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APPENDIX - 1
{See Para 25)

Instructions for regulating the Enforcement of Responsibility for Losses, ete.

. The cardinal principal governing the assessment of responsibility is that every public officer
should exert the same vigilance in respect of public expenditure and public funds generally as a
person of ordinary prudence would exercise in respect of the expenditure and the custody of his
own money. While, therefore, the competent authority may, in special cases, condone an officer's
honest errors of judgement involving financial loss, if the officer can show that he has scted in
good faith and done his best up to the limits of his ability and experience, personal liability must
be sirictly enforced against all officers who are dishonest, careless or negligent in the duties
entrusted to them.

- It is of the greatest importance to avoid delay in the investigation of any loss due to frand,
negligence, financial irregularity, etc. Should the administrative authority require the assistance
of the Accounts Officer in pursuing the investigation, he may call on that officer for all vouchers
and other documents that may be relevant to the investigation; and if the investigation is complex
and he needs the assistance of an expert audit officer to unrave! it, he should apply forthwith for
that assistance to Government which will then negotiate with the Auditor General for the services
of an investigating staff. Thercafter the administrative authority and the audit anthority will be
personally responsible, within their respective spheres, for the expeditious conduct of the
enquiry.

In any case in which it appears that recourse to judicial proceedings is likely to be involved,
competent legal advice should be taken as soon s the possibility emerges. In the case of losses
mvolving a reasonable suspicion of fraud or other criminal offence, o prosecution should be
attempted unless the l2gal advisers consider that the evidence available is not such as will secure
a conviction, The reasons for not attempting a prosecution should be placed on record in all such
CASES.

In cases where Joss is due to delinguencies of subordinate officials and where it appears that this
has been facilitated by laxity of supervision on the part of a superior officer, the latter should also
be called strictly to account and his personal liability in the matter carefully assessed.

- The question of enforcing pecuniary liability should always be considered as well as the question
of other forms of disciplinary action. In deciding the degree of an officer’s pecuniary liability, it
will be necessary to look not only to the circumstances of the case but also to the financial
circumstances of the officer, since it should be recognised that the penalty should not be such as
to impair his future efficiency.

In particular, if the loss has occurred through fraud, every endeavour should be made to recover
the whole amount lost from the guilty persons, and if laxity of supervision has facilitated the
fraud, the supervising officer at fault may properly be penalised either directly by requiring him to
make good in money a sufficient proportion of the loss, or indirectly by reduction or stoppage of
his increments of pay.

It should always be considered whether the value of Government property ar equipment lost,
damaged or destroyed by the carclessness of individuals entrusted with their care (e.g., &
policeman’s rifle, a touring officer’s tent, a factory motor lomry, an enginesr's instruments) should
not be recovered in full up to the limit of the Government servant's capacily to pay,
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6. Steps should be taken to ensure that a Government servant concerned in any loss or irregularity
which is the subject of any Inguiry, is not inadvertently allowed to retire on pension while the
inquiry is in progress; and accordingly, when pensionable government servant is concerned in
any irregularity or loss, the authority investigating the case should immediately inform the
Accounts Officer responsible for reporting on his title to pention and the authonty competent 1o
sanction pension, and it will be the duty of the latter to make a note of the information and to see
that pension is not sanctioned before either a conclusion is arrived at as regards the Government
servant's culpability, or it has been decided by the sanctioning authority that the result of the
investigution need not be awaited.

7. The fact that Government servanis who were guilty of frauds or irregularities have been
demobilised or have retired and have thus escaped punishment, should not be made a justification
for absolving those who are also guilty but who still remain in service.

B. The following supplementary instructions should be followed by departmental officers wherever
prosecutions in the criminal courts are, or are likely to be, necessary -

(i) As soon asa reasonable suspicion arises that a criminal offence has been committed, the senior
officer of the depariment concerned present in the station  will report 1o the  Depuly
Commissioner concemed and ask for a regular police investigation under the Code of Criminal
Procedure, 1898, as adopted in Bangladesh.

(i} If the Deputy Commissioner/District Magistrate or the anthority concerned agrees that an
investigation may be made, the senior officer of the department concerned present in the station
will (a) request the Deputy Commissioner or the authority aforesaid to arrange for the
investigation to proceed from day to day, (b) see that all witnesses and documents are made
available to the investigation officer; and (c) associate with the investigating officer an officer
of the department who is not personally concerned with the irregularity Jeading up to the loss,
but who is fully cognizant of the rules and procedure of the office in which the loss has
occcurred.

{iii) When the investigation is completed, an officer of the department (accompanied by the officer
who aottended the investigation) must be made available for conferences with the authority
which will decide whether a prosecution should be instituted. If it is decided not to prosscute,
the case  must be reported through the usnal channel to Government for orders.

(iv) If it is decided 1o prosecute. the deparimental representative will ascertain from the prosecuting
officer whether, having regard to the cngagements of the prosecuting staff, and the state of
work in the court which would ordinarily hear the case, it is necessary to move the Deputy
Commissioner/District Magistrate to make special arrangements for a speedy trial, and will
request the prosecuting officer to make any application that he may think necessary.

{v] When the case is put into court by the Police, the senior officer of the department concemned
present in the station will see that all witnesses serving in the department, and all documentary
evidence in the control of the department, are punctually produced, and will also appoint an
officer of the department (preferably the officer who attended the investigation) to attend the
proceedings in court and assist the prosecoting staff,

{vi} If any prosecution results in the discharge or acquittal of any person, or in the imposition of
seniences which appear to be inadequate, the senior officer of the depariment concerned will at
once consalt the Deputy Commissioner &s to the advisability of instituting further proceedings
in revision or appeal, s the case may be, and if the Deputy Commissioner s of opinion that
further procesdings are necessary, will request him to proceed as he would in any other case,
Appeals agminst acquittals may be made only under the orders of Government,
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(vit} The senior officer of the department concemed present in the station will see that, in addition to
the report required under clause (iii) above, prompt reports are  submitted to  Government
through the usual channel regarding:~

{a) the commencement of a police investigation:

(b) the decision to prosecute in any particular case:

(c) the result of any prosecution;

(d) the decision 1o proceed further in revision or appeal in any case: and
(e} the result of any proceedings in revision or appeal.

(viii) Notwithstanding anything contained in the above instructions, the senior  officer of  the
Department concemned present in the station may, if he thinks fit, refer any matter through the
usual channel for the orders of Government before taking action.

9. In all cases of frand, embezzlement or similar offences, departmental proceedings should be
instituted at the earliest possible moment against all the delinguents and conducted with strict
adherence to the rules up to the point at which prosecution of any of the delinquents begins. At
that stage it must be specifically considered whether further conduct of the departmental
proceedings against any of the remaining delinguents is practicable; if it is, it should continue
as far as possible (which will not, as & rule, include finding and sentence). If the accused is
convicled, the departmental procesdings against him should be resumed and formally
completed. If the accused is not convicted, the departmental proceedings against him should be
dropped, unless the authority competent to take disciplinary action is of the opinion that the
fucts of the case disclose adequate grounds for taking departmental action agoinst him, In
either case, the proceedings against the remaining delinguents should be resumed and
completed as so0n 4s possible after the termination of the proceedings in court.
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APPENDIX -2
(See para 39}

Regulations for the conduoct of the Audit of Receipts

1. It is pnmarily the responsibality of the departmental anthorities to see that all revenue or other
debts due to Government, which have to be brought to account, are correctly and promptly assessed,
realised and credited to public accounts and any investigation by Aundit must be 50 condocted as not
to interfere with this executive responsibility. Audit shall, however, have power o examine the
correctness of the sums brought to account in respect of receipts of any department in such manner
and to such an extent ax may be determined by Government in consultation with the Comptraller and
Auditor General.

2. In conducting the audit of receipts of any Government department, the chicf aim should be 1o
ascertain that adequate regulations and procedure have been framed 1o secore an effective check on
the assessment, collection, and proper allocation of revenue, and to see by an adequate detailed check
that any such regulations and procedure are being observed. In the audit of receipts ordinarily the
general 15 more important than the particalar.

3. In the audit of receipts, it would be necessary in the case of a department, which is a receiver of
public money, to ascertain what checks are imposed against the commission of irregularities at the
various stages of collection and accounting and to suggest any appropriate improvement in the
procedure. Audit might, for instance, suggest in a particular case that a test inspection should be
carried out by comparing a sample set of receipt counterfoils with the receipts actually in the hands of
the tax-payers or other debtors, the results of such an inspection being made available to Audit.

In no case, however, should independent enguiries be made among the tax-payers or the general
public. Audit should confine itsell 1o calling upon the Executive to furnish necessary information
and, in cases of difficulty, it should confer with the Administrative authorities concerned as o the
best means of oblaiming the evidence which it requires.

4. The audit of receipts should be regulated muinly with reference to the statutory provisions or
financial rules or orders which may be applicable to the particular receipts involved, If the test check
reveals any defect in such rules or orders, the advisability of amendment should be brought to notice.

It is, however, rarely if ever the duty of Audit to question an authoritative interpretation of such rules
or orders, and in no case may Audit review a judicial decision, or a decigion given by an
Administrative authority in a quasi-judicial capacity, This instruction does not, however, debar an
auditor from bringing (o nolice any conclusion deducible from the examination of the resulis of a
number of such decisions.

3. Where any financial rule or order applicable to the case prescribes the scale or periodicity of
recoveries, it will be the duty of Audit to see, as far as possible, that there is no deviation without
proper authority from such scale or periodicity. When this check can not be exercised centrally, a test
audit may be conducted at local inspections, the aim being to secure that disregard of rle or defects
of procedure are not such as to lead to leakage of revenue rather than to see that a particular debt due
to Government was not realised at all or on due date.
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6. Ordinarily audit will see that no amounts due to Government are left outstanding on its books
without sufficient reason. Audit will continue carefully to watch such outstandings and suggest to
departmental authorities any feasible means for their recovery. Whenever any dues appear to be
irrecoverable, orders for their adjustment should be sought. But unless permitied by any rule or order
of a competent authority, no sums may be credited to Government by debit to suspense; credit must
follow. and not precede, actual realisation.

1. The procedure prescribed by the Auditor General for raising and pursuing mudit objections in
relation to expenditure, including powers of Audit Officers to waive recovery of Government does
under certain conditions, shall apply muraris mutandis in respect of audit objection on any accounts
of receipts.
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APPENDIX - 3
[ See Para 64(1) ]

Time Schedule for Preparation of Budget Estimates

Particulars Last date
l. | Printing of Departmental estimates st July

2. | Printing and Distribution of Budget (Estimating Officers’ 31 August
forms and Controlling Officers’ forms.)

3 | Preparation, printing and supply of Budget forms to the 30th September
Accounts Officer concerned.

4. | Submission of estimates by the estimating officers, 10th Oetober
Receipt of estimate in the Accounts Office and Finance 31st October
Division from the Controlling Officers with 3 months' actual.

6. | Receipt of Schedule of New Expenditure in the Finance 251h November
Drivision,

1. | Completion of review of the estimates on the basis of 6 20th January
months’ actuals from the Accounts Officer.

8. | Receipt of consolidated estimates in the Finance Division 22nd January
with three maonths® actuals from the Accounts Officer.

8. | Receipt of 6 months® actuals from the Accounts Officer. 15th February

10. | Completion of review of the estimates on the basis of 6 28th February
months” actuals in the Finance Diviston.

11. | Preparation and despatch to Press of the [st editions of the I st March
Budget and Schedule of New Expenditure.

12. | Receipt back of the first edition of the Budget from Press and | 10th March
despatch to Ministries/Divisions.

13. | Forecast of Foreign Assistance for Development Programme. | 14th March

I4. | Completion of discussions of the Estimates with 28th March
Administrative Ministries/Divisions.

13. | Receipt of final Development programme from Planning 2Bth March
Drivision,

16, | Preparation and printing of Budget Documens. May
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APPENDIX - 4
[ See Para 74(3) |

List of Expenditure Charged upon the Consolidated Fund
{Arricle 88 of the Constitution )

(2} The remuneration payable to the President and other expenditure relating to his office:
(b} The remuneration payable to:

(i) the Speaker and the Deputy Speaker;

(1) the judges of the Supreme court;

{1ii) the Comptroller and Anditor-General;

{iv) the Election commissioners; and

(v} the members of the Public Service Commussions;

(¢} The administrative expenses of, including remuneration payable 1o, officers and servants of
Parliament, the Supreme Court, the Comptroller and Auditor-General, the Election Commission and
the Public Service Commissions;

(d) All debt charges for which the government is Tiable, including interest, sinking fund charges, the
repayment or amortisation of Capital, and other expenditure in connection with the raising of loans
and the service and redemption of debt;

{e) Any sums required to satisfy a judgement, decree or award against the Republic by any Court or
Tribunal; and

(f) Any other expenditure charged upon the Consolidated Fund by the Constitution or by an Act of
Parliament.
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APPENDIX 5
(See Para. 127)

Directions for the preparation and submission of the Annual Establishment Return

1. The detailed statement of permanent non-gazetied establishment, commonly know az the annual
Establishment Beturn, will be prepared in Form G.ER 14, It will show accerately the establishment
as it exists on 15t July.

Note. No reiurn is required in respect of a non-penstonihle establishment.

2. The particulars in respect of all members of the establishment holding permanent posts, whether
on duty or absent on foreign service, leave or deputation, or in temporary posts elsewhere, or under
suspension or in transit to another office, should be entered in the appropriate colomns; with the
exception of the following classes of Government servant:-

{a)} Government servants for whom records of service are maintained in the Accounts Office.

{b) Government servants for whom service books are not required to be maintained.

3. The return should show sccurately the sanctioned scale of permanent establishment and so will
include every post, whether filled or not. If a post be vacant, the word * Vacant™ should be set
against it in the column “name of incumbent™. Poats sanctioned but not filled should be detailed a
the foot of the return.

4. There should be a separate return for each permanent establishment and not more than one
establishment should be exhibited on a single page.

5. The names should be entered in order of sections of the establishment. There should be a separate
total for each section and a grand total for the whole establishment.

6. () In column 1 the general orders should be entered once only: any other order should be entered
against every entry which it supports,

(b) The date to be entered in colomn 2 is the date from which the Government servant has held the
post continuously in an officiating, provisionally substantive or substantive capacity, as the case may
be.

(¢} Personal pay should be shown on o separate line immediately below the entry of pay in column &,
the orders of the competent anthority sanctioning it being quoted in column |. >
If the pay entered in column B includes an increment allowed with effect from Ist July. the entry
should be checked with the increment certificate which would accompany the July bill.

7. When the pay of an establishment or of an individual Government servamt is met partly by
Government and partly by local or other funds, the whole pay should be shown in the return and the
portion payable from each source specified in a footnote.

8. The name of a Government servant officiating in u post and the amount of additional pay for
officiating drawn by him need not be shown unless the additional pay for officiating counts for
PEnSion.

In the case of an establishment on a time-scale of pay, the names of all Covernment servants not

belonging permanently to the cadre but officiating in permanent posts or holding temporary posts
should be included with an indication of the nature of the vacancies they fill,
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If the officiating incumbent holds a permanent post on another establishment, the fact should be
stated and the entry should be supported by o certificate from the head of that other establishment.

9. If a government servant on the establishment has attained the age of compulsory retirement, the
number gnd date of the orders of the competent authority permitting his retention in service should
be quoted in a note at the foot of the return. The period for which retention has been authorised or
for which leave beyond the age of compulsory retirement has been granted should also be mentioned,
If no orders for his retention have been received, the number and date of the application for sanction
to his retention should be noted.

10.A statement in Form G.E.R 15 should be appended to the return, showing with relevant particulars
the numes which did not appear in the return of the previons year and those which sppeared in the
return of the previous year but are not omitted, as well as the names of Government servants wha
were on leave or under suspension during the previous year.

Il o Government servant was transferred more  than once in the preceding year, the name of each
office and post in which he was employed during the vear should be mentioned with dates in column
2 of the statement.

|1.As the retun will be the chief authority by which pension claims will be tested later, both the
statements (Forms G.E.R 14 and 15) should after completion be checked carefully with the service
books, and a certificate of this check should be endorsed on each,

|2.In the case of establishments borne on an amalgamated cadre separate returns should be furnished
to the controlling officer, who should consolidate them into one retirn. The  cerificale of
comparison with service books on the consolidated return should be as follows:-

“Certified by Heads of Offices to have been verified with service books.”

13.The return should be transmitted to the Accounts Officer concerned as early as possible after 1st
Tuly and in no case not later than 15th August.

Note ; In the casc of establishments on time-scales of pay, the  Accounts Officer may require the submission of
the refurn in duplicate.
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APPENDIX - 6
[ See Para 1514ii) ]

Rules Regulating the Purchase of Stationery and Printing
Stores for the Public Service

Preamble

The policy of the Government is to make their purchases of stationery and printing stores for the
public service in such a way as to encourage the development of the industries of the country 10 the
utmost possible extent consistent with economy and efficiency, and the following rules which are
applicable to the purchase of such stores for the Government are prescribed in accordance with this
policy. These rules supersede all previous orders en the subject and apply to the purchase of all the
articles included in the Lists A, B and C of this Appendix.

Rule 1; Purchase
Save as provided in Rule 3, all stationery and printing stores required to be purchased for the public
service shall be purchased on the condition that delivery shall be made in Bangladesh for payment in
Takn in Bangladesh.

Rule 2 : Tenders
(1) Tenders shall be invited uniess the value of the order to be placed is small or sufficient reasons
{which shall be recorded) exist for concluding that it is not in the public interest 1o call for tenders,

{b) Mo tender which fails fo comply with the condition as to delivery and payment prescribed in rule
1 shall be sccepted.

(¢} Tenders shall be opened after intimation to the tenderers and in the presence of those tenderers
who desire to attend.

Rule 3: Preferences
fa) Preference in making purchases will be given in the following order:
First, to articles prodoced in Bangladesh in the form of raw materials, or manufactured in Bangladesh
from raw materials produced in Bangladesh provided that the quality is sufficiently good for the
PUTpOsc;
Secondly, to articles wholly or partially manufactured in Bangladesh from impored materials,
provided that the quality is sufficiently good for the purpose;
Thirdly, to articles manufactured abroad and held in stock in Bangladesh provided that they are of
suitable type and requisite quality:
{b)The Controller of Printing and Stationery may, when he is satisfied that such a measure is
justified, allow with the sanction of the Government a limited degree of preference in respect of price
to articles produced or manufactured in Bangladesh either wholly or in part.

Rule 4 ; Inspections and Test
All articles shall be subject to inspections before acceptance, and articles for which specifications
andfor tests have been prescribed shall be required to conform to such specifications and/or to satisfy
such tests, Such inspections and/or tests may be held before, during or after the supply is effected.
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Rule 5 : Purchase of special articles
(2) When suitable and economical purchases of articles of a special or unusual character cannot be
made in accordance with the preceding rules, the Controller of Printing and Siationery may obeain the
article he requires through the Director of Supply and Inspection.
(b) When the value of the purchase so made exceeds Taka 5,000/- the purchasing officer shall place
on record his reasons for not effecting the purchase in accordance with Rules | to 4.

Rule 6: Inter-Department purchases
Nothing in these Rules shall be deemed to prohibit the purchase of articles by one Department from
another.

Rule T: Powers of purchase
(a)} The Controller of Printing and Stationery exercises full powers.
(b) In cases of emergency the Deputy Controller can purchase locally stationery and printing stores
up to Taka 15,000/- in each case, subject to a report being made to the Controller if the value exceeds
Taka 250¢-.
(¢} Officers in charge of Government Presses can purchase locally any article or any number of
similar articles, purchased at one time, included in list C, up to Taka 500/- or with the sanction of the
Controller up to Taka 2,000f- in cach case.

List A : Stationery Stores
Paper of all kinds, whether in sheets, rolls, reels or pads. and envelopes of all kinds,
Cardboards, billboards, pulpboards, pasteboards and strawboards,
Parchment and vellum {imitation or real).
Book binding matenials.
Books (blank, ruled or loose leaf including equipment).
Writing and drawing materials including:-
{a: pens. pencils, carbon, chalks (writing and drawing) and pen-nibs of all kinds;
{b}inks, ink-powders, ruling paste, inkstands and ink pots;
{c) water colours and boxes, saucers and brushes for such colours and slants;
(d) rulers, tracing cloth, ferro-gallic linen and ferro-prussiate cloth;
(e} erasers (stecl or rubber), slates, and sponges; pad (writing, and signature).
7. Desk appliances including:—
(a) knives, hones, scissors, punching and stapling tools, bells;
(bienvelope cases, trays, date cards, tag lubels;
(c) pins, pin-cushions, fasteners, paper cutters, eyelets, paper clips, paper  weights, gum bottles and
brushes and sealing wax.
8. Rubber stamps, metal seals, eic., rollers (rubber, thumb-impression and cyelostyle), thumb-
impression slabs and pocket cases; pads (rubber and leather) for stamping.
9. Glue, gum, paste, tags, tapes, straps, thread and twine, if required for office purposes.
10, Packing cases and other packing materials (for Stationery Offices and Printing Presses only),

b

List B : Office Machinery and Appliances

|, Typewriters and accessories including ribbons; Electric typewriter; Computers.

2. Duplicators (flat and rotary) and office printing machines and accessories.

3. Calculating machimes.

4. Addressographs, Protectographs and similar machines,

3. Card index systems and cahinets.

6. Miscellancous office requisites, e.g., Jetter scales, numbering and dating machines, Photocopy
machine,

7. Machinery, etc. required for testing paper and other stationery stores,
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List C: Printing Stores
Printing machinery of all descriptions including machines for composition, hthngmphy, bindery,
embossing, typecasting, eic., and accessories,
Printing furniture, including composing frames and cases, galleys, chases, quoins, reglets, leads,
rulkes, elc.
Type and type metal and metal for conversion into type metal.
Ink, printing and lithographic.
Litho stones and plates.
Press and muling machine blankets.
Cilue, glucose, glycenine and other offset chemicals required for printing.

Nate! These lists are subject o modification at the discretion of the Gavernment,
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APPENDIX -7
{See Para 175)

Regulations for the conduct of the Audit of Stores and Stock Accounts

I. The audit of stores accounts kept in any office or department of Government shall be directed 1o
ascertaining that the departmental regulations goveming purchase, receipt and issue, custody,
condemnation, sale and stockiaking of stores are well devised and properly carried into effect, and (o
bring to the natice of Government any important deficiencies in quantities of stores held, or any grave
defects in the system of control,

2. As regards purchases of stores, Andit will see thar —

(1} these are properly sanctioned, are made economically and in accordance with any rules or
orders made by competent authority for purchase of stores required for the public service: in
particalar when stores are purchased from contractors, the system of open competitive tender is
adopted and the purchase is made from the lowest lenderer unless there are recorded reasons to
the contrary;

{ i) the rates paid agree with those shown in the cantract of agreement made for the supply of the
stores;

(i) cenificates of quantity and quality are fumished by the passing and receiving officers before
payment is mude, except where the contrary is allowed by the rules of Government regulating
purchase of stores; and

(v} purchase orders have not been split up <o as to avoid the necessity for obtaining the sanction
of higher authority required with reference to the total amount of the orders,

Audit should call attention to cases of uneconomical purchases of stores and to any losses, which may
be clearly and definitely nttributed to the defective or inferior nature of stores which were accepied
and certified to be satsfuctory in quality,

3. Audit shoold ascertain that the accounts of receipts of stores whether purchased, or otherwise
obtained, and of their issues and balunces are correctly maintained. Where o scale has been
prescribed by Government or other authority for issue of stores of any particular kind, it should be
seen that the scale is not exceeded,

4. Slares in many cases, represent a locking up of cupital which is nol justifiable unless essentinl. In
order (o effect economy in this direction Audit will sce that the balunce in hand does not excesd the
maximum limit prescribed by competent authority and is not in excess of requirements for @
reasonable period,

3. The accounting for and maintenance of unserviceable stores. which cannot be wilised by the
department in whose custody they are kept, involve waste of lubour and space. The retention of
stores in excess of the probable requirements of the department in the near future may result in loss o
Government through deterioration.  Audit will, therefore, see that measurcs are taken to survey,
segregate and consider the disposal of unserviceable, surplus and ohsolete stores in accordance with
the procedure prescribed by Government in this behalf.

6. It is an important function of Audit o ascertain that the articles are counted periodically and
otherwise examined to verify the accuracy of the quantity and balances in the books. Audit shall not,
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except when specially suthorised to do so, assume responsibility for the physical verification of
stores, but it has the right to investigate balances of stores, if any discrepancies in the stores accounts
suggest that such action is necessary. Audit has, however, to see that a certificate of verification of
stores is recorded periodically by a responsible authority, that the system of verification adopted by
the Executive is sdequate and proper, that discrepancies found on stock-taking are properly
investigated und adjusted and that, wherever possible the staff responsible for the verification is
independent of the staff which is responsible for the physical custody of the stock or for keeping
accounts of it. It should also be seen that, wherever practicable, verifiers of stock work directly under
the control of Government, and not under the heads of individual departments.

7. Where a priced account is maintuined, Audit will see that —
(i) The stores are priced with reasonable accuracy and the rates mtially fixed are reviewed from
time to time, are correlated with market rates and revised where necessary,

(i) The value accounts tally with the accounts of works and of depantments connected with stores
iransactions, that the total of the valued account tallies with the outstending amount in the general
accounts; and that the numerical balance of stock materials is reconcilable with the total of value
hulances in the accounts at the rates applicable to the various classes of stores; and

{iii) Steps are taken for the adjustment of profits or losses due to revaluation, stock-taking, or other
canses, and that these are not indicative of any serious disregard of rales.

8. The procedure for the conduct of mudit of any stores and stock accounts and exient to which those
accounts should be examined by Audit will be such as may be agreed upon between Government and
the Auditor General.

9. The procedure prescribed by the Auditor General for raising and pursuing audit ohjections in
relation to expenditure shall generally apply in respect of audit ohjections on any accounts of stores
and stock. When necessary, separate rules of procedure shall be laid down by the Auditor General
with the concurrence of Governmen,
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APPENDIX - 8
(See Para 193)

CGzeneral Principles regarding the Accounting of Expenditure on *Works® executed by
Civil Officers.

I. For every work there should be a duly sanctioned detailed estimate. Copies of sanctions to
estimates are to be communicated to the Concerned Chief Accounts Officer by the sanctioning
authority as soon as a sanction is accorded, If, however, the number of works sanctioned is large,
such sanctions may conveniently be communicated through a monthly statement in P.W.D. Form No.
34, Copies of sanctions to contracts, establishment charged to works or any other financial sanctions
should be communicated to the Concemned Chiel Accounts Officer individually.

1. Payments for all works done by contract of materials purchused should be made on the basis of
measurements recorded in Measurement Books (CP.W.A. Form 23). A muster roll in CPW.A,
Form 21 should be prepared for works done by daily labour. Tt is desirable that C.P.W_A. Form 24 or
27 should be used for payment to contractors, If any establishment is entertained on monthly wages
whose pay is chargeable to a work, C.P.W.A. Form 29 may be used for payment of their wages. The
rules regarding the preparation and check of these documents will be found in Chapter X of the
Central Public Works Account Code.

3. Separate supply & scrvices and repuirs & maintenance bills should be prepared for expenditure
relating to "Works' duly supported by sub-vouchers in forms referred to in paragraph 2 above. The
name of work as given on the sanctioned estimate should be noted conspicuously on each sub-
voucher as well as in the bill itsalf,

4. Al the end of a month, every disbursing officer will render to the Concerned Chief Accounts
Offficer the following monthiy accounts so as 1o reach him by the 8th of the next month -

(1} Schedule of warks expenditure (CP.W.A. Form 64). Showing expenditure incurred during the
month and total charges up to date in respect of every work in progress. All payments pertaining o a
work during & month will be posted in column 5 of the form quoting voucher number and date in
column 7 and all works in progress will be shown in this schedule,

(it) Contractor’s ledger in C.P.W.A, Form 43, This account need only be prepared in accordunce
with Section G of Chapter X of the Central Public Works Account Code, if any intermediate payment
on runping sccount is made to a contractor. It is not required in cases where every payment (o
comtractors is final.

(iil) Accounts aof receipts and issues of Tools and Plant purchased by or belonging 1o the
departmentul affice in C.P.W.A. Forms I3 and 14. - To be propared in accordance with paragraphs
145 and 146 of Central Public Works Account Code.

3. In respect of articles of Tools and Plant purchased in connection with “work’ an anmual Register to
show receipts, issue and bulances will have to be maintained in C.P.W.A. Form 15 in accordance
with paragraphs 147 et seq. of the Central Public Works Account Code. The register may be
annually closed as soon after the month of December as possible, the book balance being physically
verified and certified and sent to the Concerned Chief Accounts Officer by the officer concerned so
s to reach him on or before the 15th February every year.

6. A copy of the Register of buildings in charge of every disbursing officer should be sent to the
Concerned Chief Accounts Officer in P.W.D. Form no., 25,
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APPENDIX -9
[ See Note below Para 257 (12) ]

Instructions laying down the procedure to be followed in dealing with
applications for advances for the construction of houses

Notiz  In cases where the sanciioning wsthority is satisfied beyond all doubt about the: validity of an applicant’s
title to the land upon which the house is to be built, compliance with the instructions contained in this appendix
peed not be inststed one In such cascs it will be sufficient if the apphicant satsfics the sanctionimg ahority
pegarding his title in accordance with nite 2 below rule 257(7). Bul in cases where the sanctioning mahority is
not so sntisficd or his oo other means o obtain such satisfaction, the instructions contained i (his appendix mus
be complied with,

(1) On recespt of an application for an advance, the head of the office (eg. the District
Superintendent of Police, Divisional Forest Officer or District Education Officer) should inspect the
lund personally and satisfy himself by local ingquiry that the amount of the advance applied for has not
been over-estimated, He should then direct one of his responsibie sub-ordinaies (e.g., Superiniendent
or Assistant Superintendent, Nazir or Accountant) to examine the records of the Registration Office
and satisfy himself that the property hias been free from encumbrances during the past |2 years. The
head of the office should then forward the application with his report thereon to the head of his
department for sanction.

{2) Under rule 257(7), the sanctioning authority has to satisfy himself regarding the applicant’s clear
title to the property. If the head of department decided to sanction the advance, and if funds for
making the advance are available, he should forward the application to the Deputy Commissioner of
the district concerned for verifying the applicant’s title to the property.

(3} The Deputy Commissioner or one of his assisiants should personally inspect the land or the
house, exarmne the applicant, and require lam to prodoce title deed, if any, in his possession. The
vendor should next be examined, and he also should be required (o produce his title deeds. I the site
has changed hunds more than once, as often happens. then all the predecessors in title of the present
vendor should be examined with their title deeds. When the property lies in a municipal area, the
Secretary of the Paurmshabha should then be asked to reper, after reference (o his records, what
person or persons have been in actual possession of the house or the land concerned during the past

12 years.

(4)The application should then be forwarded by the Deputy Comwmssioner to the Legal
Remembrancer to Government with the investigating officer’s report thereon for further examination
of the title.

{5) The Legal Remembrancer will examine the applicant’s title to the property and will forward the
application to the head of the department with his opinion.

{(6) If the reports of the Deputy Commissioner and the Legal Remembrancer show that the applicant
has a clear title 1o the property, the advance will be sanctioned by the head of the department,
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APPENDIX - 10
(See para 284)

Destruction of Office Records connected with Accounts

The destruction of records (including correspondence) connected with accounts is govemned by the
following rules und such other subsidiary rules consistent therewith as may be prescribed by
Government in this behalf with the concurrence of the Auditor General :-

{a) The fallowing should an no account be destroyed -

Records connected with expenditure which is within the period of limitation fixed by law.

Records connected with expenditure on projects, schemes, of works not completed although beyond
the period of limitation.

Records connected with claims to service and personal matters affecting persons in the service.
Orders and sanctions of a permanent character, until revised.

