature of the Countersigning 

ated- - - - - - - - - - - - -        Officer. 

- -

 

 

B

D

 

 

    (Space for use of the Audit  Office)  

[ Rule 55 (49) ]  

 

 

FORM 7 



          Detailed Cont ingent  Bill of the Cert ificate to be at tached  to the - - - - - - - - - - - -

 

.  I  cert ify that  the expenditure charged in this bill could not , with due regard to 

2. ade in accordance with the 

3.  have been 

ll 

 by 

4. at  the purchases billed for have been received in good order, that  

 

s and 

5.  or m anufacture, were not  

-

6. e sat isfied m yself that  in the case of works let  out  on cont ract  art icles 

7. lished in pages - - - - - - - - - - - - - - - -  of the 

f the 

8. r  special obtainable in respect  

edited 

9. nder system  was not  followed in purchasing item s Nos. - - - - - - - - - - - - -  

10. f the classes of art icles noted below ordered by the 

t icles 

cks and other sim ilar art icles of local fabricat ion. 

 

I  cert ify that  in the case of purchase of art icles of furniture (vide No. I  

 

tat ion - - - - - - - - - - - - - -  Signature and Designat ion of 

cer. 

Countersigned 

tat ion - - - - - - - - - - - - - -  Signature and Designat ion of 

er. 

- - - - - -  Bill of - - - - - - - - - - - - - - - - - - - - - - - - -  Firm  or Cont ractor relat ing to the office for the

m onth of - - - - - - - - - - - - - - - - - - - - - - -19       for Rs.- - - - - - - - - - - - - - - - - . 

 

1

the interests of the public service, be avoided. 

I  cert ify that  purchases of art icles have been m

rules laid down by Government  for the purchase of stores. 

I  cert ify that  the materials and stores charged for in the bill

brought  on the respect ive inventories on (date)  - - - - - - - - - - - - - -  and that  a

materials and stores are being duly accounted for and verified as required

rules.  These art icles have been entered on pages - - - - - - - - - - - - - -  of the Stock 

register. 

I  cert ify th

their quant it ies are correct  and their qualit ies good, that  the rates paid for are

not  in excess of those accepted by the Stores Purchase Departm ent / Head of 

the Department  after calling for tenders;  and the market  rates and that  

suitable notes of payment  have been recorded against  the original indent

invoices concerned to prevent  double paym ents. 

I  cert ify that  art icles of Karnataka I ndian produce

obtained in respect  of item s No- - - - - - - - - - - - - - -  in this bill because- - - - - - - - - - - - - - -

- - - -  

I  hav

not  m anufactured in I ndia form ing item s Nos.- - - - - - - - - - -  were supplied by a 

firm  approved by Governm ent  and that  they sat isfy the specificat ions and 

tests prescribed by Governm ent . 

Not ice calling for tenders was pub

Karnataka Gazet te, dated - - - - - - - - - - - - - - - - - - - -  respect ively and in pages o

following newspapers - - - - - - - - - - - - - - - - - - - - - - - - - -  

I  cert ify that  all commission wholesale, retail o

of the purchases included in this bill have been recovered and that  the 

am ount  of such com m ission in whatsoever manner received has been cr

to Government  in cash [ vide Treasury receipts enclosed by deduct ion form  bill 

No.- - - - - - - - - - -  dated - - - - - - - - - - - - - - -  or no com m ission has been allowed by the 

firm . 

The te

because - - - - - - - - - - - - - - - - -  

 I  cert ify that  in the case o

Stores Purchase Departm ent  from  m anufactur ing firm s in Karnataka, they 

have been got  inspected during - - - - - - - - - - - - - - - - - - - - - - - - - - - -  by the officers of 

the indust r ies and Com m erce Departm ent . 

(1)  Furniture 

(2)  Leather Ar

(3)  Paints 

(4)  Steel ra

above)  not  exceeding Rs.250 in value, I  have sat isfied m yself that  they

conform  st r ict ly to the specificat ions. 

 

S

Date - - - - - - - - - - - - - - - -          Drawing Offi

 

 

S

Date - - - - - - - - - - - - - - - -       Countersigning Offic



 

Note: -  Such of the cert ificates as are not  necessary should be scored out  

  FORM 7-A 

eleph r 

elephone No- - - - - - - - - -     Office - - - - - - - - - - - -  

and those retained init ialed by the Head of the office. 

 

 

        { Rule 55 (53)  }   

  T one Trunk Call Registe

 

T

       Place - - - - - - - - - - - - -  

 

Sl. Date Nam e, 

 

Nam e, 

 

Phone 

h 

 

ature of the call 

I n the 

 

ct  

No. design &

address 

of the 

person 

calling 

design &

address 

of the 

person 

called 

No. wit

Place 

called 

 

N

case of

Official 

calls 

subje

mat ter 

of the 

talk 

     Official Private  

1      2 3 4 5 6 7 8

 

No. of Cost  of Cost  of Total 

t  

I nit ials of 

r  

e 

e 

Ref to 

 

it  in 

ate 

n 

Ref. to Remarks 

m in of 

the call 

Private 

Call 

Govt  

Call 

am oun

of Bill 

the 

office

incharg

of the 

tele 

phon

R.No. 