() The following should be preserved for not less than the periods specified against them: -

Description of Records Period of preservation

Annual establishment Remrns (Books of establishment) 35

Register of expenditure on Supplics & and Services and 5

Repairs & Maintenance

Detailed budget estimates of an office 5

Travel expenses bills and acquittance rolls relating thereto 3

Service books 5 wears after death or relirement
whichéver is carlior

Leave account of non-gazstted Government servants & years after death or retirement

Cases in which invalid pensions have been sanctioned 25 or 3 years afler the death of the
PENEInmEr

Other pension cases 5 years after retirement

Stetement of monthly progressive expenditure and correspondence 2

relating 1o discrepancy in the figures.

Pay bills and Acquittance Rolls where these are muintained is

separmely, of Covernment servants for whom no establishment
returns are submitted or no service books or service rolls are

miiniained.
Pay bills of other clusses of Government servants and Acquittance £
rolls for pay and allowances when maintained separately (see notes

| and 2 below)
Muzster ralls Such peried as may be prescribed in
this behall in the depantmental
regulations subject to o minimum of
three aecount years excluding the year
of paymenl,

Nate |:- Before any pay bills are destroyed, the periods of iemporary and officiating service, as recorded in the
service books or service rolls (as the case may be) of the Guovernment servant concerned, should be verified by
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the head of the office from the pay bills and the fact of such verificwtion should be recorded under proper
attestation in the service books or service rolls (as the cose may be) In regard 1o temporary and officiating
service, the head of the office should also invariably give necessury porticulars with reference o Aricles 370
and 371 of the Civil Service Repulations with a view 1o enabling the Accounts Office o decide later on by
reference merely 1o such particulars whether the temporary or officiating service will qualify for pension or naot.
For example, in the case of officiating service the nature of the vacancy in which the Government servant
officinted and in the case of temporary service, whether the temporary post was subsequently msde permanent,
should be stated.

Note 2:- The periods of preservation of account records i Public Works offices are prescribed separately by
Government,

{¢) Where & minimum period after which any record may be destroyed has been prescribed, the head
of a depariment or any other authority empowered to do so, may order in writing the destruction of
such record in their own and subordinate offices on the expiry of that period counting from the last
day of the latest official vear covered by the record.

{d} Heads of departments are competent to sanction the destruction of such other records in their own
and subordinate offices as may be considered useless, but a list of such records as properly appertain
to the accoonts audited by the Comptroller and Auditor General should be forwarded to the
concernad Chicf Accounts Officer for his concurrence in their destruction before the destruction is
ordered by the head of department,

(e} Full details should be maintained permanently, in each office, of all records destroyed form time
o time.
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COMPILATION OF THE GENERAL FINANCIAL RULES OF THE

GOVERNMENT
CHAPTER I - INTRODUCTION

I - INTRODUCTORY

I. The rules contained in this volume, which are essentinlly exccutive orders of the President,
describe primarily the finuncial powers of different authorities subordinate to the Government and the
procedure prescribed by the President, which should be followed by them in the securing and
spending of the funds necessary for the discharge of the functions entrusted to them. Departmental
authorities should follow these rules, supplemented or modified by the special rules and instructions,
if any, contained in their departmental regulations and other special orders applicable to them.

I - DEFINITIONS

2. Unless there be anything repugnant in the subject or context, the terms defined in this Chapter ane
used in these rules in the sense hereby cxplained--

i

(i1}
(it}
{iv)
(v
[wi)
{wii)
[viii)
(%)

(%)
(xi)

{xii)
(EATTH

(xiv)

Accounts Officer- means The Controller General of Accounts and an Accounts
Officer  subordinute to the Controller Genernl of Accoumts and includes Thana
Accounts officer, District Accounts Officer, Regional Accounts Officer and  Chief
Accounts Officer,

Appropriation- means the assignment 1o meet specified expenditure of funds at the
disposal of the assigning authority.

Auditor General- means the Comptroller and Auditor Generul of Bungladesh.

Bank- means the Bangladesh Bank or any of its offices or branches and includes any
Branch of Sonali Bank acting as an agent of Bangladesh Bank in accordance with the
provision of Bangladesh Bank order, 1972

Competent Authority- means the Government or any other authority 1 which the
relevant powers may be delegated by the Government.

Controlling Officer- means the head of a department or other departmental officer
who is entrusted with the responsibility of controlling the incurring of expenditure
and/or the collection of revenue by the authorities subordinate to the department.
Constitution- means the Constitution of the People’s Republic of Bangladesh,
Controller General of Accounts- means the Controller General of Accounts of
Bangladesh,

Drawing Officer- means a Government Servant who has been authorised to draw
bills to pay for services rendered or supplies made to Government.

Finance Division- means the Finance Division of the Ministry of Finance.

Financial Year- means the year beginning on the st of July and ending on the 30th
June following.

Government- means the Government of the People’s Republic of Bangladesh.

Head of a Department- (1) means any authority declared to be such with reference
to Rule 2(10) of the Supplementary Rules, if the declaration is made in general terms
and not with reference to certain specified rules only, and (2) includes any other
officer declared 1o be such by the competent authority.

Non-recurring expenditure- means expenditure sanctioned as o lump sum charge,
whether the money be paid as a lump sum or by instalments,
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(xv) Primary unit of appropriation- means a lump sum of money placed by the
Government al the disposal of a subordinate authority.

ixvi) Principal Accounting Officer - means the Secretary or the Secretary-in-charge of a
Ministry or Division.

(xvil) Public Accounts - means the Copselidated Fond and the Public Accoumt of the
Republic as defined in Article 84 amd 86 of the Constitution.

ixviii) Public Works - means Civil Works including Roads and Highways, Housing and
Settlement and Poublic Health Engineering.

(xix) Public Works Department- means the Department of the Government in specific
adminstrative charge of public works.

{xx) Re-appropriation - means the trunsfer of funds from one unit of appropriation to
another such unil.

(xxi) Recurring Expenditure - means all expenditure which is not non-recurring.

ixxii) Subordinate Authority - means a Department of the Government or any authority
subordinate to the President.

{xxiii} Treasury Rules - means the Treasory Rules of the Government.

3, Heads of departments have been authorised to declare any Gazetted officer subordinate to them
to be the *head of an office” for the purpose of these and other financial rules of Government,
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CHAPTER 2

GENERAL SYSTEM OF
FINANCIAL MANAGEMENT AND CONTROL

I - RECEIPT OF MONEY
GENERAL

4. All ransactions to which any officer of the Government is a party in his official capacity must be
brought to account without delay.

5. Moneys received as dues of Government or for deposit in the custody of Government should be
credited into the Public Accounts in accordance with the Treasury Rules.

6. If a Government officer receives in his official capacity moneys which are not Government dues
or the deposit of which in the custody of Government has not been authorised by Government, he
must open an account for their deposit with a Branch of Sonuli Bank or a Post Office Savings Bank,
The prior approval of Government is reguired to their deposit in any other Bank, The Government
officer receiving such moneys is personally responsible for seeing that they are disbursed in strict
conformity with the rules, regulations or orders governing the fund to which the moneys appertain,
that a precise record of all the transactions 15 kept in o form complying with the regulations of the
Tund concerned and that the accounts are subjected to proper andit checks.

WITHDRAWAL OF MONEYS FROM THE PUBLIC ACCOUNTS

7. Unless otherwise expressly authorised by any law or rule or order having the force of law,
moneys may not be removed from the Public Accounts for imvestment or deposit elsewhere without
the consent of the Finance Division,

ASSESSMENT, COLLECTION AND CHECK OF REVENUES

8. Subject to such general or specific mstructions as may be issped by Government in this behalf, it
is the duty of the Revenue or Administrative Department concerned (o see that the dues of
Government are correctly and prompily assessed, collected and paid into the Bank, Detailed
instructions on the subject are contained in Chapter 3,

1T EXPENDITURE AND PAYMENT OF MONEYS.

ESSENTIAL CONDITIONS GOVERNING EXPENDITURE FROM PUBLIC FUNDS

9. As a general rule no authority may incur any expenditure or enter into any liability involving
expenditure from public funds until the expenditure has been sanctioned by general or special orders
of the Government or by an authority to which power has been duly delepated in this behalf and the
expenditure has been provided for in the authorised grants and appropriations for the year.

STANDARDS OF FINANCIAL PROPRIETY

10. Every officer incurring or authorising expenditare from public funds should be guided by high
standards of financial propriety, Among the principles on which emphasis is generally laid are the
following:
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L Every public officer is expected to exercise the same vigilance in respect of expenditure
incurred from public moneys as & person of ordinary prudence would exercise in respect of

expenditure of his own money.
11. The expenditure should not be prima facie more than the occasion demands,

M.  Noauthority should exercise its powers of sanctioning expenditure to pass an order which
will be directly or indirectly to its own advantage.

IV.  Public moneys should not be utilised for the benefit of a panticular person or section of the
community unless — F

{1} the amount of expenditure involved is insignificant, or
(2} a claim for the amount could be enforecsd in o court of law, or
{3}  the expenditure 15 in pursuance of a recogmized policy or custom.

V. The amount of allowances granted to meet expenditure of a particular type should be so
regulatcd that the allowances are not on the whole a source af profit to the reciprents.

CONTROL OF EXPENDITURE

11. Each head of a department is responsible for enforcing Minancial order and strict economy m
every step. He 15 responsible for observance of all relevant financial rules and regulations both by his
own office and by subordinate disbursing officers.

12. A Controtling officer must see not only that the total expenditure is kept within the limits of the
authorisad appropriation but also that the funds allotted 1o spending units are expended in the public
interest and upon ohjects for which the money was provided. In order to maintain a proper control, he
should arrange 1o be kept informed, not only of what has actually been spent from an appropriation
but also what commitments and liabilities have been and will be incwrred against it He must be in a
position 10 assume before Government and the Public Accounts Commitiee. if necessary. complete
responsibility for departmental expenditore and to explain or justify any instance of excess or
financial irregularity that may be brought to notice as a result of audit serutiny or otherwise.

INTERNAL CHECK AGAINST IRREGULARITIES. WASTE AND FRAUD

13. In the discharge of his uliimate responsibilities for the administration of an appropriation or part
of an appropriation placed at his disposal, every Controlling Officer must satisfy himself not only that
adequate  provisions exist within the departmental organisation for systematic internal checks
calculated 1o prevent and detect errors and imegularities in the financial proceedings of its
subordinate officers and to guard against waste and loss of public money and stores, but also that the
prescribed checks are effectively applied.

DELAYS IN PAYMENT

14. Delay in the payment of money indisputably due by Government is contrary to all rules and
budgetary principles and should be avoided vide also paras. 109 and 110,

I11- DUTIES AS REGARDS ACCOUNTS
MAINTENANCE OF ACCOUNTS
15. Every officer whose duty is to prepare and render any accounts or returns in respect of public

money of stores is personally responsible for their completeness and strict accuracy and  their
dispatch within the prescribed date,
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16. An officer who signs or countersigns a centificate is personally responsible for the facts certified
to, 50 far as it is his duty to know or to the extent to which he may reasonably be expected o be
aware of them. The fact that a centificate is printed is no justification for his signing it unless it
represents the facts of the case. If in its printed form it does not represent the facts, it is his duty 10
make any necessary amendment  which will call attention to the deviation and so to give the
authority concerned the opportunity of deciding whether the amendments cover requirements,

RESPONSIBILITY FOR OVERCHARGES AND DEMAND
FOR INFORMATION BY AUDIT

17. {1} A drawer of pay, abstracts or bills for pay, allowances or contingent expenses will be held
responsible for any overcharge.

() The responsibility of countersigning officers will be that which attaches 1o all controlling
officers,

(3) The Accounts Officer will be responsible for checking any palpable errars, and (in the case
of change of office, or of rate of pay of Gazetted Government servants) for passing the new rate with
reference to the orders directing the change. He is also required to examine the accuracy of the
arithmetical computations in a bill.

(4) The responsibility will thus rest primarily with the drawer of the bill and (failing recovery
from him) the overcharge will be recovered from the Accounts Officer, or the countersigning officer,
only in the event of culpable negligence on the part of either of them,

18. Every Government scrvani, emtrusted with the duty of muking payments on behall of
Government, should attend promptly to all objections and orders communicated to him by the
Auditor General, either direct, or through the Audit Officer, by letters, audit memoranda, etc., and
requrn the sudit memoranda or reply 1o objections within a fortmight or send letters explaining the
canse of delay.

19. It is the duty of every departmental and controlling officer 1o see that the Auditor General is
afforded all reasonable facilities in the discharge of his functions and furnished with the fullest
possible information for which he may ask, for the preparation of any reports which it is his duty to
prepare. No such information nor any books or other documents to which Auditor General has a
statutory right of access shall be withheld from him.

IV- CONTRACTS
GENERAL PRINCIPLES

20. No contracts may be entered into by any authority which has not been empowered to do so by or
under the orders of the Government, The Mimsiry of Law, Justice and Parliamentary Affairs is
suthorised to issue instructions for the making of contracts on behalf of the President and the
execution of such contracts and all assurances of property vide Rule ${iv) of Rules of Business 1975
{revised upto December, 1989). Subsidiary orders of Government as to the limitation ipon the
powers of subordinate authorities, the conditions under which such powers should be exercised and
the general procedure prescribed with regard to such contracts, such as calling for and acceptance of
tenders, etc., are laid down in the appropriate deparimental regulations,
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21. The following general principles have been lnid down for the guidance of authorities which have
to enler into contracts or agreements involving expenditure from public funds:-
(i) The terms of a contract must be precise and definite and there must be no room for
amhignity or misconstruction therein.
(ii) As far as possible, legal and financial advice should be taken in the drafting of contracts
and before they are finally entered  into.

{iit) Standurd forms of contracts should be adopted wherever possible, the terms (o be
subject o adequate prior scrotiny,

{iv) The terms of a contract once entered into should not be materially vanied without the
previous consent of the authority competent to enter into the coniract @ s0 varied. No
payments Lo contractors by way of compensation, or otherwise, outside the strict terms
of the contract or in excess of the contract rates, may be authorized without the previoas
approval of the competent authority,

(v) No contract involving an uncertain or indefinite liability or any condition of an unusuoal
character should be entered into without the previous consent of the competent
awthority.

(vi) Whenever practicable and advantageous, contracts should be placed only after tenders
have been openly invited and, in cases where the lowest tender is not accepted, reasons
should be recorded.

{vii} In selecting the tender to be accepied, the financial status of the individuals and firms
tendenng most be taken into consideration in addition 1o all other relevant factors.

{viii)Even in cases whefe a formal written contract is not made, no order for supplies, eic.,
should be placed without at least & written agreement as to the price.

{ix} Provision muost be made in contracts for safeguarding Government property entrusted to
i contractor,

{x) The Auditor General and, under his direction, other andit authorities have the power to
examine contracts and to bring before the Public Accounts Commities any cases where
competitive tenders have not been sought or high tenders have been sccepted or where
other irregularities have come to light.

(xi) When a contract is likely to endure for a period of mare than 5 vears, it should, wherever
feasible, include a provision for an unconditional power of revecation or cancellation by
Covernment at any time on the expiry of six months' notice to that effect.

V- DEFALCATIONS, LOSSES, ETC.
REPORT OF LOSSES

22. (1) With the exceptions noted below, any loss of public money, departmental revenue or
receipls, stamps, opium, stores or other property held by or on behalf of Government, caused by
defalcation or otherwise, which is discovered in a reasury or other office or department, ghould be
immediately reported by the officer concerned to his immediate official superior as well as to the
Chief Accounts Officer concerned even when such loss has been made good by the party responsible
for it. Such reports must be submitied as soon as a suspicion arises that there has been a loss: they
must not be delayed while detailed inquires are made. When the matter has been fully investigated, a
further and complete report should be submitted of the nature and extent of the loss, showing the

crrors or neglect of rules by which such loss was rendered possible, and the prospects of effecting a
recovery,

(2) IF the irregularity be detected by Audit in the first instance, the Audit Officer will report it

immediately to the administrative authority concerned, and if he considers necessary, o Government
as well,
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Exception |, - In the case of Customs, Excise and VAT Revenue, {n) mistakes in assessments which
are discovered oo late to permit of a supplementary claim being made, and (b) under-assessments
which are due to the interpretation of the law by the Jocal Customs authority being overruled by
higher authority more than three months after the assessment was made, need not be reported to the
Accounts Officer. A record should, however, be kept of such cases for examination by the Auditor
General at the time of Auwdit.

Excepiion 2.~ Petty cases, that is, cascs involving losses not exceeding amounts preseribed by the
Government in cach case need not be reported to the Chief Accounts Officer unless there are, in any
case, important features which merit detailed investigation and consideration,

23, The officers receiving a report submitted to him under Para 22 must forward &t forthwith to
Government through the usual channel with such comments as may be considered necessary, He
should also submit a detailed report, after completing such departmental mvestigations as may be
necessary or expedient on the causes or circumstances which led to the defalcation or loss, the steps
tuken to prevent its recurrence und the disciplinary or any other action proposed as regards the
persons responsible,

ACCIDENTS

24. Any serious loss of immovable property. such as buildings, communications, or other works,
caused by fire, Mood, cyclone, earthquake or any other natural cause, should be reported at once by
the departmental officer to the head of the department und by the latter to Government, When a full
inquiry as to the cause and extent of the loss has been made, the detailed report should be sent by the
departmental officer concerned 1o the head of the department, a copy of the report or an absiract
thereofl being simultaneously forwarded to the Chief Accounts Officer concemed.

RESPONSIBILITY FOR LOSSES, ETC.

28, Ewerv Government officer should realise fully and clearly that he will be held personally
responsible for any loss sustained by Government throngh fraud or negligence on his part and that he
will also be held personally responsible for any loss arising from fraud or negligence on the part of
any ather Government officer (o the extent to which it may be shown that he contributed to the loss
by his own action or negligence. Detailed instructions for regulating the enforcement of such
responsibility are embodied in Appendix-1.

WRITE OFF OF LOSSES ETC.

26. The powers delegated 10 different authoritics to write off the irrecoverable value of public
money or stores lost through fraud or negligence of individuals or other canses are indicated in
Chapter 4. Provision for losses should not ordinarily be made in the budget. If, however, the nature of
the work of a department is such that some losses must be regarded as inevitable cach year, provision
may be made with the special sanction of the Finance Division in each case.

¥1- DEPARTMENTAL REGULATIONS

17. All Departmental regulations in so far as they embody orders or instructions of a financial
character or have important financial bearing should be made by. ar with the approval of, the Finance
Division,
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CHAPTER 3
REVENUE AND RECEIPTS
[ - GENERAL

28. Subject w any special arrangement that may be suthorised by competent authority with respect
to any particular class of receipts, it is the duty of the departmental controlling officers to see that all
sums due to Government are regularly and promptly assessed, realised and duly credited in the Public
Accounts. They should accordingly arrange to oblain from their subordinates monthly sccounts and
returns in suitable form claiming credit for so much paid into the Bank or otherwise accounted for
and compare them with the statements of credits furnished by the Accounts Officer 1o see that the
amounts reported as collected have been duly credited in the Public Accounts.

If wrong credits thus come to the notice of the Conitrolling Officer, he should at once inform the
Accounts Officer with a view to the correction of the sccounts. If any ¢redits are claimed but not
found in the accoumts, inguiries should be made first of the responsible departmental officer
concermned.

Nate 1@ For this purpose esch Accounts Officer wall send 1o the departmental controlling officer extract from his
account showing the amounts browght o crediz i them in each month,

Neore 2 1 is essentin] thmt the departmental accounts of revenue showld not be compifed from the retums
prepared by the Accounts Office, But the Accounts Officer may be required, where oecessary, 160 venify the
returns prepared for submission (o the departmenty] contralling suthoricy.

Note 3 In coder o minimise the différences between the Tigures of Accouniz Office and the departmental
figures, i is essentinl that de chalans with which money is remiiied o the Bank shodld besr full and correct
accounts classification.

249, Detiiled rules and procedure regarding assessment, collection, remission #1c., of revenue should
be laid down in the departmental regulations of the revenue and collecting depariments concerned,

Note :  Tn departments in which officers ure required o receive maomevs on bekalf of Government ond issue
receipts therefor in Form T.R. 5, the departmental regulations should prescribe the procedire and roles for the
maintenance of a proper account of the recerpl, and issue of the receipt books, the number of receipt books 10 be
issued ot & ume to each Officer and check wath the Officer™s accoums of the used books when returned.

0. No amount due to Government should be left outstanding without sufficient reason, and where
any dues appear te be irmecoverable the orders of competent suthority for their adjustment must be
sought.

31. Unless specially suthonised by any rule or order made by competent authority, no sums may be
credited as revenue by debit o a suspense head: the credit must follow and not precede actual
realisation,

3. Heads of departments in charge of important sources of revenue should keep the Internal
Resources Division and the Finance Division fully informed of the progress of collection of revenne

under their control and of all important variations in sach collections as compared with the Budget
estimates.




Creneral Finonecial Rules

Il - SPECIAL RULES FOR PARTICULAR CLASSES OF RECEIPT
RENTS OF GOVERNMENT BUILDINGS, LAND ETC,

33, The detniled rules and procedure regarding the demand and recovery of rents of Government
buildings and lands are contained in the departmental regulations of the departments in charge of
those buildings,

When the mainienance of any rentable building is entrusted to a civil department other than the
Public Works Department, the head of the department concemed will be responsible for the due
recovery of the rents thercof. The procedure for the assessment and recovery of the rents of such
buildings will be regulated generally by the rules applicable to residences under the direct charge of
the Public Works Department,

FINES

M. It 15 the duty of every court or authority having the power to fine to see that the money realised
reaches the Bank and that adequate precantions are taken against double refunds of fines or refunds
of fines not actually paid into the Bank.

35. The duty of realizing fines and of checking the receipts and refunds rests with the departmental
officers, Each count, civil or criminal, is required to submit to the District Judge or to the District
Magistrate as the case may be, on the last working day of each calendar month, a statement in the
prescribed form showing the demand, collection and balance of fines levied and written off by it as
well as of the refunds therefrom, the sttement being made up for the account manth of the District
Accounts Officer or Thana Accounts Olficer with which the court deals. The District Judge and the
District Magistrute should each consolidate these returns into a monthly fines statoment for the courts
under him and for his own and forward 1t 10 the Accounts Officer as soon os possible after the
beginning of the month, for verification of the amounts shown as remitted into the Bank with the
credit appearing in the account of the Accounts Officer. The Accounts Officer should eertify to the
correctness or otherwise of these amounts. Where there is any discrepancy between o consolidated
statement and the accounts of the Accounts Office, the Accounts Officer muy, if necessary, before
giving his certificaie, request the District Judge or the District Magistrate, as the case may be, 1o
expluin the discrepancy.,

Note I: The statement should exhibit the amounts under relevant clissification codes, Compensation fines due
b an injurcd party which are ereditable to deposits and fines which under the orders of competent authority are
erechitable to a Municipal or Local fund, should be excluded from this statement

Note 2:  When fines wre recetved in ancther district, sn intimation should be given by the recovering officer 1o
the officer concerned, who should note the fact in his monthly fine statements

MISCELLANEOUS DEMANDS

36. Realisation of miscellancons demands of Government not falling under the ordinary revenue
administration will be watched by the Chief Accounts Officers concerned. Such are contributions
from Local Funds, Contractors and others towards Establishment charges; ete.
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I1T - REMISSIONS OF, AND ABANDONMENT
OF CLAIMS TO, REVENUE

7. The sanction of the competent authority is necessary for the remission of, and abandonment of
claims to revenue. All proposals affecting receipt of the Government are to be referred to the Finance
Division.

Note: The powers of subordinate authorities to sanction the write-of of loss of revenue are indicated in the
Delegation of Financial Powers.

38. Heads of departments should submit annually on the first of September 1o the Chief® Accounts
Officer concerned statements showing the remissions of revenue and shandonment of claims o
revenue ssnctioned during the preceding year by competent authonities. For inclusion in these
stutements rermissions and abandonmenis should be classified broadly with reference to the grounds
on which they were sanctioned and a total figure should be given for each class. A brief explanation
of the circumstances leading to the remission should be added in the case of each class.

Subject 10 any general or special order issued by Government. individual remissions below  any
amount prescribed by the Government need not be included in this statement.

Nate: This rule does not apply 1o Railways, Postal Department and Telegraph and Telephone Bogrd.
IV - AUDIT OF RECEIPTS

39. When the audit of the receipts of any department of Government is entrusted 1o the Audilor
General, it will be conducted in accordance with regulations reproduced in Appendix 2.,

Note I: The procedure in respect of perticular closses of receipls, eg., stamps, opium, foreign service
coniributions e, will be governed by specinl orders isued by Government,

Note 2: The audit of receipts sccruing under Debt and Remittance and those inclsded in the subsidiary accounts
of Government commercial undertakings devolves on the Auditor General and is conducted in such manner and
tes such extent as may be prescribed by him.

10
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CHAFTER 4
POWERS OF SANCTION

I- POWERS OF VARIOUS AUTHORITIES IN
THE MATTER OF SANCTIONING EXPENDITURE

GENERAL

40. The responsibility for financial operations of the Government as also for the exercise of all
exccutive authorities rests on the President whose sanction, given either directly or by persons to
whom the necessary power has been delegaiad, is necessary 1o all expenditure from the revenues of
the Government. The extent to which powers 1o sanction expenditure have been delegated 10 various
authorities is indicated in the following paras.

The financial powers of subordinate authorities in certuin departments e.g. Railway cte, are
regulated by schedules of powers relating to these departments and by general orders issued with the
concurrence of the Finance Division which are embodiced in the respective departmental regulations.

POWERS OF SUBORDINATE AUTHORITIES IN BANGLADESH

41. The Government has delegated financial powers in respect of non-development expenditure to
the Ministrics and Divisions 20 that they can carry oot their responsibilities in financial matters with
minimum references to the Finance Division. The Government has also prescribed specific financial
matters (non-development) which have to be meferred to the Finance Division by the various
Ministries/Divisions. All other financial matters can be disposed of by Administrative
Ministries/Divisions themselves according to the provisions laid down in various codal rules,
instructions and orders issued from time to time subject to the availability of funds in the relevant
sanctioned budget. Office memorandum No. MF (EC-1) DP-&/83/378 issued on 15 August 1983 by
the Finance Division provides delegation of financial powers, subject to amendments issued from
time to time,

42, The Governmeni has prescribed & Model of Sub-delegation of Financial Power (Non-
development) to ensure uniformity of sub-delegation of financial power by Ministries/ Divisions to
their attached Departments and subordinate offices. The Administrative Ministries/Divisions are
responsible for issumg necessary orders on sub-delegation of financial power on the basis of this
Model, Keeping in view the speciul needs of cerain attuched departments of some
Ministries/Divisions financial powers in excess of what have been prescribed in the Model may be
delegated to them under special orders of the Finance Division, Office memorandum No. MF (EC-1)
DP — 4/85/158 issoed on 29 July 1985 by Finance Division provides the Model subject to amendment
from time to time.

43. The Government prescribes from time to time separate schedules of delegation of financial
power to Ministries/Divisions, Heads of Departments and Project Directors of different categories of
development projects to ensure smooth project implementation. The Government also determines list
of items of development expenditure which requires concurrence of the Finance Division.
Ministries/Divisions/Heads of Departments/Project Directors are empowered to delegate financial
powers vested in them to their subordinate suthorities/officers under intimation to the Finance
Division. Office memorandum No. FMFIVDEV/Research Section/94/339 fssued on 12 April 1994
by Finance Division provides delegation of financial powers for development projects subject to
amendment from time to lime.

H. Unless atherwise provided by any special mile or order of Government, a higher authority may
exercise the powers delegated to an authority subordinate to it

11
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1 - POWERS IN REGARD TO CERTAIN SPECIAL MATTERS

GRANTS OF LAND, ASSIGNMENTS OF
REVENUE AND OTHER CONCESSIONS ETC.

45. No department or authority may, without previous consent of the Finance Division issue any
orders (other than orders in pursuance of gencral delegation made by or with the approval of the
Finance Division) which -

{1} involve any grant of land, or assignment of revenue, or concession, grant, lease, or license
of mineral or forest rights or right 1o water, power, or any easement or privilege in respect of
such concessions; or

{2) inany way involve any relinquishment of revenue,

Note : The powers 10 execute instruments are governcd by the Rules of Business and other depurtmental
orders on the sabject.

WRITE - OFF OF LOSSES

Neve 1 The orders in the following paras do not apply o the Defence and the Railway Depantments whose
powers in the matter of write ofl of losses are regulnted by special orders incorporated in the departmentol

regulations. .

46. (1) Subject to the limits and conditions specified in the Delegation of Financial Powers, a
competent authority may sanction the writing off finally of the imecoverable value of stores or public
money lost by frand, negligence of individuals or other causes, provided that -

(i) the loss does not disclose a defect of system the amendment of which requires the orders
of higher authority; and

(ii) there has not been any serious negligence on the part of some individual Government
officer or officers which may possibly call for disciplinary action requiring the orders of
any higher authority.

These orders apply also to the writing off of losses of revenue, irrecoverable loans and advances
and of deficiencies, depreciation etc., in the value of stores included in the stock and other sccounts,
(See also Parn. 172)

Note I:  The question of writing off will arise only when the value of stores or public money lost by fraud or
ncgligence of individnals eic,, is found ultimately to be irmecoversble. The first step should always be to fix

responsibility for the loss with a view 1o recovering from the persons responsible, the value of the stores oic,,
bt

Note 2:  The expression "Value of Stores’ used in this sub-para should be interpreted as meaning “Book Value'
where priced accounts are manntained and “Replacement Volue® in other cases,

(2} All sanctions to write off should be communicited to the concerned Chief Accounts
Officer for scrutiny in each case and for bringing to notice any defect of system which requircs
attention,

Note: Sunctions o the writing off of irrecoverable balunces of income-tax demands sccorded by competent
authorities need not be communicated 1o the Accounts Officer concerned.

Irrecoverable balances of income-tax demands written-off by competent authorities should, however,
be included m the statement required to be submitied 1o the Chief Accounts Officer under Para 38,

12
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47. The orders contained in the last preceding para, do not apply to loss of cash in banks whether in
the course of remittance or out of cash balance, small coin depot or curmrency chest. Individual cases
of such losses should be reported to the Finance Division and its specific approval obtained before
any item can be written-off in the accounts of the Government.

Note: It has been dechded with the concurrence of the Auditor General, that, in general, losses sustained by the
Government through the negligence or culpability of the staff paid for by the Government should be  borme by
the Govermment,

In cases where recoveries are made in cash, eg., by deductions from pay or otherwise, from the persons
respongible for o loss, the entire amount recovered should be credited 1o the Goverament, Recoveries made
indirectly, e.g. by stoppage of increment or promiotios a5 8 measure of punishment, should not be reated s
recoverics made in cal,

REMISSION OF DISALLOWANCES BY AUDIT AND WRITING-OFF OF
OVERPAYMENTS MADE TO GOVERNMENT SERVANTS

48. (1) Ministries and Divisions of the Government, may, for reasons to be recorded, waive the
recovery of an amount disallowed by an Andit Officer or otherwise found 10 have been overpaid to a
Government servant, if —

(a)  the amount disallowed has been drawn by the Government servant concerned under a
reasonable belief that he was entitled to it;

(b)  the enforcement of the recovery will, in the opinion of the competent authority, canse
undue hirdship, or it will be physically impossible 1o effect the recavery; and

{c) in the case of disallowance of emoluments of the nature of pay as defined in
Fundamental Rule 9 (21}, made within one year of the date of payment —

i the Government servant is not in receipt of pay exceeding amounts to be
determined by the Government or, in the case of others, the overdrowal has not
the effect of raising the Government servant’s pay beyond prescribed amount;
and

(i) the overdrawal has not been occasioned by delay in notifying & promotion or
reversion.

These powers may be exercised by the authorities to which the powers may be specially
delegated by Government, provided that the yearly pay limit referred 10 in sub-clause (i)
ahove does not exceed the prescribed amount in individoal case.

{2} all sanctions to forego recovery under these orders should be commumicated to the
concerned Chief Accounts Officer. It is apen 1o the Chief Accounts Officer 1o require that the action
taken in any case should be reported to the Finance Division for orders,

49. The powers deleguted to Audit Officers to waive objection 1o, or to forego recovery of, irregular
expenditure in individual cases are lasd down in paras. 248 1o 250 of the Audit Code.

13
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I1- COMMUNICATION OF SANCTIONS

50, Financial sanctions and orders of competent authorities under these or any other suthorsed
rules, e.g., the Fundamental and Supplementary Rules, the Civil Service Regulations, the Provident
Fund Rules, the Pensions Rules, the Treasury Rules, the Public Works Department Code, the Public
Works Account Code etc,, will be communicuted to the Chief Accounts Officer concerned in
accordance with the procedure set out below: -

{i} All financizl sanctions and orders issued by a Ministry or Division within its own
financial powers as a Ministry or Division of the Government will be communicated
direct 10 the relevant Accounts Officers by the Mimistry or Division concerned. All other
orders involving financial sanctions, which may be issued by Ministry or Division of the
Government, 1.e.. sanctions beyond their financial powers will be communicated to the
Accounts officer concerned through the Finance Division,

{ii} Sanctions and orders of any other authority to which the power of sanction has been
delegated will be communicated to the Accounts officer by that authority.

{iti)In cases referred to in clause (i) sbove, if an order sanctioning expenditure is sent to the
Accounts officer direct by a Ministry or Division and that Ministry or Division 15 not
competent to sanction the expenditure, the Accounts Officer will request the Minisiry or
Division that the sanction be communicated to him through the Finance Division.

{iv) If an order or sanction has been issved with the concurrence of the Anditor General, the
fact should be mentioned in the endorsement to the Accounts officer.

(v} In all orders conveying sanctions to expenditure of a definite amount or up ©-a specified
lirmdt, the amount of sanction should always be expressed both in words and in Dgures,

{vilall letters or orders conveying sanctions to expenditure, appointment, etc., must be signed
by un authorised gazetted officer,

Note ; In cases in which the documents relating (o any sanction of order ere deemed secrel, the Accounts
Officer will accept a statement of fact signed by an authorised official in Tiew of those docurments.

51. All orders conveying sanction to the grant of additions to pay. such as special pay and
compensatory allowance, should contain a brief but clear summary of the reasons for the grant of the
addition 5o as to enable the Accounts officer 1o see that it is correctly classified as special pay or
compensatory allowance, as the case may be. In cases in which an official record in an open letter is
considered undesirable, the reasons for the grant of such additions to pay should be communicaled
confidentially to the Accounts officer. A similar procedure should also be followed in all other cases
in which the rules require that reasons for the grant of special concessions or allowances should be
recorded.

£2. Sanctions sccorded by competent authority to grants of land and alienation of land revenue,
ather than those in which assignments of land revenue are treated os cash payments, should be
communicated to the Accounts officer in a consolidated monthly return giving the necessary details
to enable him to examine the sanctions accorded,

53. When proposals for 4 new grani-in-aid are placed, details should be furnished showing the
purpose of the grant and the exact nature of the conditions on which it 1 proposed 10 be miade. The
Accounts Officer shall compare such proposais and conditions with those enumerated by the
sanchioning authority in its subsequent orders of sanciion.

14
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IV- INDICATION OF THE SOURCE OF APPROPRIATIONS IN THE
SANCTION TO EXPENDITURE

54, In all upplications for sanction to expenditure it should be distinctly stated whether pravision for
the: proposed charge has, or has not, been made in the budget estimates of the year, and, if it has not
been made, whether the funds can be found by valid re-appropriation,

53. Authorities which sanction new expenditure after the appropriation of funds have been
communicated. should be careful to indicate the source of appropriation.

Where it is desired to sanction expenditure before the appropriation of funds have been
conmmunicated., as may be necessary in order to avoid deldy in starting work at the beginning of a new
financial year (vide Para 95), or to prevent duplication of orders, the authority which does so should
be careful to add the words “subject to the appropriation of funds being communicated in the budget
of the year™,

Nate: Vague expressions, such as. “subject 1o hudget provision™ should be carefully avoided in conveying
sanctions i expenditure,

V- DATE OF EFFECT OF SANCTION

S, Unless otherwese indicated specifically in the order conveying the sanction, a sanction issued by
a competent authonty has effect from the date of orders conveying the sanction.

In all cases, these orders are subject to the general order contained in  the Delegation of
Financial Powers regarding appropriation of funds and 1o any special provisions as to the date of
effect in the rules, orders or sanctions themselves.

Note:  Orders sanctioning the creation of temporary posts should, in addition 1o the sanctioned duration of the
post, invariably specify the dase from which it is 1o run whether it be the date of entertainment or otherwise.

Vi- RETROSPECTIVE SANCTION

37. (1) All authoritics which are competent to sanction revision of pay or the grant of concessions
to Government servants should bear in mind that retrospective effect should not be given to financial
sanctions, except in exceptional circumstances, without the special approval of Government.

(2) In the absence of special reasons to the contrary, concessions regarding rates of pay for any
class of Government servants should take effect as from the first of July and not from some dute in
the middle of a financial year.

Vi1 - LAPSE OF SANCTION

58. A sanction for any fresh charge which has not been acted on for a year must be held to have
lupsed, unless it is specifically renewed.

Note : This order does not apply (o o case where an ullowance sanctioned for a post or a class of Government
servitits has pot been drawn by u particular incumbent or incumbents, nor does it apply o additions made
gradually from year o year 1 a permanent establishment under a general scheme which has been sanctioned by
conpelent authority.

VII- SPECIAL RULES FOR WORKS EXPENDITURE

59. Special rules for regulating administrative approvals and sanctions to expenditure on works are
contained in the Public Works Depariment Code and other departmental regulations {(See also
Chapter 3,
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CHAPTER 5
BUDGET, GRANTS AND APPROPRIATIONS

I - PROCEDURE FOR PREPARATION AND SUBMISSION
OF BUDGET ESTIMATE.
{(NON-DEVELOPMENT BUDGET)

GENERAL PROCEDURE

60. Under Article 87 of the Constitution, a statement of the estimated receipts and expenditure of
the Government for each financial year has to be laid before the Parliament. The Constitution refers
to this statement as “the Annual Financial Statement”, and in common parlance it is called “the
Budget”.

61. The Annual Financial Statement consists of two main parts - the "Consolidated FPuond” and the
“Public Account of the Republic”. Under Article B4(1) of the Constitution, the Consolidated Fund
comprises all revenues received and loans mised by Government as well as all moneys received by it
in repayment of any loan. All other public moneys received by Government or on behalf of the
Government are credited to the ¥ Public Account of the Republic™

PREPARATION OF THE BUDGET

62. The Finance Division prepares the Budget and for this purpose other Ministries/
Divisions/Departments are required to fumish materials on which the estimates are to be based. Most
of the MinistnesDivisions/Departments depend for these materials on local officers who collect the
revenue or incur expenditure.

BUDGET MONITORING AND RESOURCE COMMITTEE

63. There exisis a Budget Monitoring and Resource Committee in the Finance Division headed by
the Finance Minister, All the relevant Ministries/Divisions are represented in the Committee. The
Committee monitors the bodget on the basis of review of progress of revenae collection, inflow of
foreign assistance, expenditure trend against the budget and all other pertinent issues. It also
gxamings the economic and fiscal impact of new measures for resource mobilhisation and takes
corrective actions. A Technical Committee in the Finance Division provides technical support to the
Budget Monitoring and Bezource Commities,

DATES OF SUBMISSION OF BUDGET ESTIMATES

64. (1) The time schedule for the preparation of Revised and Budget Estimates is given in
appendix 3.

(2) The authorities by whom the different Revised and Budget Estimates are to be prepared,
the authorities by whom these Estimates are to be submitted 1o the Finance Division and to the
Accounts Officers concerned, and the authorities responsible for watching the progress of collection
and of expenditure against appropriation are indicated in two separate poblications of the Finunce
Division entitled “List of Authorities responsible for Watching the Progress of Collection” and “List
of Authorities responsible for Control over Expenditure in each Demand for Grant™,
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{3) The Chief Accounts Officers will actively assist the Ministries/Divisions/Departments
concerned in the preparation of the Budget and will intimate appropriate action, without waiting for a
request for estimmitte from the Finance Division. Lump sum. provisions in the Budget will not be
proposed or made excepl in the most exceptional circumstances, the regsons for which will be
recorded in writing.

METHOD OF DRAWING UP ESTIMATES

65. The estimates of receipts and of ordinary charges prepared in district and departmental offices in
October are checked and consolidated in the offices of the Accounts Officers concerned in
November. They are then considered by the Finance Division in December and January. In March,
the Finance Dhvision hold discussion with administrative MinistiesDivisions and, on consideration
of their points of view, finalize the first edition of the Revised and Budget Estimates. By 22nd
Junuary each year the administrative Ministnes/Divisions submit Schedules of New Expenditure (i.e.,
expenditure on items not included i the curment budget) for inclusion in the next year™s budget.
Subsequently, Government decide for what new expenditure provisions will be made in the budget of
the ensuing finincial year, the amounts being determined by a review of the funds available and of
the proposals erther initiated in the Secretasiat or put forward by Heads of Departments in their
Schedules of New Expenditure.

NEED FOR PUNCTUAL SUBMISSION OF BUDGET ESTIMATES

66. It is of utmost importance that all officers will trunsmit their estimates on the dates preseribed in
the aforesaid schedule. It should be borne in mind that this progromme allows only the minimum
pericd necessary for scmtiny in the varions coatrolling offices.

ESTIMATES OF REVENUE AND RECEIPTS

67. The estimates will be prepared in quadruplicate. One copy will be kept for record in the office of
origin, the remaining copies being seat simultancously to (a) the Accoonts Officer concerned, (b)
Finince Dhvision, (c) the admimistrative Ministny/Division concemed, Where the administrative
Ministry/Division s itself responsible for the preparation of the estimates, only three copies will be
required, one copy bemg kepl for record in the Ministry/Division and the duplicate and triplicate
copies being sent simultancously to the Accounts Officer concerned and the Finance Division,

REVISED ESTIMATES

68. (1) These estimutes are intended to be the best possible forecasts of what the actual receipts of
the current year will be. A very important guide to their preparation will, therefore, ordinarily be
found in the actual receipts of those months of the year which have already elapsed by the time when
the estimates are being prepared. If an officer observes that the acteal receipts from a particular
source of revenue reveal a growth or a diminution compared with those of the corresponding period
of the previous year, he will, other things remaining unchanged, be justified in 1entatively assuming a
continuance of the growth or decline at the same rate during the remaining months, The proportionate
estimate based on this assumption must, however, be modified by an intensive scrutiny of other
known factors which affect the yield of the tax or receipt under consideration. For example, an
anticipated increase or decrease in the volume of dutiable imports, excisable manufactures, or over-
all economic activity in the remuining months of the year may suggest that the rate of growth or
decline in the relevant receipts will be accelersted or retarded. Seasonal variations, if any, in the
collection of specific receipts will also be borne in mind while using actuals for part of the year as a
basis for the preparation of the revised estimate for the whole year, The proportionate estimate will,
therefore, only be used by the estimating officer as one (albeit a very importunt one) among a number
of factors which influence his estimute. It must be noted, however, that it is rarely suitable for use in
estimating land revenue and similar receipts, for which the demand is fixed, or such income as those
from the sale of land and houses, which necessarily fluctuate widely from year 1o year.
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(2)  Sanctioned budget estimates will not be used as a guide tothe revised estinates, bacause in
mist cases these are somewhat out-of-date by the time the revised estimates are being prepared.

{3} There will ordinarily be little difficulty in amiving of an sccurate estimate of the
expenditure of the year, when the experience of the earlier months is available as o guide. However,
as in the case of revenue extimates, known special fuctors which have a bearing on the expenditure
under consideration have also to be taken into consideration in order o armive at the revised estimate

for the vear,
PURPOSE AND BASIS OF THE REVISED ESTIMATES

69, The revised estimates of expenditure are merely forecasts, based on the latest information, of
what the actoal outlay of the year will be; they do not operate either o increase or to redece the
grants which have been placed at the disposal of officers in the sanctioned budget. This is as true of
revised estimates of Civil Works expenditure as of those of expenditure of other categories,

T0. The actuals of previous years ordinarily offord an imporiant guide in framing the budget
estimates, and a continuance of any trend of growth or decling in income indicated by them may, in
the absence of definite reasons to the contrury, properly be assumed in all cases in which the
proportionate estimate can be usefully cmployed.

71. In all cases and specially in dealing with important revenue estimates, the reasons underlying the
proposcd estimates will be briefly but clearly explained. This explanation will recount the particolar
circumstances which, in the opinion of the estimating officers, have led to a recorded increase or
decrease in the revenue of the earlier months, and the grounds on which they expect to collect the
balance of the estimutes in the later part of the year. This explanation will not, however, be merely
mechanical. A statement, for instance, that the revised estimate is based on the income © date plus
that anticipated during the rermaining months of the year is merely an arithmetical explanation and is
of no assistance 1o the controlling officers in deciding whether the estimate is reasonable.

PURPOSE OF BUDGET ESTIMATES
72, (1} The Budget estimates serve Two purposes :

() their primary function is to forecast the expenditure of the ensuing year, and thus 1o enable
Government 1o make the necessary arrangements for financing the charges which it will
be called upon to meet; and

(k) as finally passed. they fix the allotmenis at the disposal of officers for expenditure in the
COSUME year.

{2} An over-cstimate of expenditure under one item reduces the amoum which can be treated as
available for other items while an under-estimate of expenditure or the omission of items of outlay
which are likely 1o be incurred can be remedied lmer only by postponement of other items of
expenditure for which provision has been duly made. It is conseguently of great importance that
expenditure estimates should be accurately frumed, programmes involving new expenditure should
be carefully worked out before the Budget Estimates are forwarded and no admissible charges which
are likely to be incurred should be omitied.

ESTIMATES OF EXPENDITURE TO BE IN TWO PARTS

73. In the preliminary stages with which heads of offices and of Ministries/Divisions ure concerned,
the expenditure estimates are divided into two parts, viz.:

(a) the estimutes of ordinary charges which are transmitted 1o the Finance Division, the Accounts
Officer concerned and the administrative Ministry/Division in prescribed forms: and

(b) the estimates of new expenditure, i.e., expenditure on items which do not appear in the current
budget.

I
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PREPARATION OF ESTIMATES OF EXPENDITURE

. {1} The budget estimates of expenditure to be prepared in district and depanmental offices
must be rigidly confined 1o ordinary charges and to charges which, although not yet being incurred,
have becn approved for introduction m the ensuing financial year, They must not inchude provision
for any new unsanctioned item which it is desired 1o be introduced in the ensuing financial year,

{2} Proposals for new expenditure on items which it is desired to introduce 1 the ensning
financial year should be submitted by the administrative Ministries /Mivisions to the Finance Division
in the form of Schedules. The: preparation of these schedules is governed by the procedures contained
in Para 75 to 7E.

(3} Anicle 87 (2] {a) of the Constitution requires that the estimates of expenditure embodied in
the Annual Financial Statement will show separately the sums required to meet expenditure charged
upon the consolidated Fund. A list of expenditure charged upon the Consolidated Fund is given in
Appendix 4.

{(4) Provision is made in the estimates of ordinary charges for sanctioned charges only
incleding those for which direct budget provision has been authorised by the Finunce Division,

(5) In justification of the estimates under “Pay of Officers” and “Pay of Establishments™ full
details of the number of officers and their pay together with the number and pay of the permanent and
temporary establishments will be separately supplied with the estimates in the Form GF.R 1. In the
case of temporary establishments, the last Government order will also be guoted.

{6) The budget estimate of charges. such as tmvel expenses, the amount of which tends to vary
from year to year, will be based on the actual of previous years; and, n defanlt of ressons 1o the
contrary, it 15 ordinanly advisable (0 assume o contineance of any growth or decline which is
indicated by these figures.

{7} The estimales of ordinary charges will exclude the valug of stores proposed to be obtained
from abroad for which an indent has already been submitted to the Government.

SCHEDULES FOR NEW EXPENDITURE PROPOSED
FOR INCLUSION IN THE BUDGET

75. (1) In the first week of December cach year, remminders will be issued by the Budget Wing of
the Finance Division to all the Admimstrative Ministries/Divisions of the Secretariat, pointing out
that their Schedules are due. in triplicate, by the 22nd January. No schedules will be received by the
Finance Division after that date except under special orders of the Finance Minister,

(2} The Schedule prepared by the Administrative Ministines/Divisions in the Form shown in
Form G.FR.2 will be approved by the Secretary of each Ministry/Division and will be sent 1o the
Finance Division in triplicate armanged in order of urgency, under the orders of the Minister,

{3) Against each item in the consolidated schedule, the Administrative Ministry/Division will
record, in the appropriate column, the number and date of the Government letter approving the
scheme and a very brief note indicating the exact stage of the proposed scheme 1o enable the Finance
Division to judge whether the scheme is so far advanced as to render it probable that the whole or any
part of the expenditure proposed can actually be incurred in the ensuing year. The note will state the
background of the case and also whether it cannot be postponed or dropped without creating any
serions inconvenience to the Administration,
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{4) On receipt of the Schedules, the Budget Wing will examine them at once to see if any of
the instructions issued with regard to their preparation have been contravened. Those found in order
will be accepled. Defective Schedules requiring modification will be corrected where possible or will
be returned to the office of origin with a brief note over the signature of Deputy Secretary or
Assistant Secretury, indicating the exact nature of the defect, with a request to return them after
necessary amendment.

{5) As soon as possible after the preliminary scrutiny contemplated in clause (4), one copy of
the Consolidated Schedule will be sent to the press to be set up in type and the other copy will be
examincd by office which will confine its note to the probabhility of the proposed expenditure being
incarred in full in the ensuing year,

{6) It is of preat importance that all schedules retumed o the office of origin under clause (4)
above will be received back by the Finance Division by the due dote. Afier the Consolidated
Schedules have been duly corrected those will be printed by the Finance Division for consideration
by the Cabinet/Council of Ministers.

{7) To ensure that alf items of new expenditures for which it is desired to make provision in the
Budget are mcluded in the schedules prepared by the Administrative Ministries/[ivistons, Assistant
Sccretaries of these Ministries/Divisions will maintain registers in which they will enter, at the time
of receipt, all proposals which may involve new expenditure in the following year, immespective of
whether the proposals have been received unofficially. demi-officially or officially. When a proposal
has been rejected, the entry relating 1o it will be struck oot

SCHEDULES OF NEW WORKS PROPOSED FOR
INCLUSION IN THE CIVIL WORKS BUDGET

T6. (1) By the 31st August each year the Ministry of Housing and Public Works will obtain from
the Administrative Ministries/Divisions lists of works that have been administratively approved and
for which the office concemed desires that provision should be made in the cstimates of the next
finuncial vear. The works in each list will be ammanged in order of urgency. Where xome time has
elapsed since administrative approval wias accorded 10 8 work, the gdministrative Ministry/Division
will consider whether fresh approval is likely to be necessary owing fo increased costs or for other
reasons and, il necessary, steps will be taken in the meantime to have the work re-approved. The
Ministry of Housing and Public Works will prepare detailed estimates for the schemes. The cost as
determingd by the detniled estimates as well as the probable expenditure on each scheme in the
ensuing year will be furnished in tplicate 1o the Finance Division by the Ministiry of Works not later
than the 22nd January.

(2) It will be remembered that works already incloded in the estimates of the year are treated,
for the purposes of the extimates of the cnsuing year, as works in progress, even i construction has
not heen taken up, that provision for them is made by the Ministry of Housing and Public Works in
their deparimental estimates, and that consequently they must not be included in any list of new
works.

ESTIMATES OF NEW EXPENDITURE ON WORKS

77. The estimates of new expenditure on works are submitted by the administrative
Ministries/Divisions in lists as shown in the Form GFR-3. They will reach the Finance Division not
lutor than the 22nd January in cach year, and the orders with regard to their preparalion are as
fallows:

(a) The lists will be submitted in triplicate;
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(b} No work will be included in the list for which provision has been made in the budget for
civil works for the current year, even if construction has not begun at the time of the submission
of the list or is not likely to be taken in hand during the year, Provision for such works will be
made, if necessary, by the Ministry of Housing and Public Works in their estimates as for works
in progress;

(e} No work will be included in the lits of works which have not received administrative
sAncton;

(d) No important work will be included in the list of works unless detailed plans and estimates
have already been technically sanctioned in the Ministry of Housing and Public Works, or are so
far advanced as to ensure thet they will be technically sanctioned before the commencement of
the next financial year;

(e} No proposal regarding a work, which has nit been included in the list of works submitted by
the 22nd January, or which does not fulfil either or both of the conditions under sub-paragraphs
{c) and (d), will be accepted after the end January, in each year, unless it is shown that the work
is of such extreme urgency that it cannot possibly wait for inclusion in the subsequent year's

budget: and

{f) Care will be taken to see that all works are entered in order of urgency. In determining the
projects to which the available funds will be allotted, Government will be guided by the
recommendations of Heads of Ministries/Divisions in this matter provided there is reasonable
probability of the projects being commenced in the ensuing financial year,

ESTIMATES OF OTHER NEW EXPENDITURE

78. The estimates of other new expenditure are submitted in the Form GFR-2 in accordance with the
following orders:

{a} The Schedules are submitted in triplicate by the Administrative Ministry/Division to the
Finance Division not later than the 22nd January in each year. They will contain all new
charges for which it is desired to provide funds in the ensuing vears, other entries in the
schedules will be confined to measures which have, after examination by the Finance Division,
been approved by Government and no ftem will be entered, unless proposals for its introduction
have been sent to Government in the Administrative Ministry/Division in good time to enable
them to send in their recommendations to the Finance Division for examination prior 1o the 22nd

January;

{b) No proposal for new expenditure, which has not been included in the Schedule of New
Expenditore, will be accepted after the 22nd January in each year unless it is shown that the
scheme is of such importance that it cannot possibly wait for inclusion in the subsequent year's
budget; and

{c) The schedules are prepared in the Form GFR-2Z. The items will be entered in order of
urgency, and in the last column of the form a reference will invariably be given to the number
and date of the latest communicaiion 1o or from Government relating to the proposals.

79. No schedules need be prepared for individual minor works for which lump provisions are made
in the Civil Works budget. If an administrative Ministry/Division is of the opinion that the lump sum
allotted each year for minor works is inadequate, a schedule in the Form GFR-2 showing the
proposed increase in the lump provision, will be sent to the Ministry of Finance not later than the
22nd Jannary each year,
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PREPARATION OF CIVIL WORKS ESTIMATES
B, (1) The estimates will be submitted in sample form GFR 4.

(2} Supporting the entries against “Works in Progress" in the form GFR 5, a statement in the
form shown in GFR 4 will be forwarded to the Finance Division. The information to be given in this
form will be obtained from the reponts of Executive and Superintending Engineers, and it will be seen
that the instructions for filling up the Form are clearly understood by them and are exactly followed.

(3) On the 15th February cach year, a similar Form based on reports from Executive and
Superintending Engineers, and contuining up-to-date information then available as to the amount
likely to be spent on works in the current finuncial year, will be submitted to Government through the
Accounts Officer. The date for the submission of this supplementary statement will be mest carefully
observed. since it will be of no use unless it is received in good time.

{4) In issuing these and any subsidiary instructions io Exccutive and Superintending Engincers,
it will be pointed out to them that the revised estimates which they submit of the expenditure they are
likely to incur on works, do not operate to reduce the sunctioned grant for those works. It is their duty
to ussist the Financial Officers of Government by giving as accuraie an estimate as possible, not of
the amounts which they want 10 spend but of the amounts which they can actually spend in the
currenl year, taking into consideration the pace at which work is going forward, the difficulty or
otherwise in respect of labour, matenials, ete,

(5) In framing the revised estimate of repairs, the remarks made in instructions a1 Para 68
should be borme in mind. For the budget estimate of repairs, the revised estimate with necessary
additions for repairs 1o new works executed in the course of the year will ordinarily be the safest

pande.

(6) Past sctuals will ordinarily be the best guide lor the revised estimate of establishment
charges; and past actuals and the revised estimates will ordinarily be the best guide for the bodget
estimate. In both the cases, allowances will be mude for any increase or reduction in the charges due
to any revision of the number or pay of the establishment which may have taken place in the year 1o
which the revised estimate relates.

DISPOSAL OF BUDGET REFERENCE

Bl. (1) Immediately on receiving from the Accounts OfTicer concernad, the form containing the
actual and the estimates proposed by the local officers, the Finance Division will send 1o the press a
copy of it to be set up in types and utilise another copy for framing the revised and budget estimates.
All relevamt papers will be placed on the file, these being obtained, il necessary, from the
Administrative Ministries/Divisions concemned.

(2) A copy of the estimates as framed by the Finance Division together with the relevant notes,
where necessary, will be sent a8 soon-as possible o the Adminisirative Ministiry/Division concemed
for their comments on specific points raised in the notes. They will also be reguired (o point out
errors and omissions, if any, in the estimates framed by the Finance Division.

{3) On receipt of these references, the Administrative Ministry/Division will supply the
information required by the Finunce Division and also point out errors and omissions, il any, the
references of the Finance Division being returned without fuil within three days from the date of their
receipt in the Administrative Ministry/Division. It should be clearly understood that no general
criticism of the references from the Finance Division is neccssary and that the notes of the
Administrative Ministry/Division should be confined to really important issues,
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{4) [If the references arc not received back within the time allotted, which must be regarded as
the maximum, the Finance Division will at once proceed to decide the doubiful points, as it is of
paramount importance that the time-table drawn up for the compilation of the Budget Estimate will
be rigadly followed,

DISCUSSION WITH ADMINISTRATIVE MINISTRIES

B2. The estimates framed by the Finance Division are discussed with representatives of the
Adminiztrative MinisiriesDivisions/Departments at a round of meetings held in the Finance Division
in the month of Muarch. At these meetings, the estimiates are reviewed in the light of the lalest
evailable facts and data, including the latest Tigures of actual expenditure and receipt, which the
representatives of the Administrative Ministries/Divisions! Depantments are expected to fumish.
These meetings thus afford them an opportonity Tor making a coherent presentation of the reasons in
favour of budgetary provisions which they consider to be necessary. The authority for modifying, if
fecessary, the estimates earlier framed, however, rests with the Finance Division.

B3. The estimates of expenditure embodied m the Annual Financial Statement laid before the
Parliament under Aricle 87 of the Constitution are understood to represemt Government’s full
requirements for the fmancial year, snd nothing but pressing emergencies that cannot be
accommodated within the provision available will occasion the presentation to the Parlioment of
demands for further funds or of estimates of further charged expenditure.

84. Demands for Supplementary Grants will not be made, except in extraordinary circumstances, for
which full justification will be furnished 10 Finance Division including an explanation for the failure
to foreses the additional expenditure at the time of submitting proposals for bodget provision. No
expenditure will be incurred in anticipation of the suthorisation of a Supplementary Grant, without
the prior concurrence of the Finance Division. The procedure in the Parliament in connection with
Supplementary Estimate will be the same a5 in the cuse of the Budget proper.

85. The responsibility in regard to proposals for Supplementary Estimates rests in the first place on
the Principal Accounting Officer of every Ministry/Division (ie, the Sccretary of the
Ministry/Division) who will be in a position to explain clearly not only why a supplementary
appropriation 15 required but also why the need for funds was pot forescen when the original
estimates were framed. The greatest care will be taken by the Administrative Ministries/Divisions in
submitting proposals for Supplementary Estimates. If, on the closing of the accounts, any
supplementary appropriations sctually obtained are found to have been unnecessary or excessive, the
Aundit Office will draw attention to the fact in the Audit Report on the Appropriation Accounts and
the action of the Mimistry! Diviston will attract the criticism of the Public Accounts Committee.

B6. When an unavoidable need for additional funds arises in the midst of the year for a purpose nol
provided for in the current Budget, or o purpose for which the existing Budget provision has been
exhausted, the Administrative Ministry/Division will send a self-contained proposal 1o the Finance
Division well in time. In this proposal, besides giving justification for the proposed additional
expenditure and the reason why it could not be foreseen earlier and provided for in the original
Budgel, the administrative Ministry/ Division will also give (1) the recurrent expenditore, if any, that
will have to be admitted in future years if the proposal is accepted and (b) an analysis of the Budget
Grant 1o which the expenditure is debitable indicating, inter alfa, the expenditure already incurred
under the various items and the reasons why the proposed expenditure cannot be partly or wholly
accommodated within the balance of the provisions under these items by effecting appropriate
cconomy. The Finance Division will, in the first place, examine the proposal in respect of jis
justification and magnitude and thereafier allocate the additienal funds considered admissible and
feasible. While communicating their decision to the Administrative Ministry/Division, the Finance
Division will indicate whether the funds are being aliocated from the budget provision for
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“Unexpected Expenditure” or whether they will in due course be provided either by re-appropriation
or by Supplementary Grant. The Administrative Ministry/Division will thereafter issue the requisite
expenditure sanction with the concurrence of the Finance Division by whom a copy thereof is 10 be
endorsed to the Chief Accounts Officer concerned.

II- PROCEDURE FOR PREPARATION AND
SUBMISSION OF BUDGET ESTIMATE
(DEVELOPMENT BUDGET)

GENERAL PROCEDURE

87. The preparation of the Annoal Development Programme depends on cooperation from all
Ministries and specially the executing agencies. Each one involved should be aware of what is
wanted to be achieved by the development programme and should know how to go about it. Every
year the Planning Commission issues guidelines for preparation of the proposed and revised Annual
Development Programme.

88. A Programming committee constituted in the Planning Commission with participation of
Finance Division, Economic Relations Division and Implementasion, Monitoring and Evaluation
Dnvision examines development project proposals, fix their priorities and determing the allocations to
be provided in the Annual Development Programme, The commitice underiakes a review of (he
Annual Development Programme beginning the middle of November each year to finalise the revised
Annual Development Programme and make the first projection of the Annual Development
Programme for the following year. The committee finalises its recommendations for Annual
Development Programme i the month of April each year for consideration by the Planning
Commission and presentation to the National Economic Council, Project proposals for inclusion in
the Annual Development Programme are formulated, processed and approved in accordance with
procedures prescribed by the Planning Commission from time to time,

REVISED ESTIMATE

89. On completion of discussion on the Revised Annual Development Programme in the Planning
Commission with representatives of the Administrative Ministries/Divisions and the Finance
Division, the Estimates are finalised. Particulars of each approved project/ scheme included in the
Revised Annuoal Development Programme, showing Revenue and Capital components with the
breakdown and estimated receipts, if any are furnished to the Finance Division for incorporation in
the Budget

BUDGET ESTIMATE

90. After the Annual Development Programme is finalised, particulars of each development
project/scheme included in the Programme, showing the Revenue and Capital components and
receipts, if any, are furnished to the Finance Division by the respective Administrative
Ministries/Divisions for incorparation in the Budger.

91. The Finance Division then classify the allocation for the project/scheme according to the
Classification Chart for incorporation in the Budget and submission before the Parliament.

91. The project-wise estimates of expenditure of projects/schemes completed during the last fiscal
year are also furnished to the Finance Division by the respective MinistriesDivisions for making
necessary budget provision in the non-development budget.
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HI - COMMUNICATION AND DISTRIBUTION OF GRANTS

93, (1) The grants voted by the Parliament, together with any sums sanctioned for non- votable
(charged) expenditure will be communicated by the Finance Division to the Administrative Ministries
and the Chief Accounts Officers concerned in the shapes of lump sums known as primary units of
appropriation. The Administrative Ministry will then make arrangements for distributing the
sanctioned funds, where necessary, among the controlling and disbursing officers subordinate to them
in accordance with instructions luid down in clause (2) of paragraph 98, The Chief Accounts Officer
will render such assistance in the distribution of grants as may be settled in each case,

(2) Subject to any special rules or orders of Government, the distribution of grants should
usually be effected as under :-

(1} The whale ar part of the appropriation for an operating unit may be placed ar the
disposal of & controlling or a disbursing officer or the operating unit may be broken up
into a number of secondary units and the appropriation for any of these, whelly or in
part, may be placed at his disposal.

(i) A controlling officer at whose disposal an appropriation for an operating unit or a
secondary unit has been placed, may out of it, allot funds for expenditure on a specific
item or on group of items.