and dt .

for 

cred

Govt  of 

the cost  

of 

pr iv

calls 

vide 

colum

10 

 

 

the bill 

of the 

Telepho

ne Dept  

& dt . of 

passing 

9 10 11 12 13 4 15 16 1

        

 

ote;  Subject  m at ter need not  be noted in the Telephone Trunk Call 

Register s 

 of 

e 

   FORM 8 

 

ist  to credit  notes or warrants issued during the m onth of  - - - - - - - - - - - - - - - -

- - - - - -19

N

s m aintained in respect  of phones used by Ministers.  Deputy Minister

and the Judges of High Court .  I n their  case, a note that  the call was official and

ext reme urgency will be sufficient .  The part ies called should however be note 

invariably in the register and private calls paid for by Ministers and Judges of th

High Court  them selves. 

 

 

 

           Appendix I I  

      SOUTHERN RAI LW AYS 

 

L

 

 



Railway 

receipt  

 

       Stat ion 

Part icula

rs 

Weight  Rate Am ount  Credit  

Note 

issued 

No. Dt . 

Head to 

which 

debited 

in Accts. 

 From To       

    Designat ion of the Officer signing. 

 

 

      FORM  9 

           [ Rule 42 (2)  ]  

Bill for Motor Tickets issued on Warrants presented by Police 

       Officers 

 

Form  'B' 

Nam e of Com pany   Registered Owner 

Postal Service    Treasury at  which payable 

 

 

         Officer t ravelled 

 Date of       Warrant  num bered   - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  

t ravelling             (pr inted)           Stat ion          Rank            Number 

     1                           2                     3                  4                     5 

 

 

 

 

 

 

          Number of 

   Place                   D.P.O T.A. 

      Nam e     - - - - - - - - - - - - - - - - - - - - - - - -      Am ount          Bill in reference 

      From        To                                     ( to be filled 

          by D.P.O)  

        6                  7             8                 9                          10 

 

       Total claim  Rs. 

 

Total amount  of the bill in words 

Stat ion 

 

          Signature of the Bus Owner 

 

 

 

Head of Service      (Reverse)  

 

Nam e of      Allotm ent     Expenditure     Adjustm ent    

detailed         for the        including              bills              Balance 

   head             year           this bill             received  

     1                  2                   3                          4                    5 

 

 

 

Amount  of the Bill         I tem  No. 

Amount  disallowed, if any, 



Am ount  passed Rs.- - - - - - - - - - - -     (Rupees - - - - - - - )  

 

           Countersigned and cert ified that  the am ounts claim ed above were actually 

deducted from  the t ravelling allowance bills of the officers concerned.  Cert ified 

that  the rates charged are not  in excess of the prevailing rates for motor bus 

journeys. 

 

       Superintendent  of Police, 

       

       - - - - - - - - - - - - -  Dist r ict . 

 

 

    (For use in the Treasury)  

 

         Pay Rs.- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -Exam ined and entered. 

 

        Treasury Accountant    Treasury Officer. 

 

 

   (For use in the Audit  Office)  

 

Adm it ted - - - - - - - - - - - - -  

Objected to - - - - - - - - - - - - - - -  

Vide reason - - - - - - - - - - - - - - - - -  

 

Auditor       Superintendent        Gazet ted Officer. 

 

 

    FORM 10 

     ( I tem  No 46 Rule 55)  

 

        Rental Cert ificate for the year 19- - - - - - - - - -19- - - - - - - - - - -  

( for hir ing private building for public purposes)  

 

1.    Nam e of the office Departm ent  

       occupying the building and address 

2. Area occupied:  

( i)  Plinth of the building 

( ii)  Open area outside the  

building 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  

3.   Ownership of the building 

      Nam e and address 

4.   Rent  fixed for building for the Rs- - - - - - - - - - - -  per m onth 

      year 19- - - - - - - - -19- - - - - - - - - - - -   (Rupees - - - - - - - - - -only)  

         Cert ified that  a suitable public building is not  available for the purpose 

required and the rent  fixed is reasonable. 

 

      signature of the cert ify ing 

      authority and designat ion 

 

Place- - - - - - - - -  

Date- - - - - - - -  

 

   [  Form  No. 11]  

   (Sub rule 32-A)  



 

No.            Office of the 

      - - - - - - - - - - - - - - - - - - - - - - - -  

      Place           Date 

 

To 

     The Chief Secretary to Governm ent , 

      D.P.A.R. (General)  

      Vidhana Soudha, 

       Bangalore-1. 

 

Sir, 

 Subject :  Part iculars of Air Journeys perform ed by 

               Sr i - - - - - - - - - - - - - - - -  

 

         As required by Official Mem orandum  No - - - - - - - - - - -dated- - - - - - - - I  

furnish below the part iculars of Air Flights undertaken by m e on Governm ent  

Duty: -  

1. Date of Flights 

2. Nam e and designat ion 

3. Flight  from  to 

 

Yours faithfully 

    Signature, 

  Designat ion. 

Copy to 

           The Treasury Officer, 

            - - - - - - - - - - - - - - - - - - - - - - - -  
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