(iii) Any distribution of appropriation among specific items or groups of items, which may be
made by disbursing officer for purposes of his control over the expenditure, will not be
recagnised by the Accounts Officer and should not be intimated to him,

%4. An appropriation is intended to cover all the charges including the linbilities, if any, of past
years, to be paid during the year or to be adjusted in the accounts of it. It can be suthorised by
competent authority at any time before, but not after the expiry of the financial vear. Any unspent
balance lapses and is not available for utilisation in the following years, except in so far as it has been
anticipated and re-included in the estimaies,

IV-INCURRING OF EXPENDITURE IN ANTICIPATION OF FUNDS

95. In the event of the orders communicating the allotment of funds under paragraph 93 not being
received before the commencement of the financial year, disbursing officers may authorise
expenditure in anticipation of funds on pay and other charges on the basis of thut incurred in the last
manth of the preceding year.

Note- Appendix & 1o the Public Works Account Code lays down the rules for incurring expenditure in  the
Public Works Department in unticipation of funds. These rules will apply mutatis mutandis 1o the expenditsre
on works executed by other departmwents, except where the controlling authority directs olherwise,

V- CONTROL OF EXPENDITURE

96. (1) The Secrctary (which term shall be deemed to include the Secretury-in-charge) of
Ministry/Division shall continue to be the Principal Accounting Officer of his Ministry/Division, its
attached Departments and subordinate offices in respect of receipts as well as expenditure incurred
from the budget grants controlled by his Ministry/Division.

He shall be responsible for ensuring that -

() funds allocated to his Ministry/Division, its attached Departments or subordinate offices
are spent for the purpose for which they are allocated ;
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{b) the funds are spent strictly in wccordance with the miles and regulations, and the
expenditure s nol, prima-facie, more than the occasion demands and that every Government
servant exercises the same vigilance in respect of expenditure incurred from public funds us a
person of ordinary prudence would exercise in respect of expenditure of his own money |

{e) actual expenditure does not exceed the sanctioned budget allocation made for the
respective items/operating units, etc, |

{(d) no expenditere iz incurred in  anticipation of authorisation of an  annual
Budget/Supplementary grants, without the prior concirrence of the Finance Division |

{e) all payments and receipts are correctly classified under appropriste codes of the
Classification Chart and the departmental accounts ure reconciled every month with the figures
commimnicated by the CGA and the Chief Accounts Officer.

(f} modit objections are promptly setibed,

{2} The powers and responsibilities of the Pnncipal Accounting Officer of a Ministry/Division in
respect of the autonomous bodies/corporations/organisations ander his Minigtry/Chvision shall be
prescribed by the special/geneml orders of the Finance Division.

97. ‘The authorty administering a grant is responsible for watching the progress of expenditure on
public services under its control and for keeping the expenditure within the grant. In order that the
control of departments over such expenditure may he effective and real and that the controlling
officer should be in a position from month to month to estimate the likelihood of savings in and
excesses over grants and appropriations, the procedurs laid down in the following rules should be
observed by all departments and controlling and disbursing officers subordinate to them except where
the Finance Division has agreed in writing to some other procedure.

98. (I) The head of each department will be responsible for controlling expenditure from the grant
or grants at his disposal, and will exercise his control through the controlling officers, if any, and the
dishursing officers subordinate to him.

{2) Control over expenditure must be exercised with reference to the grant as it stands from
time to time. It is the duty of the head of the departmunt to distnbute the grant as voled by the
Parliament or, in the case of non-voted (charged) appropriation, as sanctioned by the Government
among the various controlling and disbursing officers subordinate 1o him, so far as this has not been
done by the Finance Division. In so doing he must take into account lump sum cuts made by the
sanctioning authority. He must similarty distribute any increases or redections subsequently made in
the geant or in any part of it hy the competent muthority, whether the alieration is due 0 a
supplementary grant, to a lump reduction or to a re-appropriation. When making his distributions, he
must invariably communicate to the officer concerned the complete accounts classification of each
itemi distributed, Such distribution is however, not essential in the case of provision for pay of
officers and of establishments. In making a distribution, it is always open 1o the head of a department
to keep a portion of the grant as an undistributed reserve in his cwn hands.

{3} The following procedure must be followed by every dishursing officer in submitting claims
lor money - .

(1) He must attach to each bill a slip in Form G. F. R.6, which will be retumed by the
Accounts Officer, with the cash or cheque, after noting thereon the voucher number and
the date assigned to the bill.

{1i) He must enter on each hill the complete classification code of the proposed expenditure,
When a single bill includes charges falling under two or more economic classification
codes the charges meust be distnbuted accurately over the respective ecomomic
classification codes.
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(it}

Except in the case of bills for the pay of officers or of establishments and for allowances
drawn with pay, he must enter on each bill and on each slip in form OGF.RS6, the
progressive total of expenditure up- to- date under the classification code 10 which the
bill refates, including the amount of the bill on which the entry is made.

{4) In order to enable all concerned to watch expenditure against those portions of grants
which are particularly liable to Muctuation, the following procedure must be followed in respect of
all bills other than those for pay of officers or of establishments and for allowances drawn with pay -

(i

(i}

{iii)

(v}

(v}

Every disbursing officer and, m respect of his own expenditure from portions of the
grant retained in his own hands, every controlling officer and head of department mus:
maintain & separate register in Form G. F. R, 7 for such operating unit with which he is
concermed, In this must be entered the necessary particulars of the charges drawn on
cach bill under the appropriate classification code.

Cin the third day of each month, n copy of the entries in this register, so far as these
recorded sums actually drawn from the Bank during the proceeding month, must be sent
in full detail by the officer maintaining it o the head of the department or other
controlling Officer. As certain of the entries in each month will represent bills which
were not actually cashed before the end of that month, the copy sent will include a few
entries of a previous month and exclude a few made in the month for which the reum is
submitted. With the copy must be forwarded all the slips in Form G. F. R. 6 which relate
to the bills entered in it If there be no entries in the register in any month, a “nil”
statement must invariably be sent.

In order 1o watch the receipt of the retums prescribed in the foregoing sub- clause, the
controlling officer must maintain a broad sheet in Form G, F. R, 8, in which a seriul
number will be alloned 1o each individual disbursing officer, This broad sheet must be
carefully watched and reninders sent il any réturmns are not received by the Tth of the
month, since the accuracy of the controlling officer's accoums will depend upon the
receipl of complete returns. The serial number allotted to each dishursing officer must
be communicated 1o the Accounts Officer.

On receipt of the returns from disbursing officers, the controlling officer must carefully
examine them and must satisfy himself -

(1) that progressive expenditure has been properly noted on the slips and the available
balances worked oot ;

(2) that the accounts classification his been properly given;

(31 that expenditure up to date is within the grant;

{4) that the returns have been signed by the dishursing officers; and

{3} that all relevant slips in Form G.F.R.6 have been attached. IT he finds any defects in
them, he must ke immediate steps to rectify them.

When all disbursing officers’ returns for a particular month have been received and
found to be in order the controlling officer must prepare a statement in Form G F.R.9, in
which he will incorporite-

()  the totals of the figures supplied by disbursing officers;

{2) the totals taken from his own registers in Form G.ER.7; and

(3) the totals of adjustments under the various economic classification codes which
will be communicated 1o him by the Accounts Officer on nccount of transfer entries and
expenditure debited to the grant through accounts ctirrent.
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If the controlling officer be not the head of the department, he must Torward to the latter
authority a copy of this staiement supporting it by the slips in Form G.F.R.6, and the copies of Form
G.E.R.7, submitted by disbursing officers and by a copy of the month’s entries in the register in Form
O.F.R.6.

If any adjostment communicated by the Accounts Officer affects the appropriation at the
disposal of a subordinate disbursing officer, the fact that it has been minde must be communicated by
the controlling officer to the disbursing officer concemed.

{vi) On the receipt of all the necessary returns, the head of the depariment must  prepare an
account in Form G.F.R.10, showing the complete expenditure from the grant at his
disposal up to the end of the preceding month. The higures of expenditure upon pay of
officers and establishments and upon allowances drawn with pay will be communicated
to him by the Chief Accounts Officer as presenibed in sub- paragraph (51 below,

{vii) In August of cach year, the Head of the Department must forward to the Accounts
officer a copy of his account for July in Form GF.R.10. Subsequent to this, it will
suffice to send an abstract of the expenditure upto date under the various classification
codes of dishursements m three columns, showing -

1) expenditure up to the end of the preceding month;
i2) expenditure during the month just concluded; and
{3) total expenditure up-to-date, being the total of (1) and (2).

The subsidiary records in Forms GER.T and 9 will be retamned by the head of the department in
his own office, enless in any case the Chiel Accounts Officer requires that the whole or any part of
them should be sent to him with the statement.

{viil)The head of the depurtment and the Accounts Officer will be jointly responsible for the
reconcilistion of the figures given in the accounts maintained by the head of the
department with those that appear in the Accounts Officer’s books. Unless in any case
there are specinl rules or orders 1o the contrary, the reconciliation should be made
maonthly, the initial responsibility resting with the Accountls OiTicer. The reconciliation
need not be very close; its extent should be determined by the Tollowing considerations;-

(1) that the account figures finally published will be those maintained by Accounts
officer, and

{2) that the main object of the reconciliation is to ensure that the departmental
eecounts are sulficiently accorale to render possible an efficient departmental control of

ex penditure.

{5) Expenditure on the pay of officers and establishments is not, as a rule, liable to violent
fluctuarions, Moreover, the provision for such expenditure is frequently not distributed among
dishursing officers. It is therefore unnecessary to waich such expenditure throogh the forms and
registers prescribed in sub- paragraph (4) above. The figures of such expenditure will be
communicated monthly by the Chiel Accounts Officer to the head of the department, who must enter
them in his account Form G.F_R. 10 and watch the progress of expenditure against the grant.

(6) The head of the department and his controlling officers must further take steps 1o mointain
a careful watch over expenditure incorred from time (o [ime on important non- recurming objects, such
as grants and contributions, purchase of rations and purchase of uniforms. It is necessary to deal with
such jtems separately  from the accounts of ordinary monthly expenditure since they ocour once or
twice only in the course of a year. The head of the department or controlling officer must decide for
himself what method of warching such expenditure he will adopt. In some cases he may prefer 1o
keep the entire grant ender his own conirol and to order  disbursing officers who wish 10 spend
money against it to apply 1o him for a special allotment. In other cases, he may prefer to distribute the
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grant and to order his disbursing officers to report expenditure against it as soon as they incur such
expenditure, separately from their ordinary monthly accounts. Whatever method he adopts, it is
essential that he should keep himself informed, not only of actual expenditure against such grants, but
also of lighilities which have been incurred and must ultimately be met from them. Without such
information, no adequate control over expenditure can be exercised.

(7} Under the procedure prescribed in these rules, a head of the depariment or controlling
officer should be in a position from month to month {0 estimate the likelihood of savings or excesses
and to regularise them in accordance with the instructions laid down in paragraph 101 ef seq.

Nate I: Special rules for the control of expenditure under Public Works are laid down in Appendix 6 1o the
Public Werks Account Coda,

Note 2: Special rules for the control of expenditure in other depastments to which the procedural rules in sub-
*paragraphs (3) to (5) do no apply, will be contained in the departmental Regolations and Manoals.

99. The Chief Accounts Officer will warn the depariment concerned immediately of the first
appearance of any excessive proportionate outlay under any grant or under any operating unit. Ti
must be clearly understood, however, that the authority administering a grant and not the Accounts
Officer is ultimately responsible for the control of expenditure against the grant.

¥I- PROVISION OF FUNDS FOR WORKS EXECUTED
THROUGH A DIFFERENT AUTHORITY

100. In order to ensure that a department undertaking a work on behalf of another does not exceed
the sanctioned estimales without the authority of the employing department, the depariment
responsible for providing the funds should intimate to the department undertaking the work the
sanctioned grant within which the expenditure is to be incurred. The department incurring the
expenditure shall be responsible not only for seeing that the allotment placed at its disposal is not
exceeded but also that any anticipated savings are notified and surrendered in time. In cases where an
excess is anticipated, the department incurring the expenditure shall be responsible for obtaining the
additional allotment in proper time through the employing department.

VII- SURRENDER OF ANTICIPATED SAVINGS

101. A department or disbursing officer may find in the course of the year that the expenditure under
some items or operating units is likzly to be less than the provision in the Budget, The saving may be
due to onz or more of the following causes:-

(i} actuil postponement of expenditure;
{it} real savings due to economy; and
{iit) normal savings due either -
{!) o original over- estimating ; or
{2) to the usual administrative cavses, ¢ g, casoalties, ete.

Savings due to cause (i) should in no circomstances be used for reappropriation (o meet new
items of expenditure without the sanction of Government. Unless savings due to cause (ii) have been
made deliberately to provide for an unforeseen emergency, they should not ordinarily be utilised in
the course of the year for new items of expenditure, as it is desirable that all such new items should
be considered together at the time of the preparation of the Budget.

102, All anticipated savings should be surrendered to Government immediately they are foreseen
withowt waiting till the end of the year, unless they are required to meet excesses under some other
unit or units (see paragraph 105) which are definitely foreseen at the time. No savings should be held
in reserve for possible foture excesses .
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103. [t is contrary to the interest of the State that money should be spent hastily or in an ll-
considered manner merely because it is available or that the lapse of a grant could be avoided. In the
public interest, grants that cannot be profitably utilised should be surrendered. The existence of hkely
savings should not be seized as an opportunity for introducing fresh items of expenditure which
might wait till next vyear, A rush of expenditure particularly in the closing months of the financial
year will ordinarily be regarded as a breach of financial regularnity.

VIII - EXPENDITURE NOT PROVIDED FOR RE- APPROPRIATIONS AND
SUPPLEMENTARY GRANTS.

GENERAL RULES FOR SUPPLEMENTARY GRANTS

104. Expenditure for which no provision has been made in the original budget estimate of the
current financial year should rarely, if ever, be incurred,

105. (1) It may, however, be found that an excess is likely owing to either (a) an unforeseen
emergency or, (b) underestimating or insufficient allowance for factors leading o the growth of
expenditure. In the case of an excess of either 1ype, the bead of the department or controlling officer
concerned should proceed as follows :-

{i} He should in the first place examine the allotments given to other disbursing officers under the
same classification code inside the unit of appropriation, and transfer o the disbursing officer who
requires an additional allotment such sums as can be permanently or temporarily spared. Since
appropriation audit will ordinarily be conducted against total allotmests {or a unit there is no question
of re-appropriation in the technical sense of the word, The process amounts to nothing more than
redistribution, which the controlling officer can ordinanly effect without reference 1o any other
authority,

{ii} Should he find such redistribution impossible, he should examine the allotments agninst other
classification codes inside the primary units of approprintion, with the object of discovening probuble
savings and effecting a transfer. Where soch redistribution is feasible, he should, if he hus been
invested with the necessary powers, carry it out, Otherwise, he should obtain the sanction of the
competent authority.

{ii1) If provision of funds from within the primary unit proves to be impossible, an examination of the
whole grant should be undertaken to see whether there are likely o be savings under any of the other
units of appropriation due to causs (iii) described in paragraph 101, which can be utilised to meet it
It 50, he should proceed as indicated in elause (it) above.

{iv) If such savings are not available, it should be seen whether special economies can be effected
under other items of expenditure. If funds cannot be provided by either of these methods, it will have
to be considered whether the excess should be met by postponement of expenditure or whether an
application for a supplementary grant should be made. In either case, application will have 1o be
made (o the Finance Division through the Administrative Department concemned and the course
recommended by the laner sinted, Normally, an application for a supplementary grant will not be
emertained by Government unless the anticipiated excess is due (0 a couse beyond the control of the
muthority concerned and funds cannot be found by any legitimate postponement of expenditure for
which provision already exists, All application for supplementary grunts should be accompanied by a
full explanation of the reason for the excess and of the impossibility of providing funds to meet it

{2y All applications for supplementary prants under paragraph (1) should normally be
submitted to Government so as to reach the Finance Division as far as possible, by the middle of
December at the latest or by such other date ns may be prescribed by the Finance Division from time
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1o time. Administrative Departments should not, however, hold up the applications tll that date, but
forward each application to the Finance Division as soon as they become convinced that a
supplementary grant will be necessary.

(3) On receipt of an application for a supplementary grant, the Finance Division will review
the position of the grant as a whole with reference to the known actuals of the year fo date and actuals
and estimates for previous years. If after this examination the Finance Division comes to the
conclusion that it should be possible for the Administrative Department to meet the expenditure
within the sanctioned grant, either from normal savings or by special economies or in the last resart
by judicious postponements of other expenditure, the Administrative Department will be g0 informed
and no supplementary demand will be presented to the Parliament. If, on the other hand, the Finance
Division considers that a supplementary grant will be necessary a demand will be placed before the
Parliament as soon as possibic.

(4} The supplementary grants and appropriations referred to in the preceding paragraphs are
such as are required by extra expenditure on the normal activities of the department. Expenditure on a
new service, in the technical sense, and on new items, such as, new buildings, new roads, ete, for
which no provision exists in the badget. may be incurred in the middle of the year only in exceptional
cases, (zovernment 15 averse, on general principle, to admitting such demands in the coorse of year .
In case, however, the necessity to incur such expenditure is urgent, the Administrative Department
should expluin clearly why it was not provided for in the original Budget and it cannot be postponed
for consideration in connection with the next Budger. The Finance Division, if satisfied on these
points, will consider whether it would not be reasonable to ask the department concerned to curtail its
ather expenditure 5o as to keep the total within the grant. Ordinarily, no new service or item will be
accepted by the Finance Division unless the depariment concerned can guarantee that the extra
expenditure will be met from normal savings or by special economies within the grant. Cases which
invalve a supplementary grant will normally be accepted by the Finance Division only if they relate
to matters of real imperative necessity, or to the earning or safe-guarding of revenue, In such cases
the demand for o supplementary grant, or for a token grant in respect of u ‘new service' if the
expenditure can be met by re-appropriation, will be presented to the Parlinment as soon as practicable
after the need arises,

REAPPROPRIATION OF FUNDS

106. Reappropriation, which implies the transfer of funds from one primary unit of appropriation to
another such unit within a grant, can be sanctioned under formal orders of a competent authority,
only when it is known or anticipated that the appropriation for the unit from which funds are to he
diverted will not be utilised in full, or that savings can be effected in the appropriation for that unit in
the manner indicated in paragraph 101, In no case it is permissible to reappropriate from a unit with
the intention of restoring the divenied appropriations to that unit when savings become available
under other units later in the year. Any allotment or reappropriation within a grant or appropriation
may be authorised at any time before but not after the expiry of the finuncial year to which such grant
ar appropriation relates.

107, The differem kinds of re-appropriations that may arise and the authorities competent 1o
sanction the re-appropriations are detailed below -

(1) Froma voted item to another voted item within a grant—
(a) The Finance Division can sanction reappropriation from one voted item to  another voted itemn
within a grang;

b) Ministers can sanction reappropriation between operating units which does not involve
undertaking a recurring liability.
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{2) From a voted item to another voted item involving re-appropriation from one grant to another:-
Supplementary grants should be by the Parliament in such cases, as no authority subordinate to
it has power o reappropriate.

{3) From one charged item to another charged item:- Ministers may sanction reappropriation from
one operating unit to another. The Finance Division should sanction any other formal reappropriation
that may be necessary from one charged item to another.

(4) From a charged item to a voted item:- No reappropniation is admissible as the voted grant cannol
be increased except by the Parlinment.

(5) No re-appropriation from a voted to a charged item 15 admissible, but the Finance Divisicn can
sanction supplementary funds for any charged service against earmarked savings under specified
voled grants, provided that executive orders are issued to the authority controlling the specified voted
grant to restrict the expenditune within the reduced figure.

Note: The powers of reappropriation conferred upon subordinate authorities are alko subject o the condition
specified therein and such other peneral or specific restriction as moy be imposed by Governinent in ihis behalf,

108. An application for additional appropriation of funds should ordinanly be supported by a
statement in Form G.F.R.11 (or other special form as may be authorised by departmental regulations)
showing how the excess is proposed to be met. In all orders sanctioning re-appropriation, the reasons
for savings and excess and the primary units {(and secondary units, whers necessary) affected should
be invariably stated. The suthonity sanctioning the appropriation should endorse a copy of the order
to the Chiefl Accounts Officer concemned.

INEVITABLE PAYMENTS

109. It iz an important financial principle that money indisputably payable should not |, as far as
possible, be left unpaid, and that money paid should under no circumstances be kept out of accounts
a day longer than is absolutely necessary even though the payment is not covered by proper sanction.
It is no economy to postpone inevitable payments even for the purpose of avoiding an excess over a
grant or appropriation and it is very important to ascertain, liquidate and record the payment of all
actual obligations at the earliest possible date. It must be borne in mind that if an inevitable payment
is required to be made in the absence of funds, the emor lies not so much in the payment as in the
entering into of the relevant liability.

Note. When demands (original or supplementary) are placed before the Parlinment, suitable provision should
always be made for anticipated liabilities; and the provision in the MNote below paregraph 299(2) tha
adjustment should not be made in the previous year's pcoounts in certain circumetances shoald not be used as a
cloak to cancel the results of defective bodgeting. The onus of providing that the disbursement could not have
renscnably been anticipated should lie on the contralling officer,

110. A disbursing officer may not on his own acthority authorise any payment in excess of the
funds placed at his disposal; but absence of funds should not necessarily prevent the payment of any
sums really due by Government. If the disbursing officer is called upon to honour a claim which is
certain lo produce an excess over the allotment or appropriation at his disposal, he should take the
orders of the administrative authority to which he is subordinate before anthorising payment of the
claim in question.

a2



Ceneral Financial Rules

IX- RELEASE AND USE OF FUNDS FOR DEVELOPMENT PROJECTS
INTRODUCTORY

111. External assistance is presently required in Bangladesh to meet both balance of payments and
investment gap, Generally four kinds of assistance are obtained from external sources, There i food
wid to meet the gap between consumption and stock requirement on the one hand and domestic
production on the other. Commodity aid seeks to meet the import needs for various inputs, raw
materials and spares which cannot be financed with own resources. Project sid which is tied to
prajects essentially provide capital assistance and often finance a part of local currency expenditure
on projects. The last kind of external assistance is technical assistance which provides, inter alia,
services of experts & equipment that improve skills and provide for training. The need for and likely
availability of all these kinds of external assistance are carefully considered by the Government
through interministrial consultations before finalising the Annual Development Programme. The
Government prescribes from time to time guidelines for processing, approval, implementation and
menitoring of projects involving external assistance.

112. The local currency requirement of development projects is met by domestic resources allocated
in the development budget, counterpart funds generated by food and commodity assistance and local
currency support provided by Development Partners.

PROCEDURE FOR RELEASE OF LOCAL
CURRENCY FOR DEVELOPMENT PROJECTS

113. Procedure for release of local currency funds provided for in the ADP for project
implementation depends on the approval status of the project. All ADP provisions must first be
rendered into budget grant which is now done before the budget is presented to Parliament. Releases
of funds arc made on quarterly basis according to procedures prescribed by the Finance Division
from time (o time. The Finance Division also lays down procedures for release and payment of
Customs Duties and Value Added Tax relating to development projects, Finance Division's OM No,
MF/FD/DEV-1/MISC-46/5/401 (3000) dated 28 December 1995 contains detailed procedures
subject to modifications made from time to time.

UTILIZATION OF REIMBURSABLE PROJECT AID

114, (1) Project aid usually covers payment of goods and services in foreign exchange, Differem
Development Partners follow various procedures for disbursement of project aid required for
payment of goods and services in foreign exchange. They also follow different procedures for
reimbursable project aid covering both foreign exchange and local currency. Once local currency
financing is negotinted for a project it has to be ensured that such a project follows the stipulated
implementation schedule very ¢losely. Local currency reimbursements must be claimed promptly and
wystematically, In few cases advances are provided for local curmency expenditure by Development
Partners. In such cases, it is important to submit accounts of expenditure promptly.

(2) In respect of projects financed by the International Development Association (TDA),
Government of Bangladesh and the World Bank have agreed to set up Convertible Taka Special
Account  (CONTASA) for  development  projects  under  the  Government
Departments/ Autonomous/Semi-Avtonomous  bodies, All project expenditure elipble for IDA
financing in local currency and any expenditure in foreign exchange up to USS 50000 equivalent or
less can be met from CONTASA, All expenditure/payment under CONTASA shall be incurred/made
as per approved Project Proforma (PP) and terms and conditions of Development Credit Agreement
and Project Agreement. Special Account in Foreign Exchange {SAFE), the forerunner of CONTASA,
which have been in operation for IDA financed projects since 1985 shall not however come under the
preview of CONTASA until a review has been completed jointly by the Government and IDA.
Detailed procedures for operation of CONTASA and SAFE ure contained in Finance Division's Q.M.
ME/FDYDRS/3/91/444(20) dated May 4, 1992 and No. MFD-1/BT-1/IA-26/84-85/376/1{ 100} dated
29 may, 1985, respectively.
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{3) For projects financed by the Asian Development Bank (ADB). the Government and the
ADB have agreed to institute an Imprest Account Facility similar to the World Bank’s SAFE for
reimbursable project aid, Such Imprest Facility covers all loan categories (except for unallocated and
service charge during construction), both foreign and local expenditure. Ceiling of Imprest fund,
whenever possible, is stated in the Loan Agreement or in the Minute of Loan Negotiations.
Otherwise, the amount of the initial advance { 3 1o & month’s requircment) establishes a ceiling.
Executing agencies can make (i) afl local payments from the Second Stage Imprest Account and (ii)
foreign exchange (limit US § 50,000 equivalent per payment) from Imprest Fund held ot Bangladesh
Bank. Operational procedure prescribed for this facility are elaborated in Finance Division's O.M.
MNo. MEFDVDRS/25/92(p-1/ 14 1/{200) dated 25 April, 1993,

(4) With regard to IDA technical sssistance project, Government and 1DA have recently agreed
to set up a Dollar Special Account (DOSA) in the Bangladesh Bank the operational procedure of
which has been detsiled in  Finonce Division's OM, NoMEFIVDEV.RESEARCH
SECTION/10/92/84 {100) dated 5 June, 1993,

(%) The procedure for release and use of funds for development projects laid down in these
rules will be applicable subject 1o revisions that may be made by the Government from time Lo time.

X- APPROPRIATION ACCOUNTS

115. The Appropriation Accounts mainly depend on explanation furnished by heads of departments
ete., to the Chief Accounts Officer as to the canse of variastions between the appropriations and the
expenditure. It is most important, therefore, that all references from the chief Accounts Officer in
conpection with the Appropriation Accounts should be dealt with as prompily as possible. The
explanation furmished of variations between appropriation and expenditure or of any apparent failures
to exercise adsquate financial control over expenditure should be concise, accurate and fully
informative, and such vaguely worded phrases ns “due to over estimating”, “covered by
reappropriation” or “reappropriations proved unnecessary or inadequate” should be avoided, The
questions in which the Public Accounts Commimes are ordinarily interested are (I) whether the
variation was inevitable, and {2) whether it could not have been foreseen. If the explanations indicate,
with sufficient cleammess, the answers to both of these guestions the number of points on which
additional information may be required would be very materially reduced. The same principle applics
also to cases of financial frregularities proposed for inclusion in the Appropriation Accounts or the
Repart thereon.
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CHAPTER 6
ESTABLISHMENT
I- ALTERATIONS OF ESTABLISHMENT

116. The powers of sanction of various subordinate authorities in the Civil Depurtments in the
matter of creation of permanent or temporary posts are specified in the Delegation of Financial
Powers. The powers of subordinate authorities in the Railway Department are laid down in the
Financial Codes and Regulations of that Department.

All proposals for additions to establishment, whether permanent or temporary, or for any
increase in the emoluments of existing posts, should be scrutinised with the greatest care by heads of
departmants and other authorities concerned. In submitting such proposals, the instructions contained
in the following paragraphs should be carefully obhserved.

117. When the entertainment of a new estublishment or a change, lemporary Or permanent, is
proposed in an office, a letter fully explaining the proposul and the conditions which have given rise
to them, together with the proposition statement, if necessary under Para. 119, should be suhmitted to
the competent authority, In this letter should be set out fnfer alia -

(i) the present cost, either of the section or sections affected, or of the total establishment as
the circumstances of the case may indicate to be necessary;

(i) details of the pay of the post or posts and the number of posts which it is proposed 1o add
or modify; and

(i) as accurate an estimate as possible of the extra cost involved,

Nate I: In determining the exira cost, allownnce, whether fixed or variable, should be inclsded.

Note 2: The authorities submitting the proposals should take into account any claims o pensions thal may arise
in consequence of their proposals with reference to Article 429 of the Civil Service Regulations and certify 1o
their huving done so in their proposaly,

118, If the expenditure is proposed to be incorred in the current year, the proposals should show
clearly whether it can be met within the grant or appropriation of the year, If the expenditure can be
met by reappropriation, a reappropriation statement prescribed in Para 108 should be submitted with

the proposals.

1%, Whenever any large scale or complicated proposals are made for the revision of existing or the
creation of new establishments (including all proposals which require the sanction of Government),
the letter explaining the proposal should be accompanied by a proposition statement in Form
G.FR.1Z and submitted through the Accounts Officer wha will verify the cormrectness of the
statement.

120. The details to be shown in proposition statements should be determined by the following
principles:-

{1} The proposition statement should relate strictly to the section or pan of the office
affected by the proposals. As regards the ather parts or sections of the office neither
detuils nor figures of total cost need be includad.
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{ii} Where a section consists of both ¢lass TV and superior Goverment servants, details need
be given only of class affected, il a saving of labour will result from the adoption of this
procedure.

{iii) Where the pay of any post, existing or proposed, rises from a minimum (0 a maximum by
periodical increments, the average monthly cost, and not the actual or the commencing
cost, must be given.

(ivi The fixed allowance referred to in Note | below Para. 117 should be entered in the
propasition statement but the variable allowances need not be included therein,

11 - VARIATION IN SANCTIONED PAY OF A POST

121. The head of an office is not at liberty to re-adjust the pay of Government servants by giving one
Government servant more and another less than the sanctioned pay of his post, nor may he distribute
the pay of an absentee otherwise than as provided in the rules governing the service to which the
Government servant belongs.

111 - TRANSFER OF OFFICE

122, Every transfer of charge of a Gazetted officer should be reported to the Accounts Officer. The
report should be made in Form TR. 1 unless any other form has been duly authorised, and should
simultnneously be sent to the head of the department or other controlling authonty concemed.

123, In cases in which the transfer of charge involves assumption of responsibility for cash, stores,
ete., the following instrections should be observed:-

(i) The cash book or imprest account should be closed on the date of transfer and a note
recorded in it over the signature of bath the relieved and the relieving officers, showing
the cash and imprest balances, and the number of unused cheques, if any, made over and
received by them respectively.

(1) The relieving ofTicer in reporting that the transfer has been completed should bring 1o
notice anything irregular or ohjectionable in the conduct of business that may have come
officially to his notice. He should examine the accounts, count the cash, inspect the
stores, count, weigh and measure certain selected anticles in order to test the accuracy of
the retumns. He should also describe the state of the account records.

(1ii}In the case of any sudden casvalty ocourring or any emergent necessity arising for an
officer to quit his charge, the next semior officer of the department present will take
charge. When the person who takes charge is not  Gazetted officer, he must at once
report the circumstances to s nearest departmental supervisor, and obtain orders as to
the cash in hand, if any.

Note: The special procedure to be followed when there is a change in the incumbency of independent charge of
the ireasury is baid down in SR, 6(c) of the Treasury Rules,

IV - DATE OF BIRTH

124. Every person newly appointed to a service or a post under Government should at the time of the
appointrment declare the date of his birth by the Christian era with as far as possible confirmatory
documentary evidence, such as, Matriculation Centificate, Secondary School Cenificate, Municipal
Birth Centificate and so on. If the exact date is not known, an approximate date may be given. The
actual date or the assumed date determined under Para 125 should be recorded in the history of
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service, service book, or any other record that may be kept in respect of the Government servant's
service under Government and once recorded, it cannot be altered, except in the case of a clérical
error, without the previous orders of the competent authority.

125, (1} If a Government servant is unable to state his exact date of birth But can stite the year, or
year and month of birth, the Ist July or the 16th of the month, respectively, may be treated as the date
of his birth.

(2) I he is only able to state his approximate age, his date of birth may be assumed 1o be the
corresponding date after deducting the number of years representing his age from his date of
appoiniment.

(3) When a person who first entered military employ is subseguently employed in a Civil
department, the date of birth for the purpose of the civil employment should be the date stated by him
at the time of attestation, or if at the time of atestation he stated only his age, the date of birth
should be deduced with reference to that age according 1o the method indicated in sub-para, (2}
above,

Note: Cases in which the date of birth has been deduced from the age ul appointment of atlestation by any other
method, need not be reopened.

V - LEAVE APPLICATIONS

126, Subject to any special rules or orders issued by the competent authority, all applications for
leave should be submitted to the sanctioning autherity concerned on Form G.FR. 13,

V1- ANNUAL RETURNS OF NON- GAZETTED ESTABLISHMENTS

127. Early in July each year, a detailed statement of the permanent establishment existing on the 1st
July should be prepared by each head of office and transmitted to the Accounts Officer direct, as soon
as possible, not later than the 15th Aogust, The directions given by the Auditor General with regard
to the form, preparation and submission of these returns are contained in Appendix 5,

Note: The detniled statement should be prepared in two parts, one for permancat establishment including

permanent &nd officiating incumbents of permanent posts and the other covering all temporary posts in existence
o the first of July.

V1l - SERVICE BOOKS

128. The detsiled rules regarding the maimenance of Service Books are contained in the
Supplementary Rules 197 to 203 and in Articles 188 and 189 of the Audit Code,

129. (1) At a fixed time carly in the year the service books should be taken up for verification by
the head of the office who, after satisfying himself that the services of the Government servant
concerned are correctly recorded in each service book, should record in it o cenificate in the
following form over his signature: * service verified up to (date) from ( the record from which the
verification iy made, |

Note: The verification of service referred 1o above should be in respect of all service qualifying for pension
whether permanent, temporary or officiating,

{2} The head of the office in recording the annual certificate of verification should, in the case
of any partion of service that cannot be verified from office records, distinctly state that for the said
periods (naming them) a statement in writing by the Government servant, as well as a record of the
evidence of his contemperaries, is attached to the book.

- ——
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When, however, a non-Gazetted Government servant is transferred from one office to another .
the head of the office under whom he was originally employed should record in the service book
under his signature the result of the verification of service, with reference to pay bills and acquittance
rolls, in respect of the whole period during which the Government servant was employed under him,
before forwarding the service book 1o the office where the services are transferred.

(3) When non-Gazetted Government servants are officiating in Gazetted posts, their service
books should be kept by the head of the office to which each such Government servant permanently
belongs, but when they are confirmed in such posts, their service books should be forwarded to the
cancernéd Account Officer for record.

VIII - SERVICE ROLLS

130, Service rolls for Government servants, when they are maintained under Supplementary Rules
204 and 205, should be taken up every year for verification of service and record of necessary
certificate in the manner laid down in Para. 129,

IX - ARREAR CLAIMS

131. Powers of investigation of amears claims of Government Servants as delegated by the Govermment
are mentioned in the Delegation of Financial Powers issued by the Government from time to time under
Parn 41. 42 and 43.

Note: For the purpose of this investigation, the date on which the claim is presented w1 any office of
dishursement should be considered 1o be the date on which it is preferred.

132. Claims aguinst Government, which are barred by time under the provisions contained in
Section 3 read with the First Schedule of the Limitation Act of 1908 or under any other provisions of
law relating Lo limitation, should ordinarily be refused and no claim on account of such a time barred
item should be paid without the sanction of Government. The onus is upon the claimint to establish a
claim to special treatment for a time barred item, and it is the duty of the authority against which such
# claim is made to refuse the claim until a case for other treatment is made out. All petty time barred
claims are to be rejected forthwith and only important clmms of this nature considered.

It is the duty of the authority against which a claim is made to consider in the first instance the
question of a time-bar before submitting it 10 the relevant authority for the issue of suthority for
payment. The Accounts Officer will refuse payment of all claims found 1o be time barred until the
sanction of Government has been abtained.

133, All petty claims of a Government servant more than three years old, other than those that affect
his pension, and all such claims for whose delayed submission an adequate explanation is not
forthcoming, should be rejected forthwith. In considering old claims recommended for sanction, the
suthority concerned will also ke into account the fact that it is normally not possible owing 1 the
limited period of preservation of reconds (o andit claims more than six years old.

134, The authorty competent to authonse the investigation of a belated claim should be told why
the claim was not submitted when it became due.

In respect of non-Gazetted Government servants whose pay and allowances are drawn on
establishment bills by the Heads of Offices, the responsibility for making claims rests on the latter
and they should invarinbly see that all cloims are presented within six months of their falling due.

The time limits prescribed in these instructions should be calculated from the date on which the
charge becomes payable. In the case of sanction sccorded with retrospective effect, the charge does
not become payable before it is sanctioned; the time limits, should, therefore, be calculated from the
date of sanction and not from the date Trom which the sunction izkes effect.
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CHAPTER 7
EXPENDITURE ON SUPPLIES & SERVIUCES AND REPAIRS & MAINTENANCE

I- INTRODUCTORY

135. The mles in this Chapter are supplementary to the general mles of procedure prescribed in
Section V of Chapter IV of the Treasury Rules and have 1o be applied, where necessary, in
conjunction with them,

Special rules applicable 1o panticular departments are contained in the Manuals, Codes, ete., of
the departmerts concerned.

136. The different classes into which expenditure on supplies & services and repairs & maintenance
incurred on the public service are divided, and the conditions governing them, are laid down in
Section V of Chapter IV of the Treasury Rules. The classification to be adopted in each department
or office s regulated by general or special orders of Government,

Nate- Expenditare on supplics & services and repairs & maintenance are 10 be recorded and treated in the
accounts as expenditure of the month in which they am actually disbursed.

137. The finuncial powers to sanction expenditure, in respect of supplies & services and repairs &
maintenance of offices are regulated by orders issued by the Finunce Division regarding Delegation
of Financial Powers from time to time.

II-POWERS OF SUBORDINATE AUTHORITIES TO SANCTION EXPENDITURE
ON SUPPLIES & SERVICES AND REPAIRS & MAINTENANCE

138. {1} The financial powers of subordinate authorties 1o sanction expenditure on supplies &
services and repairs & maintenance are regulated generally by such general or special orders as may
be issued by Government in this behalf under paragraphs 41, 42 and 43 of these rules,

Subject as aforesaid, the hend of an office may incur or sanction expenditore on supplies &
services and repairs & maintenance within the amount of appropriation pleced at his disposal for the

purpnse, provided thar

{1} In cases where any special rule, restnction, himit or scale has been prescribed by
competent suthority regarding any particular wem or class of expenditure on supplies &
services and repairs & maintenance, it should be strictly observed;

{ii) Expenditure on supplics & services and repairs & maintenance of an unusual character
or involving departure from any generad or special rule or order made by Government
should not be incurred, nor should any ability be undertaken in connection therewith,
without the previous sanction of Government.

{2} In respect of expenditure on contract on account of supplies & services and repairs &
maintenance for which a lump sum is placed annually ot the disposal of a disbursing officer, no
formal sanction will be required for expenditure mourred within the annual allotment, except in so far
as the authority fixing the contract allotment ssues directions 1o the contrary,

{3) The head of an office may authorise any Gazetted officer serving under him to incurr
expenditure under sub-purs (1) above, subject o the conditions specified in SE. 66 of the Treasury
Rules,
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139. In the case of non- recurring expenditure on supplies & services and repairs & maintenance , the
competent authority may, where this course is more convenient, accord sanction by signing or
countersigning the bill or voucher, whether before or after the money is drawn, instead of by a

separaie sanction.

I11- PERMANENT ADVANCES

140. Permanent advances may be granted to officers who muy have to meke payments before they
can place themselves in funds by drawing bills on the Accounts Offices. They are subject to the
following rules:-

(i}

{ii)

The amount of the advince will be fixed by Government, except in cases falling under
claise (i),

Heads of departments may. unless Government or the competent authority otherwise
directs, sanction the grant of permanent advances for offices subordinate to them, up to
the amount advised as appropriate by the Chief Accounts Officer concerned, Perminent
advances for offices of heads of departments must, however, be sanctioned by the next
superior administrative authority.

(iti) Applications for the grant or revision of a permanent advance must be submitted to the

sanctioning authority through the Chief Accounts Officer concerned who will advise as
to the appropriate amount of the advance. In cases falling under clavse (ii) above, if
there s any difference of opinion between the Chiel Accounts Officer and the
sanctioning authority on this point, the matter should be referred for the orders of
Crovernment.

Note: The applications for permanen: advances should be accompanied by a statement showing expenditure on
supplies & services and repairs & maintenance month by month for the preceding twelve months.

{iv) As these advances involve the permanent retention of money cutside the Government

(v}

(vil

aecounts, they must not be larger than what is absolutely essential.

These advances should not be multiplied unnecessarily, An officer’s advance should
meet the needs of every branch of his office. If he has subordinates who require petty
summns, he should spare a small portion of his own advance for their use rather than apply
for separate advances for them, taking acknowledgements from them in the same way as
he himself furnishes acknowledgements to the Accounts Officer, and retaining them in
his office,

The advance is intended to provide, on the responsibility of the officer entrusted with it,
for emergent petty advances of all kinds, though it is seldom that they will be needed
for ather than petty charges on supplies & services and repairs & maintenance ; thus, if
a class IV servant is required to travel by rail, his fare must sometimes necessanly be
advanced from his amount,

(vii) The holder of a permanent advance is responsible for the safe custody of the money

placed in his hands and he must at all times be ready to account for the total amount of
the money.

(viii)ln the case of transfer of charges and yearly on the 15th July, each officer holding a

permanent advance must send an acknowledgement to the Accounts Officer of the
amount due from and accountable for by himself as on the 30th June preceding,

Note 1: The cost of service books required for office establishment shisuld be met, in the first instance, from the
permanent wdvance of the office concerned; the permanent advance being subscquently recouped from the
amount realised by the sale of the books to Government servants,
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Nore 2:  Advances moy be made of the octeal milway fare orf and road mileage o all non- gazeted police
officers, but such advances and their repayment need not appear in Government acoounts. Travel expenso bills
may be made out for the full claims admissible as soon as the jouneys are compleied and any advances made
out of the permanent advance may be recovered out of the amounts drawn from e Bank on such trave] expense
ills.

IV- CONTROL OF EXPENDITURE

141. For purposes of control and audit, Government will issue orders speciflving the nature or object
of expenditire on supplies & services and repairs & maintenance of particular disbursing officers
which should be classed us countersigned expeénditure on supphies & services and repairs &
maintenance to be drwn and accounted for in accordance with the procedure prescribed in Section
V of Chapter IV of the Treasury Rules.

Expenditure incurred by a disbursing officer on objects classed as countersigned expenditure
on supplies & services and repairs & maintenance must come under the direct supervision and
serutiny of the head of the deparmment or the comtrolling officer who will sign the detailed bills
relating to them. Monthly detailed bills in respect of countersigned expenditure on supplies &
services and repairs & maintenance incurred by each officer should be submitted to the Controlling
authority concerned for detailed scrutiny and transmission after countersignature to the Accounts
Officer. Full details of such expendifure need not be entered in the abstract of bills presented for
payment. A compelent authority may in respect of specified items of countersigned expenditure on
supplies & services and repairs & muintenance require the detailed bills to be sent to the controlling
authority for scrotiny and countersignatore before 1f i3 presented for payment,

Note: The provisions of this pars. do not apply o expenditure on supplics & services and repairs &
maintcnance of héads of departments and other controdling authorities, which will be drawn and accounted for in
sccordance with the procedure lald down in the following para.

142. No detailed hills need be submitted to a higher authority for expenditure on supplies & services
and repairs & maintenance which are ot classed as couniersigned expenditure on supplies &
services und repairs & mainmenance , each bill presented & an Accounts Office should, therefore,
contain full details of the expenditure, supported by necessary sub- vouchers for individual payments
included in the bill,

143. The duties and responsibilities of disbursing and controlling officers with regard 10 expenditure
on supplies & services and repairs & maintenance ncurred on the public service ame defined in SE.
172 and 173 of the Treasury Rules, The head of each depurtment should issue such subsidiary
instructions as may be necessary for the guidance of controlling and disbursing officers subordinate
to him,

144. Chapter 5 of these rules contuins detailed instructions as to the general procedure for the

control of expenditure against appropriation. The following special instructions are Iaid down for the
control of expenditure on supplies & services and repairs & maintenance:-

(i Where the appropriation for supplies & services and repairs & maintenance covers
expenditure on a number of distinct and individually importamt objects or class of
expenditure, such appropriation should be distributed by the controlling authority among
the important items comprised in it If some of the items are not important, those ilems
tken as a whole may be treated as a single imporant ftem for this purpose. The
expenditure on each important item should be watched and controlled separately against
the allotment for it, especially when the charges are of o fluctuating nature. The register
for supplies & services and repairs & muintenance prescribed in SR. 176 of the Treusury
Rules should be so designed that this can be done conveniently,
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(ii) For non-countersigned expenditure on supplies & services and repairs & mamisnance,
the controlling authority should obtain the information required by the controlling
authority for checking the expenditure ngainst the sppropriation. If, in any month, the
expenditure exceeds the monthly proportion of the asppropriation for the year, the
dishursing officer should send a report to the controlling authority along with the detailed
bill, furnishing special reasons for incurring the excess expenditure.

{iit)For non-countersigned expenditure on supplies & services and répairs & maintenance,
the controlling authority shoold get periodical stutements from each disbursing officer
{monthly or at least quarterly) of the progressive expenditure compared with the
allotment under each item for which there is a specific appropriation or allotment. If the
expenditure is progressing too rapidly, he should instruct the disbursing officer to curtal
it to the necessary extent. He shoold also, during his local inspections, scrutinise the
supplies & services and repairs & maintenance registers of the offices under his control
and satisfy himself generally that the charges are necessary and not excessive, the rutes
comect, the sanction obtained adequate, etc.

V- SPECIAL RULES RELATING TO PARTICULAR KINDS OF EXPENDITURE
ON SUPPLIES & SERVICES AND REPAIRS & MAINTENANCE

EXPENDITURE ON CONTRACT ON ACCOUNT OF SUPPLIES & SERVICES AND
REPAIRS & MAINTENANCE

145. When under any special order of competent suthority a lump sum is placed annually at the
disposal of a dishursing officer for expenditure on specified items of supplies & services and repairs
& maintenance without further restrictions, the officer incurring expenditure against the lump sum
allotment shonld be held entirely responsible for the regularity of such expenditure, and for any
expenditure in excess of such allotment until the excess is sanctioned by competent authority.

EXPENDITURE ON SUPPLIES & SERVICES AND REPAIRS & MAINTENANCE
REGULATED BY SCALES

146. Expenditure on supplies & services and repairs & maintenance regulated by scales include such
charges as liveries to class IV servants, rewards for destruction of wild animals, bata to witnesses and
the like. The authority prescribing the scale should lay down the conditions precedent to the
application of the scale, making it clear whether the bills must be countersigned before or after
payment and what certificate should support the bills. I should be the duty of the controlling officers
to see that the expenditure incurred are in accordance with the preseribed scales and the conditions
which govern them.

VI- EXPENDITURE FOR OTHER OFFICERS

147, The conditions under which & department of Government may make charges for services
rendered or articles supplied by it and the procedure to be observed in dealing with such charges are
laid in the Account Code, Volume 1 When a Government officer makes purchases or incurs
expenditure through an afficer in another district and the amount to be paid on account of expenditure
on supplies & services and repairs & maintenance incurred in this way is not less than the amount
prescribed by the Government, payment may be made by Government drafts, but otherwise every
public offices who incurs expenditure in this way must treat it as expenditure of his own office, and
not demand re-coupment from the officer at whose request he, as an agent, incurs the expenditure.
The charge must, however, be taken as expenditure of the department to which the officer requiring
the expenditure is attached and therefore an officer should address his application for any service to
the principal officer of his department in the district indented on e.g., o police officer should ask the
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Superintendent of Police, and not the Deputy Commissioner, to porchase blankets for him. The
Deputy Commissioner in such a case would pass on the indent, or the voucher if he has supplied any
articles 1o the police officer, would deal with the charge if it is less than the prescribed amount as a
final one of his own office, applying to the proper authority for an extru appropriation if his own
should fall short before the end of the year, The responsibility for obtaining proper sanction should
alwiys rest with the onginating officer,

Note It This rule is not applicable when purchases arc effected in the Capital,

Note 2: The rule docs not also apply o expenditure chargeable w local funds, which should always be
recavered,
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CHAPTER B
STORES
INTRODUCTORY

148. The chapter contains the general rules applicable 1o all depariments, regarding stores required
for use in the public service, Detailed rules and instructions relating to the various departments, e.g.,
the Defence, Railways, Posts and Telegraph, Public Works, Directorate of Supply and Inspection |
Survey of Bangladesh, Stationery and Printing, and other departments responsible for or concerned in
large purchases, manufactures or consumption of stores, are contained in the departmental regulations
refating to the departments concerned.

Note: The lerm “stores’ used in this chapter applies. gencrally 1w all articles and materials purchased or otherwise
gcquired for the use of Government, including not only expendable and issuable urticles in use or accumulbued
for specific purposes, but also articles of dead siock of the nature of plant, machinery, instruments, furniture,
equipment, fixtures, el

149. Expenditure on stores incurred in the civil departments is included under expenditure on
supplies & services and repairs & maintenance (except where 11 is treated otherwise, e.g., stores
relating to development projects and works), and subject to what is provided in the following rules, is
governed generally by the rules which apply to such expenditure.

II- PURCHASE AND ACQUISITION OF STORES

AUTHORITIES COMPETENT TO FURCHASE STORES

150. Subject 1o any special rule or order applying o any particular department, an authority which is
competent to incur expenditure on supplies & services and repairs & maintenance may sanction the
purchase of stores required for use in the public service in accordance with the provisions contiined
in the following paras. Such purchases are also subject 1o the usual restrictions regarding the
existence of necessary appropriation and to any monctary limits and other conditions prescribed
generally or in regard to specific anticles or classes of articles. The powers of subondinate authorities
in the matter of purchase of stores both for non- development and development purposes are laid
down in the Delegation of Financial Powers issued by the Government from time to time under Para
41,42 and 43.

Special powers delegated to purchasing officers of the Direciorate of Supply and Inspection,
Defence. Railways, Post and Telegraph Departments. Public Works Departments, Controller of
Printing & Stationery ete. are laid down in the respective departmental regulations.

RULES AND INSTRUCTIONS GOVERNING
THE PURCHASE OF STORES

151. Save as provided below, all purchases of stores for use in the public service should be
regulated in stnict conformity with the detailed rules and instructions contaned in the respective
departmental regulations.

{1} Manual of Office Procedure (Purchase), compiled by the Department of Supply and
Inspection, Ministry of Commerce in consultation with the Finance Division, should be
generally followed mutaris mutandis by all public sector purchase organisations,
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{11} For procurement of goods and works financed under project aid the Guidelines issuzd by
the Economic Relations Division on May 26, 1992 (ERDYCoordination |/Misc—013)
shauld be followed. Procurement financed under project mid is also governed by the
provisions of aid agreements and the procurement procedures of the relevant
development partners. In cases of inconsistencies between the provisions of the
guidelines and those provided in the ald agreements or by the development pariners, the
provisions of the latter will prevail unless modified or refaxed.

{ili}Special Rules relating to the purchase of stationery and printing stores, including office
machinery and appliances efc., as contained in Appendix 6 would be followed.

{iv) The procurement of stores required on mobilisation or during the continuance of military
operations will be regulated by special rules and orders issued by Government in this
behalf.

152, Purchases must be made in the most éconormecal manner in accordance with the definite
requirement of the public service. Stores should not be purchased in small quantities. Periodical
indents should be prepared and as many articles as possible obtained by means of such indents. At the
seme time, care should be wken not to purchase stores much in advance of actual requirements, if
such purchase 15 likely to prove unprofitable to Government.

Where scales of consumption or himits of stores have been laid down by competent authority,
the officer ordering o supply should certifly on the purchase order that the prescribed scales or limils
are nod exceeded.,

153, Purchase Orders should not be split up to avowd the necessity for obtuining the sanction of
higher authority required with reference 1o the total amount of the orders.

154, (1) Al indents should state clearly and accurately the grant and the classification code to
which the cost of the stores is debitable, the amount of appropriation provided und an estimate of cost
of ¢ach item. The indents should be prepared in such form and in accordance with such general or
special instructions as may be 1ssued by Government in this behalf,

{2) Indents should not be sent out so late in the financial year that they cannot possibly be
complied with and paid for within that year.

RECEIPT OF STORES

155. All materials received should be examined, counted, measured or weighed as the cuse may be,
when delivery is taken, and they should be taken in charge by & responsible Government officer who
should see that the quantities are correct and their quality good, and record a certificate to that effect,
The officer receiving the stores should also be required to give a certificate that he has actually
received the materials and recorded them in the appropriate stock register,

ISSUE OF STORES

156. When materials are issued from stock for departmental use, manofactore, sale, eic., the officer
in charge of the stores should see that an indent in the prescribed form has been made by a properly
suthorised person, examine it carefully with reférence to the orders or instructions for the issue of
stores and sign it, after making suitable alterations under his dated initials in the description and
quality of material, if he is unable to comply with the requisition in full. He should then prepare and
sign the form of the invoice attached to the indent according to the supply actually made, The indent
should be retummed at once 1o the requisitioning officer for signature. When materials arc issued, a
written acknowledgement should be obtained from the person to whom they are ordered to be
delivered or despatched, or from his duly authorised agent.

35



Cieneral Finencial Rules

In case of stores issved to a contractor, the cost of which is recoverable from him, the
acknowledgement should give full particulars of the materials issued, including the recovery rates and
the total value chargeable to the contractor,

TRANSFER OF CHARGE OF STORES

157. In cases of transfers, the officer in charge of stores should see that the stores in his custody are
made over correctly to his successor and a4 proper receipt taken from him.

Every departmental officer is bound to take over charge of departmental stores which from the
death or departure of the person lately in churge or from any other cause, may be left at or neur his
station without adequate protection, For detailed instruction see Para 123,

I11- CUSTODY AND ACCOUNTS OF STORES
GENERAL

158. The head of an office or any other officer entrusted with stores of any kind should take special
care for arranging for their safe custody, for keeping them in good and efficient condition and for
protecting them from loss, damage or deferioration. Suitnhle accommodation should be provided
more particularly for valuable und combustible stores. He should maintmn suitable accounts and
inventories and prepare correct returns in respect of the stores in his charge with a view to preventing
losses through theft, accident, frand or otherwise and to making it possible at any time to check the
actual balunces with the book balances and the payment to suppliers, etc.

159, The form of steck accounis mentioned in the preceding para should be determined with
reference to the nature of the stores, the frequency of the transaction and the official requirements of
each department or office in which they arc used. The general and essential principles in accordance
with which such accounts are to be kept are laid down in the following paras.

It 15 not, however, intended that these rules should replace the detailed store accounting rules
preseribed in the departmental regulations of various departments or in any special orders which
apply 1o any particular department, unless a competent aothority has held that the existing rules are
defective and should be brought into harmony with the general principles laid down below. Where
audit of the accounts of stores and stock has been undertaken by the Auditor General, the Chief
Accounts Officer concerned will bring to notice cases in which there is a hiatus to be filled in by the
application of these rules and in which losses 1o Government could have been avoided by the nse of
these rules.

160. Separate sccounts should be kept of-
(i) “Denad Stock™ such as plant. machinery, furniture, equipment, fixtare; and
{it) Other stores.

DEAD STOCK

161. An inventory of the dead stock should be maintained in all Government offices in a form
prescribed by competent authority, showing the number received, the number disposed of (by
transfer, sile, toss etc. ), and the balance in hand for each kind of article. The instructions given below
should be carefully observed by all concerned,

{i} The inventory should be priced whenever the items have to enter into the block account
muintained for 8 Government commercial undertaking or the valoe of the items is
necessary in order to enable Government to calculate the charge 1o be levied upon private

persons or bodies. As regards other items, a numerical inventory would suffice except for
articles costing in excess of the amount determined by the Government.
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Nove: For the purpose of numerical inventory, articles of a similar description such as whles, carpels, e,
should be put into separate categorics. cach category comprising articles of the same measurement and make and
manufactured with the sume metal or wood or other  material,

{fi} The inventory should ordinarily be maintained at the site of the dead-stock. Whether it is
desirable, in any particolar case, to depart from this general principle or to maintain
sdditional consohidated inventories elsewhere should be decided on the ments of each
[ =]

{1i1) The. inventory should be checked by the competent administrative authority once a year
and u certificate of the result of check recorded.

{iv) Articles of dead stock should be venfied at least once a vear and the result of verification
recorded on the mventory. All discrepancies noticed must be properly investigated and
brought to acoount immediately so that the inventory may present the true account.

{v) When articles of dead stock. ¢.g., tools and plant are lent to local bodies, contractors and
others, the hire and other charges as determined under rules prescribed by competent
authority should be recovered regularly,

{vi) Government libraries and museums should maintain up to date catalogues s well as
prescribed stock pcoounts and inventories.

OTHER STORES

162. A relinble list, inventory or account of all stores in the custody of Government officers should

be maintained, in a form prescribed by competent authority. to enable a ready venfication of stores
and check of accounts at any time; and transactions must be recorded in it as they oocur.

Price lists, recording both quantities and values should be maintained in cases where the stores
are intended to be converted into money, or whers it is desired to - distribute their cost over the works,
items or objects on which they are actually used.

In such cases, the expenditure on stores must be charped to a appropriate classification code.

163. Purely numerical inventories, i.e., recording quantities only, will suffice for articles not costing
above prescribed amount when the articles are intended solely for the service of the department
keeping them and it is not desired to distribute their cost. In such cases the expenditure on stores must
be charged off finally to the service concerned.

Neve: In some cases it may be fgund necessary o show prices and measurements, ete,, vide nide below para,
161 (i} agninst some articles. say, when for facility of identification or other reason, it is dosirable to distinguish
costly artiches from cheap articles bearing the same general description otherwise.

164. The lists, inventories or accounts of stores should in all cases be subject to such internal check
as may be prescribed by competent authority, whether or not they are subject to any check by the
Chief Accounts Officer concermed.

165. A physical verification of all stores should be made at least once in every year under rules
prescribed by competent authority, and subject to the condition that the verification is not entrusted to

A person —
(1) who is the custodian, the ledger keeper, or the accountant of the stores 1o be verified, or

who iz 2 nominee of, or is employed under the costodian, the ledger keeper or the
accountant; or
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(i) who is not conversant with the classification, nomenclature and techmique of the
particular classeés of stores to be venfied.

The verification should never be left to low paid subordinates and, in the case of large and
important stores, it should be, as fur as possible, entrusted 1o a responsible officer who is independent
of the superior executive officer in charge of the stores,

166. A certificate of verification of stores with its results should be recorded on the list, inventory or
account, as the case may be, where such a venfication is carried out.

167. In making a physical verification, the following mstructions should invariably be observed:-

(i} verification must always be made in the presence of the officer responsible for the
custody of the stores or of a responsible person deputed by him;

{it}-all discrepancies noticed should be brought to account immediately, so that the stores
account may represent the true state of the stores; and

(iii}shortages and damages, as well as unserviceable stores, should be reported immediately
fo the authority competent o wrile off the loss,

168. Balances of stores should not be held in excess of the requirements of o reasonable period or in
excess of any prescribed maximum limil. In order to ensure the observance of this rule, a periodical
ingpection should be made by a responsible officer, who must submit a report of surplus and obsolete
stores 1o the authority competent to issue stores for their disposal (See para. 172). The inspection
should, unless there be good reason to the contrary, be made six monthly in the case of perishable
stores and once a year in the case of other stores. Stores remaining in stock for over a year should be
considered surplus unless there is any good reason to treat them otherwise,

169. Where a priced inventory is maintained, it is essential that the values recorded therein shall not
be materially in excess of the market value of the stores. The head of the department concerned must
IRSHE INStruchions (o govern —

(1) the fixation of prices with reasonable sccuracy;
{11) the periodical review and revision of rates; and
{111} the agency to be employed in periodical revaluation.

Note: The “markel value' of an article, for this puspose, means the cost per unit at which the article, or an anicle
of a similar description, cun be procured ot o given time at the Stores Godown, from some suitable public
markeis,

170, All profits and losses due to revaluation, stock-taking or other causes should be duly recorded
and adjusted where necessary, Formal sanction of competent authority should be obtained in respect
of losses, even though no formal cormection or adjustment in the accounts is involved.

171. ({1} Losses due to depreciation should be analysed, and recorded under following heads,
according as they are due (o-

(1) normal fMuctnation of market prices:

(1) fair wear and tear;

(111} lack of foresight in regulating purchases;
(iv) neglect after purchase.
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(21 Losses not due to depreciation should be grouped under the following heads-

(i) losses doeto thefi or Traud:

(i1} losses doe to neglect;

(iii) losses due to an act of God and other calamities such as fire, enemy action, ete.:

(iv) anticipated losses on account of obsolescence of obsolete stores or of purchases in excess
of requirements;

(v} other losses doe 1o damage, etc.

SALE AND DISPOSAL OF STORES AND WRITE OFF OF STORES

172. The previous sanction of competent authority should be obtained to the writing off of all losses,
deficiencics or depreciation in the value of stores in accordance with the Delegation of Financial
Powers issued by the Government from time to time under Para 42

173. Suobject to any special rules or orders applicable to any particular department, stores which are
reported (o be obsolete, surplus or unserviceable may be disposed of by sale or otherwise under the
orders of the authority competent to sanction the writing off of a loss caused by deficiencies and
depreciation equivalent (o their value in accordance with the Delegation of Financial Powers issued
by the Government from time to time under Para 41, 42 and 43

Each order declaring stores as unserviceable should record the full reasons for condemning
them and how the condemned stores are 1o be disposed of i.e., whether by sale, public auction or
otherwise. The head of the office should record full particulars regarding all condemned stores in
suitable list from which their disposal can be watched.

Nare: These instruction do not apply o the Defonce, Railways, Posts and Telegraphs and other special
depaniments whose procedure in this regand s regulated by separate orders contained in the departmental
regilations,

174. (1) Sales o private persons of stores other than those which are found 1o have become obsalete
of unserviceable are regulated by special rules and orders applicable to panticular departments. When
stock materials are sold to the public or any other department or authority at their Tull value, a
suitable percentage as determined by competent authority should be added to the book value to cover
charges on secount of supervision, storage and other related expenses. This addition may, however,
be waived by the officer empowered (o sanction the sale in the case of surplus stock which in his
opinion would otherwise be unsaleable,

{2) The opium, if any. in store must be kept in treasury strong room and not elsewhere and all

receipls into and issues from stock should be entered in a stock register maintained for the purpose
over the mitials of the reasury officer.

IV- AUDIT OF STORES AND STOCK ACCOUNTS
175, When oodit of the accounts of stores and stock kept in any office or department is undertaken
by the Auditor General, it will be conducted in accordunce with the regulations embodied in
Appendix 7.
V - PURCHASE FOR LOCAL BODIES

176. In the absence of special orders to the contrary the cost of all stores, purchased for Local
Bodies, must be prepaid.
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CHAPTER 9
WORKS
I- INTRODUCTORY

177. For purpases of administration and control, buildings and other works are divided broadly into
the following classes:

I. Military works — i.c., buildings, defence works and ancillary services intended for different
branches of the Defence Services, which are carried out by or on behall of the Military
Engineer Services: and

2 Public works — i.e., Works under the admimistrative control of the Public Works, Housing
and Settlement, Roads and Highways and Public Health Engineering Departments.

3. Buildings and other works under the administrative control of departments using or
requiring them, These comprise Infer alia -

(i} all works pertaining to the Railways, Posts and Telegraph, Forest, Local Government,
Facilities Department etc. and other quasi-commercial departments and undertakings;

(i) Archaeological works in connection with conservation of ancient monuments;

fititany other works or class of works allomed under orders of Government 1o the
departments using or requiring them.
Nofe: Subject w0 uny genernl or special rule or order of Government to the conirary the term, “sdministrative
control’  us applicd 10 works fmplies fnter afin  the assumption of full responsibility for the construction,
maintenance and upkecp of buildings and other works and the provision of funds for the execution of those
functionsg.

178. Subject to the observance of the following general rules, the initiation, authorisation and
execution of works allotted to particular departments should be regulated by detailed rules and orders
contained in the regpective departmental regulations and by other special orders appheable 1o them.

11 - GENERAL RULES

179. Except in cases covered by any special mules or orders of Government, no work should be
commenced or liability incurred in connection with it until -

{1) administrative approval has been obtained from the asthority appropriate in each case:

{1} sanction, either special or general, of competent authority his been obtained authonising
the expenditure;

(iit)a properly detailed design and estimate has been sanctioned; and

{iv) funds to cover the charge during the year have been provided by competent authority,
{sew nlso para 100).

If, in any cise, whether on grounds of urgency or otherwise, an executive officer is required by
superior authority o carry out a work or incur a liability which involves an infringement of these
fundamental rules, the orders of such authority should be conveyed in writing. On receipt of such
written orders or, in cases of emergency, on his own responsibility. the officer may proceed to carry
cut the necessary work, subject (o the condition that he immediately intimates o the Chiel Accounts
Officer concerned that he is incurring an unauthorised liability and states approximately the amount
of the lishility which he is likely to incur,
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180, (1) The powers delegated 1o varfons subordinate authorities to sccord administrative approval
and sanclion to expenditure upon, and to appropriste and re-appropriste funds for, works are
regulated by the orders contained in the Delegation of Financial Powers (Para 41, 42 and 43) and
other special orders contuined in the respective departmental regulations.

(2) For purposes of approval and sanctions, a group of works which forms one project should
be considered as one work, and the necessity for obtaining the approval or sanction of higher
authority 1o a project which consists of such a group of works is not avoided by the fact that the cost
of each particular work in the project is within the powers of approval or sanction of any authority
subordinate thereto,

Note: While no officer may sunction any estimate for o work which cannot be Tubly efficient unless other works
mre also sanctioned if the cost of ull such works collectively  exceeds his powers of sanction, i1 s notl the
intention that two of more works should be regarded as forming pari of a group of work merely becase they are
ol the same nature, if they are otherwise mutaally independent.

181. The authority granted by a sanction to an estimate must on all occasions be looked upen as
strictly limited by the precise objects for which the estimate was intended to provide. Accordingly,
any anticipated or actual savings on a sanctioned estimate for a definite project should not, without
special autharity, be applied to carry out additional work not contemplated in the original project or
fairly contingent on its actual execution.

182. Any development of project thought necessary while a work is in progress, which is not fairly
contingent on the proper execution of the work as firt sanctioned, should be covered by a
supplementary eslimate,

183, To facilitate the prepuration of estimates, as also 1o serve as u guide in settling rutes in
connection with contract agreements, a schedule of rates for each kind of work commaonly executed
should be maintained in cach locality and kept up to date. The rates entered in the estimates should
gencrally agree with the scheduled rates but where, from any cause, these are considered insufficient,
or in excess, a detailed statement must be given in the report accompanying the estimate, showing the
manner in which the rates used in the estimate are arrived at

184. When the works are given out on contract, the general principles laid down in paras. 20 and 21
should be carefully bome in mind. For execution of works under project aid the guidelines issued by
the Government from time to time should be followed,

IIT - WORKS UNDER THE ADMINISTRATIVE CONTROL
OF THE PUBLIC WORKS DEPARTMENT

185. Subject as provided in para 177, provision for expenditure on all buildings, communications
and other works required by civil departments, which Government has not specifically allotted 1o
such departments, should be included in the Gram for “Civil Works™, to be administercd and
accounted for by the Public Works Department. No such work may be financed partly from funds
provided in a4 departmental budget and partly from the budget for civil works.

186. The rules and instructions contained in Appendix 6 to the Public Works Account Code should
be strictly observed by all authorities responsible for the preparation of budget estimates and
administration of funds allotted for Public Works.

187. The financial powers of different authorities responsible for or concerned in the execution of
Public Works and of appropriating and re-appropriating funds allotted for expenditure upon  such
works are laid down in the Public Works Department Code, the Public Works Account Code,
Delegation of Financial Powers and other special rules made by Government for application (o
special classes of works.

51



Ceeneral Financial Fules

188. Similarly, when Public Works are entrusted to the agency of the Military Engineer Service for
extension or maintenance, administrative approval and expenditure sanction will be sccorded and
fnds allotted, by the authority concerned under the rules contained in the Public Works Department
Code: the Military Engineer Services will then be responsible for design, specification and execution
in accordance with the rles and procedure prescribed in the Regulations for those services, (See
Appendix C to Regulations for the Military Engineer Service).

189. In arcas in which the Public Works Depantment operates, Public Works will be executed by the
Public Works Department unless in any particular case such works have been entrusted under special
orders of Government to any other agency,

Provided that where for administrative or economic reasons the maintenance of any building in
charge of the Public Waorks Department is entrusted to any other civil department. sriginal works and
special repairs costing amounts to be determined by the Government from time to time and all
ordinary repairs, trrespective of cost, in respect of such buildings may be carried out by the head of
the department concemed in accordance with such special instruciions as may be issued to him by the
Public Works Department. Provision for expenditure on such works should be made in the Budget
for repairs and maintenance from which allotments will be made by the Public Works Department to
heads of civil depariments carrying out the works and while full budgetary and financial control in
respect of such works will remain with the Public Works Department, the charges incurred by the
civil departments muy be drawn under the rales and procedure governing expenditure on supplies &
services and repairs & mantenance . (See also para 310 of the Public Works Account Code. )

190. In arcas where the Public Works Department does nol operate, & competent authority may
subject to such resirictions as it may think necessury to impose, assign o heads of civil deparmments,
the execution of petty works and repairs costing amounts to be determined by the Government from
time to time relating to buildings under the administrative control of the Public Works Department,
provided that such works do not form part of a bigger programme. When such assignment has been
made, the charges incurmed by the civil department may be drawn and accounied Tor a5 expenditure
on supplies & services and repairs & maintenance of the department concernad.

191. In all other cases in which a civil department 15 entrusted with the execution of Public Works,
the departmental ofTicer carrying out the works should act a5 a Public Works disburser and be puided
gencrally by the roles and procedure which apply when works are camed oul by the Poblic Works
Department.

IV - WORKS UNDER THE ADMINISTRATIVE
CONTROL OF OTHER CIVIL DEPARTMENTS

192. (1) Save where any particular department has been authorised by Government to exccute all
or specified classes of departmental works without reference to the Public Woarks Department or the
Military Engineer Services and subject to any special mle or order issued by Government to apply to
special classes of works, all onginal works and special repairs costing more than amounts determined
by the Government relating to buildings and other works, the administrative comtrol of which vests in
other civil departments, should be executed through the agency of the Public Works Department, or
through the Military Engineer Services where it is not convenient for the Public Works Department o
undertake the work, In exceptional cases in which the Public Works Department or the Military
Engineer Services is not employed for the execution of such works or repairs, the Chief Accounts
Officer concerned should invariably be consulted at the initial stage. i.e., prior to an agreement being

entered into with an architect or contractor, so thal suftable provision may be made as far as possible
for pormial avdit and Mnancial contreod.

{2} The provisions of paras 187 and 188 will apply muratis murandis, when such works are
exccuted through the Public Works Department or any other department or sutharity.
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193. When works allotied to a civil depariment other than the Public Works Department are
exccuted departmentally, whether direct or through contractors, the form and procedure relating to
expenditure on such works should be prescribed by departmental regulstions framed in consultation
with the Chief Accounts Officer concerned generally on the principles underlying the financial and
accouniing rules prescribed for similar works carried out by the Public Works Department. The
guiding principles laid down in this regard are reproduced in Appendix 8.

Nate: Expenditure on works of perty constructions and repairs costing amounts delermined by the Clovernmeni
relating to buildings under the administrative control of a civil depaniment, other than the Public Waorks
Department, may be drawn and charged as expenditure on supplies & services and repairs & maintenance of the
department concerned. provided that where any individual Hem of such petty works forms part of a bigger
programme, the expenditure should be trested as "Works expenditure” of the depariment carrying out the work.

V¥ - SPECIAL RULES FOR SANITARY, WATER SUPPLY AND ELECTRIC

INSTALLATION TO GOVERNMENT BUILDINGS, ETC.

194. (1) Subject as hereinafter provided, all works and repairs in connection with sanitary, water
supply and electric installations to Government buildings, where such buildings are not in charge of
the Military Engineer Services or of Railways, should be carried out by or through the agency of the
Public Works Depantment, except in special cases under the orders of Government.

(2} At places where the Public Works Department operates (See para. 189), and where there is
no staff of that department, the procedure for the execution of works and repairs in connection with
sanitary, water supply and electric installations in Government buildings under the administrative
control of civil departments should be as follows:

(1) all works and repairs costing amounts 1o be determined by the Government for electric,
sanitary and water supply installations should be executed departmentally;

(i) all estimates for such works and repairs to be carried out locally should be submitted for
prior scrutiny to the Chief Engineer, Public Works Department: and

(iiijall installations costing amounts to be determined by the Government should be inspected
unnually and the remainder biennially by an officer of the Public Works Departrment,

195, The provision and maintenance of sanitary, water supply and electric installations in Military
and Railway buildings and other works and such provisions in civil buildings in charge of the
Military Engineer Services are governed by special rules prescribed in the departmental regulations.

196. Expenditure incurred by civil departments in connection with these installations, where it does
not exceed amounts prescribed by the Government from time to time, may be charged as expenditure
on supplies & services and repuirs & maintenance of the department carrying out the work.

VI - MISCELLANEOUS RULES

197, No authority lower thun the head of a Ministry/Division is competent to authorise the
acquisition of a building by purchase even though the purchase of the required accommodation may
have been sanctioned by competent authority, In all such cases, a survey and valuation report by the
Public Works Divisional Officer should be submitted to the Head of the Ministry/Division.

198. No public building, which is not a purely temporary structure may be sold or dismantled
without the sanction previously obtained of Government.
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199, Expenditure wpto a limit prescribed by Government may be sanctioned on ceremonies
connected with the inauguration of important public works, e.g., the laying of foundation stones of
public buildings, opening of bridges, etc.

200. The preparatory stages of a major work may take anything from three menths to a year and
attempts to expedite the execution of works contrary to Code rules lead 10 bad estimating and
computing and to actual losses of money. These unfortunate results have been commented upon
adversely by the Public Accounts Committee on various occasions, and it is desirable that the
tendency to rush at the preparatory stages for works should be checked. The Chief Engineer and his
subordinate officers should accordingly take. in all cases, such time as is considered necessary for the
preparation of proper estimates, the grant of technical sanction, and the invitation and examination of
tenders and refrain from entertaining requests from administrative departments for special treatment.
In emergent cases, however, where circumstances warrant a departure from methods laid down by the
Codes, the Public Works Department may issue special instructions on a reference received from the
administrative department concemed.
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CHAFPTER 10
MISCELLANEOUS EXPENDITURE
I- GENERAL

201. The term ‘miscellaneous expendiure’ applies generally to all expenditure in the civil
departments, which does not fall under the category of pay and allowances of Government servants,
penisions, supplies & services and repairs & maintenance , grants-in-oid, contributions, stores or
works.

The pawers delegated to subordinate authorities to sanction items of miscellaneous expenditure
as defined above, for which no special power, scale or limit has been preseribed by any rule, code or
order are specified in the Delegation of Financial Power,

Naote: Crants-in-aid and contributions have, however, been dealt with in this Chapter for the sake of
COMVEMiGRoo.

202. Miscellancous expenditure is subject generally to the rules of procedure which apply to
expenditure on supplies & services and repairs & maintenance, except in so far as it may be governed
by any special rules or orders made by competent authority.

Il1- REFUNDS OF REVENUE

203. Refunds of revenue are broadly classified as -
(i) refunds to which the claimunts are legally entitled, and
(i) refunds which are mude ex gravia, Government being under no legal obligation to make
them.

Nofe 1 Refunds of revenues are not regarded as expenditure for purposes of grants or appropriations.

Naote - Remissions of revenue allowed before collection are (o he ineated a5 reduction of demands and not as
refunds.

204. Subject 1o the provisions of the relevant rles, the sanction necessary for refunds of revenue
will be regulated by the orders of the competent authority and by departmental rules and orders
contained in the departmental mamnals, eic,

The sanction may either be given on the voucher itself or quoted in it a certified copy heing
attached when such orders are not separately communicated to the Accounts Officer concerned.

205. Before a refund of any kind, otherwise in order, is allowed, the original demand or realisation
as the case may be, must be traced and a reference to the refund should be so recorded against the
onginal entry in the cash book or other documents as to make the entertainment of a dooble or
erroneous clum impossible. Any acknowledgement previously granted should, if possible, be taken
buck and destroyed and a note of the repayment recorded on the counterfoil of the receipt.
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IT1- GRANTS-IN-AID, CONTRIBUTIONS, ETC.
GRANTS TO PUBLIC BODIES, INSTITUTIONS, ETC,

206. The sanction necessary for payment of grants-in-aid or contributions to educational and other
institutions, local bodies and Co-operative Societies, and of educational scholarships is regulated by
the orders contamed in the Delegation of Financial Powers and detailed rules made by competent
authority under the powers vestad in them. The following instructions are issued for the guidance of
sanctioning suthorities in the matter of according sanctions for grants-in-aid.

207. (1) Unless in any case Government directs otherwise, every ordér sanctioning a grant should
specify clearly the ohject for which it is given and the conditions, if any, attached to the grant, In the
case of non-recurring grants for specified objects, the order should also specify the time limit within
which the grant or each instalment of it is to be spent.

{2} Only so much of the grant should be poid during any financial year as is likely to be
expended during that year, In the case of granis for specific works or services such as buildings,
wiater supply schemes and the like, the sanctioning suthority should uose its discretion in authorising
payments according 1o the needs of the work, The authority signing or countersigning a bill for grani-
in<aid vnder SR. 256 of the Treasury Rules should see that money is not drawn in advance of
reguirements. There should be no occasion for a rush for payment of these grants in the month of
June,

{3} Before a grant s paid to any public body or institution, the sanctioning authority should as
far as possible insist on obiaining an audited statement of the account of the body or institution
concerned in order to see that the grant-in-aid is justified by the financial position of the grantee and
to ensure that any previoss grant was spent for the purpose for which it was intended. Unless
specifically required under provisions of the relevant Act, it is not essential for this purpose,
however, that the accounts should be audited in every case by the office of the Compiraller & Auditor
General and it will be sufficient therefore if the accounts are centified as correct by a chartered
accountant or other recognised body of auditors. In the case of small institutions, which cannot afford
to obtain the services of a charered accountant or other registered body of auditors, the sanctioning
authority may exercise its discretion of exempting any such institution from the submission of
accounts audited in this fashion,

The authonity sanctioning a grant, while communicating the sanction to the Chief Accounts
Officer concerned should state whether the audited statement of accounts has been received when
required, or whether the grantee has been exempted from submitting the statement,

Noge: This order applies both o non-official institwions and to semi-official ones, such us Public Clubs, cic.

208. In cases in which conditions are attached to the utilization of a gramt in the form of
specification of particular objects of expenditure or the time within which the money must be spent,
or otherwise, the departmental officer on whose signature or counter- signature the grant-in-aid bill
was drawn should be primarily responsible for certifying to the Accounts Officer, where Recessary,
the fulfillment of the conditions attaching to the grant, unless thers is any special rule or order to the
contrary, The certificate should be fumnished in such form and at such intervals as may be agreed
between the Chief Accounts Officer and the head of the department concerned. Before recording the
certificate, the certifying officer should take steps to satisfy himself that the conditions on which the
grant was sanctioned have been or are being fulfilled. For this purpose he may require the submission
to him at suitable intervals of such reports, statements, etc., in respect of the expenditure from the
grant as may be considered nccessary. Where the accounts of expenditure from the grant are
inspected or audited locally, the inspection or audit report, as the case may be, will either include a
certificate that the conditions attaching to the gramt have been or are being fulfilled or will give
details of the breaches of those conditions.

56



Cienernl Financial Rules

209. Unless it is otherwise ordered by Government, every grant made for a specific object is subject
to the implied conditions:-

(i) that the grant will be spent upon the object within a reasonable time, if no time limit has
been fixed by the sanctioning authority; and

(it} that any portion of the amount which 15 not ultimatel ¥ required for expenditure upon that
object should be duly surrendered 1o Government.

EXPENDITURE FROM DISCRETIONARY GRANTS

210, When under orders of competent authority, an allotment for discretionary grants is placed at the
disposal of a particular official, the expenditure from such grants will be regulated by general or
special orders of the Government, specifying the objects for which the grants can be made and any
other condition that should apply to them. Such grants must be non-recurring, i.c., not mvolving any
future commitments,

OTHER GRANTS

211. Grants, Subventions, etc., other than thoss dealt with in the forcgoing paras, can be made only
under special ordérs of Government,

[V- COMPENSATION TO CIVIL OFFICERS
FOR LOSS OF PROPERTY

212. (1) All cases in which it is proposed to grant compensation to any civil officer for the
accidental loss of his property should be referred to Government for orders through the
Administrative Department concerned.

(2) Compensation will not ordinarily be granted to a Government servant far any loss to his
property, which is caused by an act of God as, earthquake, floods, etc., or which is due to ordinary
accident, which may occur to any citizen, e.g., loss by theft, or as the result of a railway accident, fire,
etc. The mere fact that, at the time of the accident, the Government servant 15 technically on duty or is
living in Government quarters in which he is forced to reside for the performance of his duties will
not be considered as a sufficient ground for the grant of compensation. These points should be borme
in mind while submitting proposals to Government,

V-SPECIAL POLITICAL EXPENDITURE

213. The following rules have been prescribed for the regulation of expenditure incurred in
connection with special political missions and, subject to such special orders ax may be issped by
Govermment in particalar cases, these rules should be observed by all officers placed in charge of
such missions,

(1} For the purposes of account and audit the expenditure should be broadly divided into two
classes: —

Class 1~  Charges requiring the sanction of Government, either specific or general such s
Pay and Allowances;

Class I - Charges which may be incurred by the officer-in-charge at his discretion within the
amount of sanctioned sppropriation such as initial and recurring charges for purchase of tents,
camp furniture, stationery eic.

(2)(i) Officers entrusted with the expenditure under Class [ are required 1o submit, as early os
possible, detniled estimates of probable expenditure classified under ‘Pay and
Allowances”. No expenditure should be incurred under Class | in excess of the amount
sanctioned.
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(ii) As regards expenditure under Class I, a fairly approximate estimate shoald be prepared.
Expenditure under Class [I may be incurred up to the limit of the estimates under
concerned classification code when those have been approved and appropriations for
recurring charges may be transferred from one classification code to another, provided
the total amount is not exceeded,

{3} An officer-incharge of & special political mission should supply himself with funds as
laid down in clause (i) of SB.264 of the Treasury Rules and accounts of expenditure incurred by him
shauld be rendered to the Chief Accounts Officer concemned in accordance with the procedure Lud
down in clauses (ii) to (iv) of that rule.

{4) Supply of stationery as well as of pay, travel expenses and supplies & services and repairs
& maintenance bill forms should be obtained from the Controller of Printing, Stationery, Forms &
Publications, and all churges should be drawn on the regular forms.

(5) Advances made for political expenditure will be held under objection until a detailed
account duly supported by vouchers is fumished in adjustment of them.

(6) A store Account in form G.FR. 16 should be kept of the articles purchased for the
Toshakhana, which at the close of mission should be submitted through Government to the Accounts
Officer concerncd.
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CHAPTER 11

DEBT AND MISCELLANEOQUS
OBLIGATIONS OF GOYERNMENT

1- TAKA DEBT

214. The management of Public debt in Bangladesh and the maintenance of accounts relating thereto
are vested in the Bangladesh Bank.

215. The procedure to be followed in dealing with securities of Taka loans issued by Government
and in making payment of interést in respect thereof is regulated by the provisions of the Securities
Act (Act X of 1920), as amended from time to time, and the statutory rules (Securities Rules) issued
thereander. Detailed mules, based mostly on the statutory rules referred to above, amd the
supplementary orders issued by Govermment from time to time are 1o be found in the Government
Securities Manual issued under the suthority of Government,

Nate: Unloss there be anything repugnant in the subgect or context, and without prejudice 1o the provisions of the
law and the statutory rules mentioned above, the rles in the Government Securities Manual in so far as they deal
with the procedure relating 1o dishursement of money from, and payment of money into, the Public Accounts pre
to be regarded as rules framed under Aricle 85 of the Constitution of the Peoples Republic of Bangladesh.
Likewise, the rules in the munual which prescribe the form of initiol accounts o be kepl at Accounts olfices in
respect of payment of mterest of Government Securities, repuyment of principal of terminable loans, receipt of
subseriptions 10 new loans and of other allied transactions and the form in which the account of such transactions
are to be repdered 1o the Accounts Offices, should be regarded as directions given by the Auditor Genernl with
the approval of the President and will be subject to any directions contained in this behall in Volume 11 of the
Account Code,

216. Treasury Bills, National Savings Certificates and Post Office Cash Cenificates etc. are special
forms of Government Securities, which are issued and repaid under special niles and orders made by
Government in this bebalf. (See slso SR, 313, 314 and 318 of the Treasury Rules).

I1 - PROVIDENT FUNDS

217. The term ‘Provident Funds® is strictly applicable to the ‘Provident Funds', within the meaning
of “The General Provident Fund Rules, 1979, The procedure relating to the recovery of subscriptions
to, and withdrewals from The Provident Fund will be regulated strictly in accordance with The
General Provident Fund Rules.

218. The following instructions should be carefully observed by heads of offices with a view to the
correct preparation of the Fund Schedules referred to in SR 322 of the Treasury Rules ;

(1) A complete list of subscribers to each fund should be maintamed in each disbursing
office in the form of the schedule.

(11) Each new subscriber should be brought on this list and any subsequent changes resulting
from his transfer or in the rate of subscription, etc., clearly indicated.

{1ii)When o subscriber dies, quits the service or is transferred to another office, full
particulars should be duly recorded in the list.

(iv}In the case of the transfer of a subscriber to another office, the necessary note of transfer
should be made in the list of both the offices.
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{¥} From this list the monthly schedule to be appended to the pay bill should be prepared and
agreed with the recoveries made before the submission of the bill to the Accounts Officer

for payment.

II - SERVICE, BENEVOLENT, INSURANCE AND
ANY OTHER FUND CREATED BY THE GOVERNMENT

219. Subscriptions, donations efe. recoverable and benefits payable in respect of the Funds specified
above will be regulated in accordance with the Rules of the respective funds.

220. Subscriptions to funds not under Government management mity not be received in cash or by
deduction from pay or pension bills,

221. A detailed list of the subscriptions realised on behalf of each fund showing the date and amount
of each receipt and the name of the person on whose behalf it is paid should be maintained in the
Agcounts Offices in respective registers. Accounts Officers must ensure that accurate, complete and
timaly entries sre made in the registers each menth.

222. The doposit accounts of these funds on the Government book will be credited with interest at
such rates and at such intervals as may be prescribed by Government in cach case,
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CHAPTER 12
LOCAL FUNDS
1-INTRODUCTORY
223. (1) The transsctions of local funds are not included as such in the Public Accounts,

Note: The expression 'Local Fund' denotes =-

{i} revenues administcred by bodics which by low or rule having the force of law come under the
control of the Government, whether in regard 1o the proceedings generally or 1o specific malters,
such as, the sanctioning of their budgets, sanction o the creation o filling-up of particular
wppuintments, the enceshment of leave, pension for similar rules;

(it} the revenwes of any body which may be especially notified by the Covernment as such,

(2} The main classes of local funds are:-
(i} District Coungil Funds
{ii) Municipal Corporations and Pourashava Funds
(i) Onher miscellaneous Funds.,

Note: The expression “local body' us used in this Chopter means the authority legally entitled, or specially
empowered by Government. (o adminkster u Jocal fund.

224. The financial transactions between Government and local bodies will be regulated by the
following rules and by such other peneral and special orders as may be issued by Government in this
behalf.

I - GRANTS TO LOCAL BODIES

225, The payment of the various classes of grants to local bodies will be governed by peneral
instructions contained in paras 206 to 209 and by such special orders as muy be issued by
CGovernment in regard to each class of grant.

I - LOANS TO LOCAL BODIES

226. The detailed procedure o be followed in connection with the grant of loans to local bodies will
be regulated by the provisions of the Local Authorities® Loans Act and other special Acts and by
rules made thereunder (see also para 236),

IV - CHARGES RECOVERABLE FROM LOCAL BODIES

227. Unless any of the following arrangements have been authorised by Government, a local fund
should be required to pay in advance the estimated amount of charges 1o be incurred or cost of
services to be rendered by Government on account of the Fund:-

(1) payments as made by Government may be debited to the balances of the deposits of the
locul fund in Government books:

(it} recovery from the local fund may be postponed till the time when Government has to
miake payment for the charges;

(i1} payments may be made as advances from Government funds in the first instance, pending
recovery from the local fund,
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228. Any amount due to Government by a local body, including any amount overdue for payment in
respect of loan, is subject to recovery by adjustment from any non-statutory grant sanctioned for
payment to it. The authority signing or countersigning a bill for such o grant should see that this rule
is observed as far as practicable.

V - REVENUE COLLECTED ON BEHALF OF LOCAL BODIES

229, Unless it be expressly authorised by law, proceeds of taxes, fines or other revenues levied or
collected by Government may not be appropriated direct to a local fund without passing them through
the general revenue account of Government, whethér or not such taxes, fines, etc. are earmarked from
the start for the purposes of the fund.

230. Subject to the provisions of relevant Acts and rules made thereunder, adjustments with local
bodies in respect of revenoe and other moneys raised or received by Government on their behalf will
be made in such manner and on such dates as may be authorised by general or special orders of
CGovernment.

VI - USE OF SERYICE POSTAGE STAMPS

231. Service Postage stamps may not be used by a local fund officer or any Government officer
acting in a ciapacity connected with a local fund (such as, President or Secretary of a local fund
committee), but they may be used on the correspondence of & public officer acting as such, even
though the correspondence relates to the affairs of a local body.

Note:  Telegraphic messages, the charges for which are io be borme by local funds. showld be classified as
‘Private’ and not as “Stae’.

VII - AUDIT OF ACCOUNTS

232, Suobject to the provisions of any law or rule baving the force of law, the accounts of local
bodies will be audited by the office of the Comptroller & Auditor General under general agreement
reached betwesen Government and the Auditor General. The agreement extends also to the accounis
of other non-Government bodies or institutions which, under any general or special order of
Government have to be audited through Government agency.

233. Audit fees on the basis of daily rates prescribed by Government from time to time will be
charged for the sudit by Comptroller & Auditor Geneml of the accounts of local and other non-
Government funds.

Nothing contained in this para shall be held 1o override any special instructions of Government
exempting any particolar local body or institutions wholly or partially from the payment of audit fees.
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CHAPTER 13
LOANS AND ADVANCES
I- INTRODUCTORY
234. Loans and advances made by Government fall under the following main heads:-

A: Loans and advance beanng interest —
(1} Loans to Autonomous and Semi Autonomous bodies and Public Sector Corporations

{2) Louns to Local Funds, Private individuals, etc. These comprise
(i) Loans to Pourashabhas and City Corporations;
(i1} Loans to District and other Local Fund Committess:
{iit) Loans to Land-holders and other Notabilities;
(v Advances to cultivators under various Acts;
(v) Advances under special Laws;
[vi) Mizcellaneous loans and advances.

(3} Advances to Government sérvants for building houses and for purchase of conveyances,
elc.

B. Interest-free Advances

(1) Advances repayable -comprising mostly miscellaneous advances to Government servants
for various public purposes,

(2} Permanent advances.

235. The rules in this chapter should be observed generally by all Departments/Directorates in
making loans and advances of public money, unless there be any special rules or order of
Government to the contrary,

IT - GENERAL RULES
SANCTION

236. (1) The grant of loans and advances in cases mentioned in clauses (i) and (ii) of Paragraph 234
A(2) will reguire the sanction of Government.

(2) The powers delegated to subordinate authorities to sanction louns and advances 1o
Government servants are regulated by the roles contained in Pant TIT of this chapter. Detailed rules
refating to permanent advances are contained in para 140,

ESTIMATES

237. Provision should be made in the Budget for all loans and advances which can be foreseen. All
estimating authorities should, therefore, make a timely estimate both of the gross advances and
recoveries of the coming vear and should communicate it to the Accounts Officer concerned for
inclusion in his estimates.
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CONMTIONS OF REPAYMENTS

238. The debi-servicing procedure in respect of both foreign and local currepcy loans to
Autonomous and Semi-Autonomous Bodies and Public Sector Corporations for investment in
ongoing or completed development projoects arc prescribed by the Government from time to time.

The debt service budget relating to paymenis to foreign creditors is required by the Finance
Division to make appropriate provision m the budget. The estimate of debt service liahility resulting
from development credit is arrived at on the basis of study of individual loan profiles imespective of
whether the loan is official development assistance or export credit or suppliers” credit or commercial
loan.

239. The process and condition of repayment of external loans and credit by the Government are
different from those involving recovery of principal and interest charges from loan receiving
agencies. Some executing agencies receive foreign credits on terms on which they are borrowed by
the Government; but in most cases funds borrowed from external sources or even received as grani
by the Government are passed on to executing agencies on different relending terms set either in a
subsidiary loan agreement or under the stundard relending terms. Recoveries from agencies not only
relate to funds bormowed from abroad and relent to them but also cover local resources lent to them
on terms specified for the ADP provisions or under some other financial plan applicable to an agency.
All agencies are required to pay the debt service lability of their completed development projects
through their own income, The Government may, however, in exceptional cases decide 1o reschedule
recovery of debt service lisbility or even waive recovery afier thorough review of proposals in this

regard.

Recovery of the amounts advanced to Government servants is governed by the detailed
instructions kaid down in Paragraph 235 and other provisions of this Chapter.

240. The following general instructions apply to all loans and advances to local bodies, etc., other
than advances to coltivators, etc., which are governed by special rules, and subject to the provisions
of relevant Acts or rules made thereunder, the conditions under which the loans are granted should be
regulated accordingly: -

(i) A specific term should be fixed which should be as short as possible within which each
tean or advance should be fully repaid with interest due. The term may in very special
cases extend to 30 years.

(ii) The term is 1o be calculated from the date on which the loan is completely taken up or
declared by competent authority to be closed.

(ifi) The repayment of loan should be effected by installments, which should ordinarily be
fixed on a half-yearly basis, due dates for payment being specially prescribed.

(iv} Instalments paid before the due dute will be taken entirely to principal unless, of course,
any interest for o proceeding period is overdue,

241. When a loan of public money is taken out in instalments, the first half-yearly repayment should
not be demanded until six months after the last instalment is taken; meanwhile simple interest only
should be realised. But should it appear that there is an undue delay on the part of the debtor in
taking out the last instalment of a loan, the authority sanctioning the loan may at any time declare the
loan closed, and order repayment of capital to begin. The Chief Accounts Officer will bring to notice

any delay that appears to him to require this remedy and he will take this step whether there are any
dates fixed for taking of instabments or not.
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Note 1: 1f, in any cose particular dmes have been fixed for the payment of interest or the repayment of
tnstalments of a boan, then such repayments should not, begin until the second of the half-vearly dates so fixed,
afier the Joan has been completely taken up, simple interest only being recovered on the first holf-yearly date
affer the completion of the loan. For example, supposing a Joan the interest on which is recoverable half-yearly
1 be completely tiken up on 30th June and the interest to be payable on 30th September and 31st March, the
first hall-yearly instalment in repayment of principal will not be due until 315t March following. simple inierest
only will be due on the intermedinte 30th Scpiember,

Nete 2: These instructions are applicable muzatis mutandis, to bans the repayments of which are made by ather
than hall-yearly instaiments,

Note 3: It must be remembered that the calculation fixing the amount of equal periodical instalments, by which
an advance is repaid with interesl, presupposes punctisal payment of the instalments, and that, if any instakment is
ot punctually repaid, the fixed instalment will nod in the end discharge the Iogn.

241. Borrowers should be required to adhere strictly to the terms settled for the loans made Lo them.
Maodifications of these terms in their favour can be made subsequently only for very special reasons.

INTEREST

243. (1) Interest should be charged at the rate prescribed by Government for any particular loan or
for the class of loans concerned,

(2) A loan bears interest for the day of advance, but not for the day of repayment. Interest for
any shorter period than complete half-year should be caleulated as
number of davs x vearly rate of intercst
365
unless any other method of caleulation is prescribed in any particular case or class of cases.

DEFAULTS IN PAYMENT

244. (1) Any default in the payment of interest upon a loan or sdvance, or in the repayment of the
principal, will be promptly reported by Accounts Officer 1o the authority which sanctioned the loan
and the advance. On receipt of such report, the authority concerned should immediately take steps to
get the default remedied.

Nate: ‘The responsibility of the Accounts Officer under this rule refers only 1o the Joans the detailed secounts for
which are kepd up by him. (Sce para. 247).

{2) The authority which sanctions a loan muy, in so far as the law allows, enforce & penal rate
of compound interest upon all overdue instalment of interest or principal and interest.

IRRECOVERABLE LOANS AND ADVANCES

245. A competent authority may remit or write off any loans or advances owing to their
irrecoverability or otherwise. (See para. 46),

246. In respect of revenue and other advances, for the detailed control, accounting and supervision
of which departmental officers are responsible, it is the duty of the departmental muthorities
concerned, 45 soon as any such advance is ascertained to be imecoverable, to take the NECessary steps
to get it written off the accounts under the sanction of competent authority, and to advise the
Accounts officer, in order that he may make the necessary adjustment in the accounts. Imecoverable
advances written off should nevertheless be registered by the Departmental authoritics in a separate
account or record, in order that any possible eventual recovery may be made,

a5
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ACCOUNTS AND CONTROL

247, Subject to such general or specific directions as may be given by the Auditor General in this
behalf, detailed accounts of individual loans and advances other than those mentioned below will be
maintained by the Chief Accounts Officer concerned who will watch their recovery and see that the
conditions attached to each loan or advance are fulfilled.

In the case of advances menttoned in SR 369 and 370 of the Treasury Rules, the responsibility
for supervision, account and control devolves upon the departmental authorities and detailed rules
and instructions governing them are contained in the depanimental regulations.

ANNUAL RETURNS

248. Each Chief Accounts Officer will submit to Government an annual statement showing the
details of outstanding loans and advances borne on his books. The statement will be submitted in
form G.F.R, 17 not later than the 315t December of the following year. Bangladesh Bank will fornish
quarierly report on receipts of debt charges from agencies 1o the Finance Division.

I - LOANS AND ADVANCES TO
GOVERNMENT SERVANTS

GENERAL

249. [t is not permizsible to sanction a loan or advance to a Government servant which involves a
breach of any of the basic principles laid down in para 10. In any case in which a cash grant would
be within the powers of sanction of a particular anthority, the grant of an advance not exceeding the
cash grant will not reguire the sanction of a higher authority.

250. The Finance Ddvision, at the beginning of the financial year, circulates aliocation leticrs
informing administrative Ministries/Divisions their respective budget provisions for loans and
advances to Government servants under their control, The Administrative Ministries are authorised to
process and approve loans and advances subject to observance of applicable rules within the budget
provision and also to delegate these powers to Heads of Departments under their respective
Jurisdictions.

251. Temporary Government servants who have not completed 5 years of service will not be eligible
to obtain loans. On completion of 5 years of service temporary Government servants seeking loans
will have to provide secunty bond, along with application for advance, from two permanent
employees,

Note 1: A permunent Government servanl wha i a debtor should nol be allowsd 1o stand security for another
debtor and one Government servanl should not be allowed 1o stand security for more than one deblor, especially
in case of Motosr Car and House Building Advances,

Node 2:  In case of House Building Advance ne secority bond s réquired 1o be obigined from iemporary

Crovernment servints who possess land and mortgage the same 1o Government before drawal of any portion of
thi advance.

252, Government officers belonging to cadre services shall draw advances from the allocations of
Ministries/Divisions where they arc posted. In these cases, however, the orders sanctioning advance
must be endorsed to the Ministries/Divisions controlling the relevant cadres of the officers to whom
advances are sanctioned. Ministry of Establishment will issue letters sanctioning advances to
Administration Cadre Dificers.
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153, Government servants on deputation may draw advances from the Ministries/Organisations
where they are posted; but in this case clearance of their respective controlling authorities will have
to be obtained. The letters sanctioning advance will also have 1o be endorsed 1o the controlling
authorities. Government servants on deputation 1o autonomous bodies can draw advances from those
organisations if their existing rules provide for grant of such advances to Government servanis on

deputation.

234, Simple interest af the rate fixed by Government for the purpose should be charged on advances
granted to Government servants for building houses and for the purchase of conveyances. The
interest should be calculated on balances outstanding on the last day of each month. In case of failure
to repay advances in accordance with instalments, interest at compound rate to be fixed by the
Government shall be charged. In the event of failure to morigage the land for house building advance
in favour of the Government the advance drawn as first instalment will have to be repaid along with
interest in lump at a time.

Note 1: In cases, whese pay bills for o month are disbursed before the end of the month, an instalment in
repaymend of an advance recerved through the pay ball will be tiken as having been refunded on the first of the
following month, the normal date of the disbursement of pay.

Note 2: If in wny particular case any advance §s drawn in more than one instalment, the rate of iIEEFCs
recoveruble should be determined with reference 1o the date on which the fisst fnstalment is drawn.

255. All advances are subject 1o adjustment by the Government servants receiving them in
accordance with the rules applicable 1o each case. When an advance is adjustable by recovery, the
amount to be recovered monthly should not be affected by the fact of the borrowing Government
servant going on leave of any kind with leave salary or his drawing subsistence gramt. The
sanctioning authority may in exceptional cases order a reduction in the amount of the manthly
instalment, provided that in the case of interest bearing advances to Government servants, the whole
amount due should be completely recovered within the period ariginally fixed.

256. In the case of intersst-bearing advances 10 Government servants. an authority empowered (o
deal with an application for an advance should not issue an order of sanction until the Acecunts
Officer concerned has certified that funds are wvailable in the year in which the payment of the
advance will be made.

IV - INTEREST BEARING ADVANCES
HOUSE BUILDING ADVANCES

257. Advances to Government servants for the construction of houses are regulated by the following
rules:

(1) Advances may be made to Government servants who desire to build or buy houses ar
purchase land and build houses, at the places where they are actually serving, for occupation by
themselves. Government servants who have reached 45 years of age or have completed 20
years of service may, however, be granted house-building advance for building houses at places
where they decide to reside after retirement,

All such advances must be bona fide required for the purpose of building suitable houses
for the personal residence of the officers concerned, and if more is advanced than shall be
sctunlly expended for the purpose, the surplus shall be refunded 1o Government,

{2} No Government servant will be entitled to more than one house-building advance during
his service life. The house-building advance shall not excecd thirty six months’ pay of the
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officer 1o whom it is made subject to the maximum of Tk. 1.20,000 or an amount as may be
determined by the Government from time to time, or prefixed value of the constructed house, or
estimated construction cost of the house to be built whichever is less,

(3) Recovery of house-building sdvance will be made from the pay bill of the officer in
maximum of 120 monthly instalments. Repayment of the advance commences from the twelfth
issue of pay after the first instalinent is taken. This is subject 1o the condition that the full
amount including interest is recovered before the Government servant attains the age of
superannuation. Otherwise the rate of monthly recovery should be suitably increased so that
repayment is completed before superannuation.

{4} The authority sanctioning an advance may permil recovery 1o be made in smaller number
of instaiments, if the officer receiving the advance so desires. The amount of interest calculated
in accordance with pars 254 will be recovered in one or more instalments, each such instalment
being not uppreciably greater than the instalments by which the principal was recovered. The
recovery of interest will commence from the month following that in which the whole of the
principal has been repaid.

Note: — The instalments should be recovercd in cash during the periods of leave without pay. IT the
Government servant fails to pay any such instalments in cash, the amears of instalments falling due during
periods of leave without pay should be recovered in lump sum from the first dishursement of pay ar allowances
which may become due to the Government servant at the end of that leave.

(%) In order to secure Government from loss conseqoent on an officer dying or guitting the
service before complete repayment of the advance with inferest acerued thereon in sccordance
with para 254, the house so built, 1ogether with the land it stands upon, must be mongaged to
Government, by whom the mortgage will be released on liquidation of the full amount due.

Note: The mortgage bond will be prepared in Form G.F.R. |8 and the reconveyance in Form GER. 19,

{6) The house-building advance granted shall be paid in two instalments and the amoum of
first installment shall not exceed sixty percent of the total sanctioned amount. The Government
servant shall have to execote a Mortgage Deed of the land in favour of the Government before
the second instalment of the advance is released. The expenditure stalement of the first
instalment will have to be provided along with the application for the second mstalment.

(7T) The officer must satisfy the sanctioning authority regarding his title to the land upon
which the house is or is proposed to be balt,

Note 1: This rule does not preclude the grant of on advance o a person who docs not possess Tull propeictary
rights in the land upon which be intends to build, provided the sanctioning sutherity is sutisfied that the applicant
has a lease of which the unexpired portion is of o term and value sufficient o justify the grant of the rdvance and
that there is no danger of the lease lapsing or of Governmem being unabbe fo dispose of it showld i become
necessary to foreclose the mortgage. In examining the morigagor’s e, care should be mken to see that the
lease does not prevent any sub-demise by the lessee (the morigagor). The mongage bond in such cases will be
prepared in Farm G.F R, 20,

In cases i which ground rent, manicipal taxes and similar dues wre payable 1o local authoritics on account
of land taken on lease, the sanctioning suthority may, at its discretion, ask the Chovernment servant taking the
advance 16 produce for inspection receipts for these payments within fifieen days of their folling due. If e
sanctioning swthority finds that soch dues have not been paid by the borrower, steps may be mken to recover the
said dues including interest thereon, if any, from the pay of the Government servant concerned for payment to
the parties concermed.
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Note 2: The applicant’s tithe to the property should be examined by the sanctioning suthority before the advance
15 actually pud, ond in coses where there 15 any dowbt as to the validity of that title, the revenue and registration
puilvsrties of, iF echnical legal advice is necessary, the law officers of Government, should be consulted, It
should be seen that, in the case of 0 howse-building advance, be hos undispused e w the land on which it i=
proposed to build and that, in the case of an advance for the purchase of a house, he will obtain such title as soon
as the purchase price is paid; that there will be no legal obstacle in either case to the property being mortgaged to
Government; and that Government will have the right of foreclosing on the conditions menticned I the
morigage bond.

Note 3: This rule does nod also preclude the gramt of advances for the purpose of building houses on plots of
land token on lease from Oowvernment. The grant of an sdvance in such coses is, however, subject o the
condition that the applicant executes an agresment in Form G.FR. 21, undertaking to repay the advance and to
execule o morigage of the land and buildings immediately he obtuins a lease, Advances sanctioned under this
pote will he made in instalments, the first instalment not exceeding the amount of the premium paid for the sie
and subsequent instalments being hased on the progress of work.

Note 4: The head of the olfice in the case of & non-gazotted Government servant and the controlling officer in
the case of a gazetted Government servant should, when asking for the authority for payment (vide 5.R.365 of
the Treasury Rules ), send to the Accounts Officer a certificute either in the hill in which the advance iz drawn,
or scparately, to the effect that the morigage bond in Form O.F.R. 18 has been executed by the Government
servant toking the advance and that it has been duly registered.

{(8) An officer quitting or removed from the station where he has built a house, before the whole
amount due has been liguidated, will continue to be liable to the deduction of his monthly instalment
until the advance with interest sccrued thereon has been repaid; but, with the special sanction of
Government, he may be allowed to dispose of the house, provided he is thereby enabled to clear off at
once the whole amount due; or to transfer it to any officer of his own or higher rank, the future
deductions being made from the pay of such officer.

{9) Applications for advances must be made through the applicant’s departmental superior, who
will record his opinion as to the necessity for the assistance solicited, The applicant must certify that
the sum is to be expended in building only, and pledge himself that, shoald there be any surplus funds
after the house is completed, they will be at once refunded to Government.

{10) The last-pay certificate granted to officers with advances outstanding must specify the original
amount of such advance, the amount repaid and the balance together with interest accrued remaining
due,

Note: -  Advances may also be given, where considersd necessary, for the purchase of lind on which 1o
gonstruct a house, il the other conditions Inad down in this rule are smisfied and the iotal amount of the advance
for the purchase of the land and the construction of the house does not exceed thirty six months pay of the officer
concerned.

The officer should sign an agreement in Form G.F.R. 22 at the time of taking an advance for the
of land and the amount should not exceed what is required for the purpose. A mortgage deed in Form G.ER, 23
should be executed before any further advance is drawn for the purpose of constructing the house, The mongage
deed must be registerad within four months of its execution.

In order 1o save Government from loss, the applicant™s title to the property should be carefully examined
by the sanctioning authorty and the instructions laid down in Appendix 9 should be folliwed.

(11} An advance may be made to an officer for the purchase of a house: the general principles
mentionad above being applicable and the officer being required. in addition to a mortgnge-deed, to
deposit with Government satisfactory evidence of a clear title to the house.

Nate 1:  An sdvance drawn under this rule may include provision not only for the cost of the house purchased,
bt also for the cost of any repairs or improvements which the purchaser of e howse moy desire 10 mike.
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Note 2: When asking for the authority for payment of the advance (vide S.R. 363 of the Treasry Rules) the
controlling officer shoold rocord on the bill a certificate to the effect that he has secured and rotained with him an
agreement in Form G.F.R. 22 signed by the applicant pending cxecution of the final morgege bond in Form
G.F.R. I8 afier the house is actually purchased, The fact of execution and registration ol the later bond should
also be intimated to the Accounts Offcer as soon s possible.

(12) An advance may be made under the following rules to an officer to enable him to effect repairs
(o his house:

il An advance may be made only if (1) the repairs are required 1o make the house habitable,
{2) they are not in the nature of ordinary repairs and (3) they involve an ootlay large in
comparison with the value of the house.

ity Mot more than one advance i admissible in respect of the same house.

tit) The advance for repair of the house shall not exceed eighteen months® pay subject to the
maximum of Tk. 60,000 or an amount as may be determined by the Government from
time to time, or the estimated cost of repair, whichever is bess.

iv) An advance may be made to an officer to repair a house which he has built or purchased
with a previous advance, but unless Government permits otherwise, at least five years
must lapse since the previous advance was drown.

Naote: Instructions laying down the procedure o he followed in dealing with applications for advances for the
construction, purchase or repair of houses are comained in Appendix No, 9.

¥) Advance for repair of house can be granted after full repayment of howse building
advance along with imerest. A cenificate from the Accounts Officer concerned in support
of repayment of advance and interest will have to be obtained by the Government
servant. Mo advance for repair of hoouse will be granted unless the previous house
building advance along with interest is completely recovered.

¥i) Recovery of advance for repair of house will be made from the pay bill of the officer in
maximum of 60 monthly instalments. Repayment of the advance commences from the
first 1ssue of pay after the advance is drawn,

ADVANCES FOR PURCHASE OF CONVEYANCES

258. Sanction of Government is necessury to the grant of an advance to an officer for the purchase
of a motor car subject to the following conditions:

(1) An advance will be given only when Government consider that it is in the interest of the
public service that the officer should vse a car in the discharge of his duties.

{2) The total amount to be advanced 1o an officer shall not exceed twelve months® pay subject

to the maximum of Tk. 60,000 or an amount as may be determined by the Government from

time 1o time, or the estimated or pre-fixed price of the motor car. If the actual price paid is less

than the advance taken, the balance should be refunded forthwith to the Govermnment.

E:w:mnun! officers whose monthly pay is less than Tk. 6,000 shall not be entitled to motor car
vance,

(3} Recovery will be made in sixty monthly instalments starting from the first issue of pay
after the advance is drawn. The amount of interest will be recovered in one or more
instalments, each such instalment being not appreciubly greater than the instalments by which

the principal was recovered. The recovery of interest will commence from the month following
that in which the whole of the principal has been repaid.

70



General Frnanginl Bules

(4) Except when an officer proceeds on leave other than leave on average pay not exceeding
four months, or retires from the service, or is transferred to an appointment the duties of which
do not render the possession of a motor car necessary, the previous sanction of Government is
necessary to the sale by him of a car purchased with the aid of an advance which with interest
accrued has not been fully repaid. If an officer wishes to trunsfer such 2 car o another officer
who performs the duties of a kind that renders the possession of a4 motor car necessary,
Government may permit the transfer of the liability anaching 1o the car to the latter officer,
provided that he records a declaration that he is aware that the car transferred 1o him remains
subject 1o the mortgage bond and that he is bound by its terms and provisions.

(3) In all cases in which a car is sold before the advance received for its purchase from
Government with interest accrued has been fully repaid, the sale-proceeds must be applied., so
far as may be necessary, towards the repayment of such outstanding balance;

Provided that when the car is sold only in order that another car may be purchased, Government
may permit an officer to apply the sale-proceeds towards such purchase, subject o the
following conditions:

(@) the amount outstanding shall not be permitted to exceed the cost of the new car;
(b) the amount outstanding shall continue 1o be repaid at the rate previously fixed;
(¢} the new cur must be insured and hypothecated to Government as reguired by these rules.

MNote 1: An officer may be allowed advances 1o purchase more than one car at o time if it can be shown that
such action is clearly dessrable in the public interest and provided that the total amount ouistanding &t uny one
time by way of such advances against o particular officer does not exceed the limit within which sdvances may
be given.

Note 2: At the lime of drawing the ndvance, the Government servanl will be required to execute an sgreement in
From GFR 24 and, on completing the purchase, he will further be required to execute a mortgage bond in Form
GFR 15, hypothecsting the ciar 1o the Government as secority for the advance. The cost price of the car
purchused should be entered in the schedule of specifications attached to the mongage bond.

When an advance s drawn, the senctioning aathority will furnish o the Accounts Officer a cerificate that
the agreement in GFR 24 has been signed by the officer drawing the advance snd thad it has been examined and
found to be in order. The sanctioning authority should see that the car is purchaged within one month from the
date on which the advance is drawn and should submit every mortgage bond prompily 1o the Accounts Officer
for examination before final record,

Note 3: The form of morigage bond executed by o Government servanl drawing an advance for the purchase of
o motor car  provides for insurance against full loss by fire or sccident. Insurance on owner-driven or other
similar qualified torms is not sufficient for the purpose of this rule. Such insurance should be effected within one
manth form the date of purchase of the car, Contravention of these orders will render the officer liable to refund
the whole of the amount advanced with inlerest accrued unbess good reason is shown 1o the contrary. The amount
for which the car is insured during any period should not be less than the outstunding balance of the advance
with interest accrued af the beginning of that period and the insurance should be renowed from time to thne until
the nmount due is completely repaid, I, at uny time and for any reason, the amount insured under a current
palicy is bess than the outstanding balunce of the advance, including interest already secrued, the officer should
refund the difference to Government. The amounl 1 be refunded must be recovered in mot more than three
monthiy instalments,

259. Government may sanction an advance 1o an officer for the purchase of & motor cyele subject to
the following conditions:

{1) That the advance is given only when Government consider that it is in the interest of the
public service that the officer should use a motor cycle in the discharge of his dutics.

(2) Thatthe basic pay of the applicant should not be less than Tk. 2,000 a month.
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i{3) That the amount of the advance does not exceed Tk, 25,000, or an amount as may be
determined by the Government from time o time, or the anticipated price of the cycle.
whichever is less. If the actual price paid is less than the advance taken, the balance should be
forthwith refunded to Government.

{4) That the advance is recoverable in forty eight monthly instalments from the pay bill of the
officer concerned, and that the amount of interest is recovered.,

{§) That, except when an officer proceeds on leave other than leave on average pay not
exceeding four months, or retires from the service, or is transferred (o an appointment the
duties of which do not render the possession of & motor cycle necessary, the previous sanction
of Government is necessary to the sale by him of a cycle purchased with the aid of an advance
which with interest accroed has not been fully repaid. If an officer wishes to transfer such a
cycle to anather officer who performs duties of a kind that renders the possession of a motor
cycle necessary, Government may permit the transfer of the liability attaching to the cyele o
the latter officer, provided that he records a declaration that he 15 aware that the cycle
iransferred to him remains subject to the morigage bond and that he is bound by 2 terms and
PrOVISIONS.

{(6) That in afl cases in which a cycle is sold before the advance received for its purchase from
Government with interest accrued has been fully repaid, the sale-proceeds must be applied, so
far as may be necessary, towards the repayment of such outstanding balance;

Provided that when the cycle is sold only in order that another cycle muy be purchased,
Crovernment may permit an officer (o apply the sale-proceseds towards such purchase, subject to
the following conditions:

{a) the amount cutstanding shall not be permitted 1o exceed the cost of the new cycle;

{b) the amount cutstanding shall continue to be repaid at the rate previously fixed;

{e) the new cycle must be insured and mortgaged to Government as required by these rules.
MNote: Notes 1 to 3 under para 258 apply to case coming under this rule also.

260. Advances for the purchase of bicycles may be allowed to Government servanis subject to the
following conditions;

(1} The amount of advance shall not exceed Tk, 3,000, or an umount as may be determined by
the Government from Bme to time,

(2} The advance is recoverable in thirty monthly instalments from the pay bill of the
Government servant concemned and the amount of interest is recovered.
V - INTEREST-FREE ADVANCES
ADVANCES TO GOVERNMENT SERVANTS ON TRANSFER
261. Advances may be made to a Government servant under orders of transfer, up to an amount not
exceeding one month's substantive pay plus the expensas to which he may be entitled under the rules

in consequence of the transfer, Such advances may be sanctioned by the head of the office or by any
other subordinate officer to whom the power may be delegated.
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The advances should be recorded on the Government servant’s last pay certificate. The
advance of pay should be recovered from the pay of the Government servant in not more than three
monthly instalmenis, the recovery commencing from the month in which the Government servant
concerned draws a full month's pay or/and leave salary on joining his new appointment. The advance
of transfer expenses should be recovered in full on submission of the Government servant's transfer

expenses bill,

Note 1: Authorities competent to sinction advances under this rule may sanction such advances for themselves
ET

Mote 2: An advance under this rule iz also admissible to & Covermment servant who receives orders of irnsfer
during leave.

Naote 3: This rule docs not preclude the grant of o second advance to o Government servant o cover warder the
expenses of any member of his family who follows him within six months from the date of his transfer and in
respect of whom an advance of mansfer expenses has not already been dravn.

Note 4: When 2 single lump sum advance is drawn to cover the mmsfer expenses bath of the Government servant
himsell and of his family. it may be adjusted by the submission of more than one bill if it so happens that the
members of the Government servants” family do not scwally make or complels the journey wath him, In such &
case further hill in respect of wunsfer expenses of the members of his family (10 be specified) who have not yet
completed the journey will be submitied in duc coorse and is expected to include an amount not less than the
halance of the advance left unndjusted in this bill.

Note 5: The advance of pay under this rule may be allowed 1o be drawn af the new station soon after the arrival
of the Governmeni servant there on production of the last pay certificate showing that no advance was drawn
the odd station.

ADVANCE TO SURVEY OFFICERS TO JOIN FIRST APPOINTMENT

262. Advances may be made to a Survey Officer to enable him to Join his first appointment, on the
requisition of the Director General, Survey of Bangladesh. The requisition and the Government
servant’s receipt must be submitted in support of the charge.

ADVANCES FOR JOURNEYS ON TOUR

263. Advances may be made under the rules specified below:-

(i} Toa Government servant, other than an inspecting officer, proceeding on tour up to an
amaount sufficient to cover for a month his expenditure on travel, subsistence and other
incidental expenses such as these for the hire of conveyunces, subject to adjustment upon
the Government servant’s retum to headquarters or 30th June, whichever is earlier.

Note: Advances under this sub-clause moy be granted by heads of offices but they should not be applied to the
expenditure of any Gazetted Government scrvant, except that of a Government servant of the Forest Departiment,
which is meant to be covered by his fixed travelling sllowance.

(1) To non-gazetted Government servanis or class IV Government servants accompanying
officers on tour or proceeding on inspection or other special work, by the head of the
office, of an amount sufficient to cover their personal travel expenses for a month,
subject to adjustment on rewurn to headguarters or 30th June, whichever is earlier,

(1)) To Gazetted Government servanis, when proceeding on long and expensive tours, of an
amount sufficient to cover their personal travel expenses for a month, subject 1o
adjusiment on completion of their tours or on 30th June, whichever is earlier. Such
advances are not to be granted as a matter of course, but only on occasions when the cost
of travelling is 5o heavy as to be a serious tax on a Government servant's private
TESOUrCES.
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Note: Advances under this sub-clause may be granted by hesds of departments who may exercise the power for
ganctioning advances for themselves as well.

{iv] To Government servants of the Archacological Department by the head of an office of
that Department suhject to the conditions prescribed in sub-clanse (iii) above. In case of
urgency, such advances may be paid from the permanent advance of the head of the
office.

Note 1: A second advance can not be made 1o a Government servant under this rule until an account has been
given of the firs..

A Government servant who has token an advance under this rule for any particular journcy may not ke

payment in travel expense or other hills drawn in respect of the sume journcys while the advance or any portion
ol it 511l remains unadjsted,

Note 2: Subject to the restrictions specified sbove, advances under this rule may be granied in all cases of
journeys in respect of which travel expense is admissible s for a journey on tour. Amount unspent out of the
advances must be refunded to the Government cither by cash or by deductions from pay bills.
OTHER ADVANCES
26d. Advances may be granted-—
{i} by the head of an office, for law-suits to which Government is a pariy;

(i) by the Director General of Archaszology, to officers of the Archacological Survey for the
purchase of antiquities costing amounts determined by the Government.

Note: The advances meéntioned in para 263 and in this parn are wreated a5 fingl charges. nol as advinces
recoverable, and ase o be drawn and sccounted for as travel expenses of establishments.

SPECIAL ADVANCES

265. Interest-free advances to Government officers and others for special departmental purposes will
be regulated by special orders issued by Government in each case.
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CHAFTER 14
MISCELLANEOUS SUBJECTS
I- SECURITY DEPOSITS

266. Whenever 4 privale person or a firm contracts with Government to supply stores or execule a
work, he or it should, unless exempted by competent authonty, be required to give security for the
due fulfilment of the contract and suitable provisions regarding the security should be incorporated in

the agreement.

267. Rules regarding the security of treasurers in the treasury and the form of security bond to be
executed are given in SR. 9 of the Treasury Rules. The following instructions apply generally to
securities to be taken from other officials entrusted with the costody of cash or stores,

268. Subject to any special rule or order made by Government in this behalf every cashier,
storekeeper and other subordinate who s entrusted with the custody of cash or stores should be
required to furnish security, the amount being determined by competent anthority, and to execule a
security bond setting forth the conditions under which Government will hold the security and may
ultimately refund or appropriate it.

269. When an officer who has furnished secority takes regular leave or is depoted to other duty, the
officer who is appointed to officinte for him should be required to furnish the full amount of security
prescribed for the post, unless a competent authority has anthorised a relaxation of the rules regarding
security applicable to his case.

278, The security taken from a Government officer or a contracior should be in one of the following
forms subject to the conditions noted against each, or partly in one and partly in another of these
forms, when this is specially permitted by the departmental authorty authorised to accept the
SECUTtY:

Forms Conditions
(1)  Cash/Demand Draft ¢ Government will not pay any interest on any
depasit held in the form of cash.
(il ~Government promissory notes, These securities should be accepted at §
debentures or bonds acceptable (o the r percent below the market value or at the face
Government value and should be dealt with in accordance

with the rules in Chapter IX of the
Government Securities Manual.
(i} Post Office Savings Bank Pass Books. A pass book for a deposit made under the
: Fost Office Savings Bank Rules may be
accepled as security, provided that it s
supporied by copy of Security Deposit form
lodged with the Post Master and attested by
him
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Forms Conditions
{ivl Deposit receipts of recognised banks (13 The depasit reczipt should be made out in
approved by Government for the . the name of the pledgee or, if it is made out in
pUrpose, the name of the pledger. the bank should

certify on it that the deposit can be withdrawn
onty on the demand or with the sanction of

the pledgee;

{2} The depositor should agree in writing Lo
undertake any risks involved i the
nvestrent;

(3) The bank should ngree that, on receiving a
signed chalan and o withdrawal order from
the pledgee in respect of the deposit or any
part thereof, it will ot once remit the amoont
specified into the nearest Bank for credit to
Government accounts along with the chalan
and sénd the receipt (o the pledgee.

(4) The responsibility of the pledgee in
connection with the deposit and the interest
on It will ceise when he issues a fipal
withdrawal order to the depositor and sends
an intimation o the bank that he has done so.

(v} Fidelity bonds from Insurance : A fidelity bond may be accepted as security
Companics of reasonable financial from 4 Government officer but not from a
standing in forms prescribed by private party.

Government.

(1] Other forms of security specifically + Security in any such form may be accepted
approved by Government for only in accordance with the rules and
acceptance in any particular conditions laid down in  the relevant
department, e.g., morgages on real departmental regulations or by special order
property, personal security, ate. of Government.

271, Security furnished in cash by a Government officer or a contractor may be converted, at the
cost of the depositor, into any of the interest bearing forms of security mentioned in items (i) to (v)
of the preceding para, provided:

(i) that the depositor has expressly requested in writing that this be done, and
{ii} that the acceptance of the new form or forms of security is permissible under the rules
und under the terms of the agreement or bond,

Noite 1:  Cash actunlly received or recovered may be converied into an interest bearing form of security even
when it forms a part of a deposit which is being paid in instalments and has not yet been realised in full,

Note 2:  Percentuge deductions made from a contractor’s bills held s security for the due fulfilment of a
contract should not be converted into any other form of security unless there is special rule or order for ssch
CONVErsiom,

272 When a Government servant has fumished security in the form of a fidelity bond, the
departmental authority receiving the bond should see that the Government servant pays the premia
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necessary to keep it alive on the due dates and continues to do so until a period of six months has
elapsed since he vacated his office. If the Government servant fails 1o deliver the premium receipt to
the departmental authority in time, he should be removed from his post at once.

273. Subject to any rule or order made by Government in this behalf, the form of the security bond
to be executed at the time of furnishing security should be determined under orders of the head of the
department according to the kind of security furnished. When a Government officer is specially
permitted to furnish security specified in para 270 he should execute separate bonds for the different
kinds of security.

274. (1) Post Office Savings Bank pass books, deposit receipts of banks, fidelity bonds and
security bonds or agreements should be kept in the safe custody of the departmental authority which
takes the security.

Note I:  All the Post Office Savings Bank pass books, should be sent 1o the Post Office as soon as possibbe
after the 15th Seplember of each year, so that the nocessary entries on account of interest may be made in them.
In the case of deposit receipts of banks, the depositor should recoive the interest, when due, direct from the bank
on w betier from the pledgee authorizing the bank o pay it 1o him,

Naote 2;  The security bonds of Government officers employed in treasuries should be kept in o locked box in
the double-lock sirong room of the diswice reasury. The Treasury Officer will be responsible for the safe costody
of the bonds and should keep the key of the box in his personal cusiody,

(2) Government promissory notes, debentures and bonds deposited as security should be
lodged for safe custody with the Manager of the Bank at places where there are offices of that Bank
and with the District Treasury in other places in accordance with the rules in chapter IX of the
Government Securities Manual.

275. A security deposil token from a Government officer should be retained for at least six months
from the date when he vacates his post, but a security bond should be retained permanently or until it
1% certain that there 15 no further necessity for keeping it.

276. Without the special orders of the competent authority, no security deposit should be repaid or
re-transferred to the depositor, or otherwise disposed of, except in accordance with the terms of his
security bond or agreement. A departmental authority on returning any security to the depositor
should invariably obtain his acknowledgement duly signed and witnessed. When an interest bearing
security is rétumed or transferred, the acknowledgement shoold set forth full particulars of the
BECUTItY.

277, The percentage deductions from bills held as security in connection with contracts to execute
wuorks should not be refunded till the final bill has besn prepared and passed.

278, Subject to any special rule or order made by Government in this behalf, Ministrics/Divisions
are authorised to exercise full powers under the provisions of paras 266 to 277 as regards security
deposits of Government officers and others employed under them.

II- TRANSFER OF GOVERNMENT LAND AND BUILDINGS

279, Except as expressly provided otherwise in any rule or order made by Government, no land
belonging to Government may be sold or made over 10 a local suthority, private party or institution
for public, religious, educational or any other purpose, except with the previous sanction of
Government.
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280. (1} When any land or building is transferred from one department of Government to another,
the transfer should be free of all charge. When, however, the property is transferred to or from a
commercial department (other than the Railway Department) or the Defence Department, the transfer
will be effected on the following basis:-

(4) In the case of transfers to or from a commercial department (other than the Railway
Department):

{i} no charge where the property is bome in the books at no value and
{ii) book value or market value, whichever is less, where the property is valued in the books,

(B} In the case of transfers 1o or from the Defence Depariment:

(i) half market value where the property 15 borne on the books at no value, and
{ii) book value or market value, whichever is less, subject to a minimuam of half market
vialue, where the property is valued in the books.

{(2) In the case of transfers to and from the Railway Department, the full market valoe will be
charged in each case,

Mote: Market value when applied 1o land may be defined as the price which the fond would fetch if sold in the
open market subject o the ground-rest or assessment shown ngainst if in the revenus registers, o, i no ground-
rent or assessment is shown against it in the revenue registers, subject (o o ground-rent or assessment levied m
the rate af which ground-rent, or assessment is usually being levied on similar lands in the neighbourhood
excluding oll cases in which such similar lands in the neighbourhood are held free of ground-remt or assessment
ot favourahle or unfavourable rates of ground-rent or assessment, This s the market value which has 1o be
credited or debived s the case may be in the case of all rransactions between Departments of Government.

{3) In case of transfer of landing grounds in Army or Bangladesh Air Force charge to the Civil
Aviation Authority, the arrangement stated in sub-para (I} will be the basis of settlement but every
case will be treated on its merits and the amount of compensation to be paid to the Defence
Department will be settled by negotiation between the Defence Department and the civil Aviation
Avthority and in no case will the compensation 1o be paid exceed that which should be payable under
the arrangement prescribed in sub-para (T).

{4) If any dispute arises in the application of this rule, the matter should be referred to the
Finance Division.

III- INSURANCE OF GOYERNMENT PROPERTY

281. The normal policy of Government is not 1o insure its properties and no expenditure should be
incurred without the prior consent of the Finance Division on the msurance of any Government

property.
IV- MISCELLANEOUS

FAYMENT OF ARREAR CLAIMS TO PERSONS NOT
IN GOVERNMENT SERVICE

282. (1) The provisions of paras 131 to 134 apply mutaris mutandis to old claims preferred against
Government by persons not in Government service.
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(2} Claims of Government departments against Railways for overcharges and claims of
Railways against Government departments for undercharges will be recognised and admitted if they
are preferred within six - months-—

(i) in the case of cash payment—from the date of payment.

(it} in the case of warrant and crdit notes—from the date of presentation of bill by the
Railway Administration;

Explanation-- The terms ‘overcharges’ and ‘undercharges’ mean overcharges and undercharges
of railway freight and fares only. They refer to shortages and excesses in the items included in a bill

which has already been rendered. The omission of an item in a bill is not an ‘undercharge’ nor is the
erroncous inclusion of an item an ‘overcharge’

SUPPLY OF FORMS
283, The Controfler of Printing, Stationery, Forms and Publications maintains stocks of the standard
forms which are prescribed for use by the Government offices, and which are to be printed and
supplied by Government. Heads of offices and other Government officers should send their indents o
him, subject to the observance of the procedure prescribed by him,
DESTRUCTION OF OFFICIAL RECORDS CONNECTED WITH ACCOUNTS

284. The general rules on the subject are comtained in Appéndix 10. Special rules applicable to
particular departments are prescribed in the respective departmental manuals.

SUPPLY OF FURNITURE IN RESIDENCES OF HIGH OFFICIALS

285. The general rules on the subject are issued by the Government from time to time.
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CHAFPTER 15
GOVERNMENT ACCOUNTS

I - GENERAL

FORM OF ACCOUNTS

286. The form in which and the general principles and methods according to which the accounts of
Government should be kept have been prescribed by the Auditor General with the approval of the
President and the main directions in respect thereof are contained in Volume [ of the Account Code,
Volumes 11 und 111 of that Code embody the directions of the Auditor General regarding the form of
initial and subsidiary accounts to be kept in District and Thana Accounts Offices and by officers of
the Public Works and the Forest Departments. Detailed rules and instructions relating to the forms of
the initial and subsidiary accounts to be kept and rendered by officers of the Defence, Railways, Posts
and Telegraph and other technical departments whose accounts are not finally settled through the
District and Thana Accounts Offices, are laid down in the Accounts Manuals or in the departrental
regulations relating to the depantments concemed.

CLASSIFICATION IN GOVERNMENT ACCOUNTS

287. The struciure of accounts has been designed to reflect the organisational structure of the
Government and their requirements for financial reporting. This structure consists of coding all
transactions in 13 digits which are broken down into & number of distinct components, enabling the
analysis of data in different ways and different levels. The table below illustrates the structure:

Classification Structure
Component Number of digits Description
Level 1 1 Legal Code
Level 2 2 Ministry/Division
2 Major subdevision of Ministry/Division/Department
/Mirectorate and growp of activities.
Level 3 4 Operational units/Development Projects
Level 4 p. Economic group
2 Economic detail within a group

288. Classification Chart is given in Appendix 1 to the Account Code. Vel 1. The introduction of any
new classification code as well as the abolition or change of any of the existing codes requires the
approval of the Auditor General. Proposal for such changes should be routed through the Finance
Davision,

289. In the matter of budget and accounting and for control of expenditure, the nomenclature of the
items as lwd down in the Classification Chart should be strictly followed by the departmental
officers. Whenever provision made in the budget estimates or in any order of appropriation does not
conform to the Classification Chart, the corresponding receipt or expenditure should be accounted for
against the particular classification code under which the provision has been made or the
appropriation has been communicated by competent authority, unless there be strong reasons for
contrary course, e.g., when such accounting would be contriry to law. All such cases should be
brought to the notice of the Finance Division, so that in the estimates of the following year the error
may be rectified, unless the Finance Division agrees to give effect to the correct classification in the
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sccounts of the current year because of the magnitude of the umounts involved, or becsuse the
misclassification affects the accounts of commercial departments or allocation between Capital and
Revenue items.

Note: This rule does not, however, apply 1o Railways, in which case approprinte clsssification should be
followed in accounts, irrespective of whether the provision in the budget has been made under the correct
classification code or nol.

290. No changes in the classification code of receipts or expenditure will be introduced in the course
of a fimancial year except under special order of the Government.

RESFONSIBILITY OF DEPARTMENTAL OFFICERS

291. Every officer responsible for the collection of Government dues or expenditure of Government
maney should see that proper accounts are maintained in such form as may have been preseribed for
all financial transactions of Government with which he is concemed and render accurately all such
accounts and returns relating to them as may be required by Government, the Accounts Officer or the
controlling authority concerned. It is essential that all accounts should be so kept and the details so
fully recorded and that the initial records of payments, measurement and transactions in general are
50 clear, explicit and selfcontained a5 to be produceable where necessary as satisfactory and
convincing evidence of facts.

Nate 1: The classification code on bills should be recorded by the drawing officers; similarly, the classification
¢ode on chulzns should be reconded by the officers responsible for the eollection of Government dues and
making the remittance to the Bank. In case of doube, the clussificmion in the accounts may ut the outser follow
the budget, bul the matter should be referred 10 Government for orders in any case of doubt.

Newte 2: The responsibilities of dishursing officers, controlling officers, and heads of departments in regard o
the control over expenditure incurned against the grants allotted to them are laid down in paras O 1o 949, (see also
Appendix 6 to the Public Works Account Code),

II- CAPITAL AND REVENUE
GENERAL RULES

292. Expenditure of & capital nature is broadly defined as expenditure incurred with the object of
gither increasing concrete assets of a material and permanent character, or of extinguishing or
reducing recurring liabilities. Expenditure on a temporary asset cannot ordinarily be considered as
expenditure of a capital nature.

293. Expenditure of a capital nature as defined above, incurred upon a scheme or project may not,
however, be classed as capital expenditure in the Government account unless the classification has
been expressly authorised by general or special orders of Government, Ordinarily, such classification
will not be permitted unless :

(i) it is essential for the exhibition of financial results of any special service or undertaking
on the basis of generally accepted commercial principles, or in some other conventional
manner either that the cost of the service or under-taking may be ascertained or that the
full implications of any policy may be clearly demonstrated; or

(it} the expenditure involved is so large that it cannat reasonably be met from erdinary
FEVENUES,

Note: The term “ordinary revenues' is applied to revenoes derived from tuxes, duties, fees, fines and similar
stems of current Government income including extraordinary receipis, if any, as-distinet from receipts thag wre of
i capital, or debt, deposits and banking character.
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294. When it has been decided by Government that the expenditure on a scheme for the creation of a
new or additional asset should be classed as capital expenditure, and that separate capital and revenue
accounts shoukd be kept of such a scheme, the allocation of expenditure to cepital and revenue should
be determined in accordance with such detailed rules as may be prescribed by Government recording
to the circumstances of the department or undertaking in which the expenditure is incurred. The
following are the main principles applicable to the treatment of the expenditure in the estimates and
ACCONINTS,

(i) Capital besirs all charges for the first construction and equipment of a project as well as
charges for inmermediate maintenance of the work while not yet opened for service and
bears also charges for such further additions and improvements as may be sanctioned
under rules made by competent authority,

{ii) Subject to clanse (i), revenue should bear all subsequent charges for maintenance and
all working cxpenses. These embrace all expenditure on the working and upkeep of the
project and also on such renewals and replacements and such additions, improvemenis or
extensions as under rules made by Government are debitable to the revenue sccount.

{iit) In the case of works of renewal and replacement, which partake both of a capital and
revenue nature, the allocation of expenditure should be regulated by the broad principle
that Revenue should pay or provide a fond for the adequate replacement of all wastage or
depreciation of property originally provided out of cupital grants and that only the cost of
genuine improvements, whether determined by prescribed rules or formulae, or under
special orders of Government, may be debited to Capital. Where under special orders of
Government, 2 Depreciation or Renewals Reserve Fund is established for renewing assets
of any commercizl department or underiaking, the distribution of expenditure on
rencwals and replacements between Capital and the Fund should be so regulated as 1o

guard against over capitalization on the one hand and excessive withdrawals from the
“und on the other.

Expenditure on account of reparation of damage cavsed by extraordinary calamities,
such as flood, fire, earthquake, enemy action, elc., should be churged to Capital, or to
Revenue, or divided between them , in such a way as may be determined by Government
according to the circomstances of each case.

(1v) Capital receipts in so far as they relate to expenditure previously debited to Capital,
sccruing during the process of construction of a project should be utilized in reduction of
capital expenditure. Thereafier their treatment in the accounts will depend on
circumstances, but excepl under special rule or order of Government they should never
be credited to the ordinary revenue aceount of the department or undertaking,

295. Expenditure debitable to Capital will be booked under the appropriste classification code
according as the funds required to meet such expenditure are provided from ordinary revenues or
from other sources including borrowed money. As u general rule, the capital cost of all comparatively
small schemes will be met from ordinary revenues. Borrowed money and other resources will not
ordinarily be spent for unproductive purposes unless the following conditions are fulfilled. viz :-
firstly that the objects for which the money is wanted are so urgent and vital that the expenditure can
be neither avoided, postponed nor distributed over a series of years, and secondly that the amount is
too large to be met from ordinary revenues,

Except under special orders of Government, no expenditure previously met from ordinary
revenug may be transferred 1o capital,

Note: A productive work is one which produces sulficient revenue 1o afford o surplus over the charges relevant
to jts functioning - See Appendix 2 1o the Pohlic Works Account Code.
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INTEREST ON CAPITAL

296. Except in special cases regulated by special orders of Government, interest ot the rates
prescribed by the Government from time to time should be charged in the accoonts of all commercial
departments or undertakings for which separate capital and revenue accounts are maintained within
the Government accounts. The charge should be calculated on the direct capital outlay 1o end of the
previous year plus half the outlay of the year itself, imespective of whether such outlay has been met
from ordinary revenues or from other sources,

For capital outlay met oot of specific loans raised by Government, rate of inlerest may be
prescribed by Government, having regard to the rate of interest actually paid on such loans and the
incidental charges fncurred in raising and managing them.

Note: By specific loans are meant loans. that are raised in the open market for one specific prirpose which is
clearly specified in the prospectus and in regard 1o which definite intimation is given of the time of the raising of
the loans that for the purposes of accounts they are to be regarded as specific loans.

297. When under any special order of Government, churges for interest during the process of
construction of a project are temporarily met from capital, the writing back of capitalized interest
should form the first charge on any capital receipts or surplus revenie derived from the project when
opened for working.

ADJUSTMENTS WITH FOREIGN
GOVERNMENTS, OUTSIDE BODIES, ETC,

298. Payment must be required in all cases in respect of services rendered to any Foreign
Government, or non- Government body or institution, or to a separate fund constituted as such
inside the Public Accounts, unless Government by general or special order gives directions to
the contrary. Relief in respect of payment for services rendered or supplies made to any outside
body or fund should crdinarily be given through a grant-in-aid rather than by remission of dues.

IIL INTER- DEPARTMENTAL ADJUSTMENTS

299. (1) The conditions under which a department of Government may make charge for services
rendered or articles supplied by it and the procedure to be observed for the settlement of such charges
are regulated by the directions contained in chapler 4 of the Account Code, Volume 1.

(2) Except in regard to transactions affecting the accounts of commercial departments and
undertakings or allocation to capital items, adjustments between different departments of
Government should be restricted to the narrowest limits. Such adjustments, when they are essential,
should as far as possible, be based on lump sum figures fixed for u period of vears with reference to
some suitable formola easy of application and maintained for a series of years. Elaborate or
mieticulous caleulations should be avoided as a general rule,

Note: Under the directions contitined in the Account Code, Vol. IV, inter-departmental and other nfjustmenis ee
not 1o be made in the accounts of the past year, if they could not have been reasonably anticipited in times Tor
funds being obtained from the proper authority. In all cases, where the adjustment could have reasonably heen
unticipated as for example, recurring payments 1o another department, and payments which, though not of fixed
amount, are of a fixed character, elc., the Controller General of Accounts will sutomatically make the adjustment
tn the accounts before they are finally closed. The onus of proving that the adjustments could not have heon
reasomably anticipated should lie with the controfling officer.
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IV- PRO-FORMA ACCOUNTS
SUBRSIDIARY ACCOUNTS OF GOVERNMENT
COMMERCIAL UNDERTAKINGS

300. When the operations of a department include undertaking of a commercial or guasi-commercial
character, and the nature and scope of the activities of the undertaking are such as cannot suitably be
brought within the normal system of Government accounts, the head of the undertaking should be
required to maintain such subsidiary and pro-forma accounts in commercial from as may be agreed
between Government and the Auditor General. The methods and principles in accordance with which
such accounts are o be kept, including inrer alia the basis to be adopted for valuation of assets and
for allocation of expenditure between capital and revenue accounts and the extent 1o which provision
should be made in those accounts Tor bad debts, depreciation and other forms of indirect charges, e.g.,
cost of management and supervision, audit charges, intercst on capital expenditure, etc, will be
regulated by orders and instructions issued by Government in each case. Where the commercial
accounts are maintained for the purpose of assessment of the cost of an article or service, the head of
the undertaking should see that adequate regulations are framed with the approval of Government in
order to ensure that the cost deduced from the accounis is the accurate and true cost. He should also
arrange to obtain orders of Government regarding the pature and form of subsidiary account and
statements, if any, which should be appended 1o the Appropriation Accounts of each year, and submit
such accounts and statements to the concerned Chief  Accounts Officer on such date as may be
required by him.

OTHER PRO-FORMA ACCOUNTS

301. Pro-forma accounts of regular Govemment Workshops and Factories will be kept in
accordance with the detailed rules and procedure prescribed in the depantmental regulations.

V- ANNUAL ACCOUNTS

302. The anmual accounts of receipts and disbursements of the Government are submitted to
Government by the Auditor General in the form of the Finance Accounts and Report thereon. These,

together with the Appropriation Accounts and Reports thercon, constitute the poblished accounts of
Crovernment,

The Finance accounts and Report thereon deal with the accounts of Government as a whole,
including transactions relating to debt, deposits, advances, suspense and remittance accounts which
do not strictly fall within the scope of the Appropristion Accounts,

303. The comments or recommendations of the Parliament or of the Public Accounts Committee, if
any, arising out of the Audit Report on the Finance Accounts, and the orders of Govermment
thercon, will be communicated by the Finance Division to the Auditor General and other
authorities concerned, The general responsibility for watching the action taken on the Audit
Report will devolve on the Principal Accounting Oilicers.
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FORM G.F.R. I
[ See Parmn 74 (5) |
Ministry/Division/Office ......oemeenns
et f Je- [ T 1 T L T 1 J3-T FT1 L 1
Statement of details of provision proposed for Pay of N feers/Extablishments
For the year
[— i ] 3 3 3 &
Pimme nmvl  Diesigrarion Reference 1o | Sasctioned pay of ihe gos Azncmni of Inerement falling dus widn e yeir Total Remmnks
pape of prevision for provision
Eltimate the year m fior ghe: wear,
fruren the mte in i.e. mial of
ooluma 3{c) ealutins 4
mnd 3 4
_ fm) ih) ich ia) ih) ik
Minimum Maximesm Acmual pay af Date af B of Amount af
he [T0% ] incremens IhereneEnt
Cirvemement for che year
Servamd due
an L July
nexl year i
Mate | — Voted and non-voeed |tems should be separately shown,
Narte 2.— In the case of temporary estshiishmens, muthority under which they ene entertained should be quoted.
Nore 3 — Mames need nos be given in the case of officers whose naimes are omitted from pay hills,
WNarte 4. — Mumbers and amound of provision should agree with the entrics in the estimate form.
Sgnature of Officer

Desagnotion of Officer

103



General Financial Bules

Form G.F.R 1
[ Ses Para 7502} |

Ministry/Division/Department/Directorate/Office .........

Schedule af New Expenditure proposed by the Mintstry/Division for inclusion in

the Budget Extimate for the Year............
Classi- Dhescription Estinmate of ulfimate Expenditun Estimaic of Expenditese an Exirs Additional Expenilinere Mo & The Feemerks
Tiation of the rEcurTing durtsg the Yesr deseof | Adminis-
code Scherr cxpenditen ipiler af iraiive
under dureng the Adminis mimisiry
which ke year iraive [Hadslons
charge appreal Jestific
fulls in the colion for
Buidges inchmion
af the
schems
Mon- Hecurming Timak M. Recmming Total Mon- Hecuming
e uTE Tecuring recsaring
{1k (2] 3 (4} L3 i) ¥ K & [T (i 12 13 14

MOTE -

i} N Schemse should be entered in this scheduike if funds have been provided for it 4n the district o departmental estimsses submised o the Accounls (Mficer  concemed or in the Tist af works.

ihi Clear but brief explanation should be gives in the “Rentarks" colemn for classifying sny expendibiae as charged

fc} Where the whole of the provision required for any schesre does not fll snder a single MinisiryDhvision/Depanmest, cross- refereaes should be piven in the remurks cobamn 50 o5 10 echibit chearly the sotal cos
ol the profests,

(d) Mesi ypear fenle 6,7 amd 9

te) Yeoralter next year (ools. [Dand [1R

104



Genernl Financial Rules

FORM G.F.R 3
[See pars 77)

MName of Ministry/Division/Department/Directorate ...

Codepie. | J- | [ | 1 4-[ [ | T |~-[ 11 ]
Lixt of New Works of the Ministry/division proposed for inclusion in the Civil Works Budgei
Estimate for the year ... bt i

Order of | Deseription | Civil Locality Adminisirative Amount for which Techmical Amount of | Amount proposed for | Remarks
Urgency of Work Districts, or Town Sanction aceorded | Administrative Sanction Sanctioned | expenditure 19.-19.,

in Jetter No, and Sanciion has been accorded in Estimate (In (In Toka)

dite, given {In Taka) better Mo, Takn)

and date.
Voted | Charged
(n 21 @ i 5 (6] ) (8) 9) {10} (i

Mote:- Clear bun brief explanation should be given in the “Remarks™ columa for classilying nny experditure i charged.
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Cleneral Financin! Bules

FORM G.F.R. 4
[ See Parn 80 (1) |

Sample Form for Preparation of Civil Works Estimate,

Classiflication codes Actual {in Tk) Provisions in Current Year's Revised Estimate (in Tk Mext year's Budget {in Tk)
Budget {in Tk)
Violted Charged Voted Charped Woted Charged WVoted Charged
{1 (2} (31 () (%) () (7} (B} (5]
Originul Works: Civil  Buildimgs:  New Works | Curment yearr: R o | Communications - Hew works: N
L RIS IO ook — e —
F Minor works: . ) - Minor weeks -
Tonal Original Works ORI T Totsd Drigenal Works: o
| Aol b __Total Bepairs and Muaintenunos = A e = Tzl Hepairs nnd Muinrenmce
Extanlishenent = e Esuabilishmen
y Ciramte.in-aih Grasts in-aid -
____Tooks and plant Tools and plant
e Suspense: - — Suspemie:
Total | Toaad
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Gencral Financial Rules

FORM G.F.R. -5
[ See Parn BO(2) |

Form for Preparation of Statement Showing Works in Progress {Civil Works)

Serial | Descnpuion | Sanciioned Estmse | Expenditure ap 0 300 Jane, | Badget Provision, Cieunt in the year ... | Probable Expenditure in | Estimuted Expenditure in | Remarks
Ha. Rk (i Tadea ) ey | T o {In Taka } the year.... .. e Year. i e,
2 (In Tuka } {In Taka )
Woted Vited Churged Vored | Chorged | Voted Voled Charged Virted :
il 24 i1 (4} Lk} () 7 ()] 1%} {1 (AR N (] e 13 (N 113)
Iesitruetines Far Filling up Form (GFR &

Colanmn 2°  The fellowing hould be entered in il colasm:

ah hdrhil.ilmq.inrhﬂ:hﬁdnddlnHmﬁihuﬁpﬂinﬁm|M:.-m¢innh.h:h|h=rmi:rrmhwh-ﬁllnd.ummlhum:mwﬁmdnhhhhnmmmﬁuumdﬂmllrm
Eves ihough i is known 151 nothing will bz sgeenit i the year on o minjor weark included in the onginal budget extimaie, that work should be eniemed in the lis unless it has wen finally decided 5o
drap the proposal 1o go on with &,

i hﬁﬂ.ﬂm}mmmmmldﬂdmlhﬂmbﬁ#lﬂﬂmhﬂb-l.'o.'.ﬂI:H'.':Ilh'slglh:lb:h'kmﬂlinﬂ:md'ihminwhk'hrhanlmll.uﬁn.iltd.
€] Dwe-diem “Mimor Works,

Examyple: Thﬂﬂliihﬂlhﬂﬂmml'ﬂihﬂm_h'n'ﬂ!il-ﬁuﬂundl:..hilhdnumlluuﬂrd:ﬂI'l:l.lbulﬁn.lﬂlj-uhﬂdmﬂfhlbnﬂpmlpﬂlﬂjmﬁmtummmhuqlﬂm.:mﬂ..-d}ﬂ
majior wark, ks beisg taken up in is ploce, The sostement wil include A, C and [0

Caluanm & ¢ 'l'lhkmiginﬂ]ﬂdrﬂﬂlnl'mi'mrl'ill:lﬁd.lhldlull.n.rﬂ:li:l'rndﬂllmrrn.l.ﬂ.brrnlm'ndhrﬂpl:lhl!.tﬂ“ﬁhbﬂlnfﬂmuﬂﬁﬂﬂﬂhﬂdﬂtrmtnﬁh:iuﬁ

Cladumn 4 ﬂ'lllm:lurrmﬁ!ﬂlkﬂ[ﬂhﬁhmhm‘mimﬂﬂftq:lnlhndnﬂhﬂ:ﬂﬂulﬁnmﬁ}uﬁ

Codumm 5: Mnﬂumbﬂﬂuui]jmlnﬂnpmdb}'l:puﬂmﬂndmhymﬂnmn-m

Cobamm fic Illhmlnhﬁﬁnﬂbﬂm:ﬂlmmmmhmdwmimhywmu.ﬂum}dlmdmmhem

Colums 7z In this cobamn will be entered not the masimum smount which can conceivably be spent bul the best Forecass the officer carrying ost the work cen make m the time the statement s whisined of e
nunount which be i filely to spend in the year. He will be panteularly careful not 1o overstste the smount An ovenmiemesd of the amount [Foety 1o be spent s the current year lends 1 8 amaller
Mwlﬁmﬁ!'mtwlllnlmmwwplﬂlrmﬂlhnnthﬂ:h-ldmullnmurﬂturljw.lldhwhmqlﬂthImdlﬁrwﬂ:uﬂqnmuptqrr'ﬂiunlwh.i:hrrnynﬂnmbt
fessible) or of delaying the completicn of the work. The aggregaie of the zmoums enfered in column 7 comstituies the rovised estimate of expesdiuee on original wark in progress.

Colummn B2 The figunes i this colurss w4l b calculsied as follows:
The didference between the figure in column 3 and the sin of the Figures in cofamng 4 and 7 regresents the nmount reqiiired Tor the completion of the woik, This amount w4l be entened in colomn &, |F i
B comsidered Tikely that ol of it cun be spent in the ensubng year. 1F, however, il:il-thi.lllH.Ih:'l:rIh.u.tﬁl:l‘l‘d‘kmmuilrh:mwlmdmlﬁlmuh;pﬂhﬁnmlyiunhhummruhlhnugﬂ
fikely vo be speni will be emitered,

Generak:  The envies agaimst the ilem. “Minor Warks™ will be caloulsed. im exacily the same way by details of Works, ond snfedis sty the instructions eogarding major werks in the noies ueder columm 2

apgly 1o them. But the deeails of miner works need noi be Included in the sexremenn ssbmimed to the Chief Accounts (9Ticer. It willl be malficiem 10 give Bemp susm totals,
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Creneral Financial Fules

FORM G.F.R. 6
[ Sec parn9Bi3)(i} |

Slip te accompany claims for money of dishursing officers on Accounts Offices

Min iy DIVISION DepartmeabATICn. ..o c.ccisiis i oo taicsess i s s as b st et
ceteNa [ - C 1T T T 1-C L T 1 J-0_L 11 1
Mo ol voucher Pariiculars
Dhated Previous ex ponditane,
Paid Espenditure up o daie
Cuaie
Agvunits (s Supnature
o
b

* To be filled in and revomed by ihe Aconunes (Mficer waih the cosh'or chogue
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Cienerad Financial Rules

FORM G.F.R. 7

[ See para 95 (4501} |

Hegister of Expenses

CHTice, i
CodeMe. [ |- |1 T T 1- T T T1-C1 111
" Cede N of Grants
Diediaciion if

of Voucher =
Allemen:
Tetal charges dramn for the
maonth

TI:mll.EhHﬂl iravedi from [
July

Balance of the spgaoprintion

Hore §. I an allotment is changed, the aeceisary corroction of she regisier should be niade i red ink.
Muore 2. This occount showld be dispaiched on the 3™ ol the Tollowing monih suppored by sbips (Extracts of the hills),

Sigmarare

Dai Mome_

14



General Financial Rules

FORM G.F.R.8
[ See para 98 (4) (i) |

Broadsheet for Watching Receipt of Account from Disbursing OfTicers

Ministry/Division/Depantment/Operating Unit

e 1 C L 1T 1 - 1T T 1T 1-00L 111

Serial Mo |Names of Desbursing  |DisisicuThans Dl iof moespl of scodwm
ety

Huily Augusi lnnn

Mare— Dlabes of recetpis shoudd be goted i menhly colsmng, Reminder chold be st il sof recelved by the 7t of the month.




General Fuanciel Rules

Ministry/Division/Department/Office

FORM G.F.R.9
[ Sec para 98 (4) (v) ]
COMPILATION SHEET

|

Nfvumih

Serinl Mo ol the Dishuring Offices

Tenald Tov each
Oilficer

Tl ex pesefi ture coshicheque

Add Adjesiment communicsed by
Acoenls Dificer

Cirzesd Tofal

bl ponal up 1o peevions month

Progressive joial up o die

11




General Financial Rules

FORM G.F.R. 10

[ See para 98 (4) (vi) ]
CONSOLIDATED ACCOUNTS
Ministry/Diviston/Department/OITIoe. ..o oo resimsrerresrees
N i i
CodeMo. [ |- | | 1 1 - [ 1 f [ |- [ 7111
1 2 3 4 (monthly columns)
Cirant sanetiveed Girmel distrilvisied July August Tl from July to daie
Etmgm:-dm pode Neo vuted Vated [m—— Vored N voed Voted [——) Vced Non-vneed Vied

Node: Progressive actuals should be checked against budget appropriation in columns 2 and 3 every month.
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Ceneral Finnncial Kules

FORM G.F.R.11

(5S¢ Para 10R)
Application for an Additional Appropriation, year ...............
Mindgery/Divishon/DeparmenlOMIOE. ...t st rerersereirsnins
Code No, g BT 1 EEL T ie-C 1T
I ] . 3 4 |
Badget Class fication Code Original Approgsiatom as modifed Expendiiure Expemditure during the pest 3§ yeam
by coenpetent authoriry
Auituni Accosnl up B the hiecesiary for semmning Addithesal appropriatan Year Yeas Your
j:ﬁ.l'dh of minths applied joe
T TK. T e Th. T
.= - i
Explanasioms of insufficiency of grase, recommendations sad propesals foe re-appropriation hy—
(1) Disharsimg efficer.,. ., (2 Contmilling officer., ... — {31 Head of deparnsent;
15 Seceury i Govemment m Wit Division—
Mo, e
Owidor of sancuon with details Adational approprtasion of Th............cooo i i sunczinned
of suece of appropristion The smaunt will be mef by sc-appropriaton from..,..... ek A AETL M
T R ) T
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Oeneral Financial Rulés

FORM G.F.R. 12,
(See Para 119)

Statement of Proposition for Revision of Establishment

WATURE OF CHARTIES ~ PROPOSITION
Freacms diak Propeieal azale HGL LR Temporary

Pay Pay lfnzans | Decrense lrgredss

| per momih = et

i Frmath
Teug | Mirimus | Iceemem | Macoum| Avesge | Sumber | Desig- | Miosmm | lceeen | Masicen | Awge | Ao Krruou Pemad A v Peficd Dk o sarcmamivg

[T Th ]| maliim T Tt T pasi Th T ™ Autherity
it
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Cenera] Financial Rules

Form GFR 13
{Soe para | 26)
Application for Leave
MName of the Applicant with Designation and Pay Last leave enjoved | Period and nature of leave applicd Remarks by Controlling Offier
I 2 Tor and from what doge 4

E

N_B. The Article of the Civil S2rvice Regulations or of the Fundomental Rules under which leave is claimed should always be noted in column 3.

Amy application to prefix or affix authorised holidays to leave under Anicle 320 of CS.R. or Rule 68 of the Fundamental Rules should be made to the authority sanctioning the
beove at the time when the application for leave is submitted.

Daze Signmure of Applicant
Mamse
Dresignation

Forwarded 1o the Accounts Officer for submassion of Leave Admissibility Beport to | Lesve Admissibility Report of the Accounts Officer
ihe Leave Sanctioning Aulhority Mo, Date
Submitted 10
Dute Controlling Officer Dunte Accounts Officer
Seal Seal

Hate: 1 the applicant s desuing any compensatcry sllowance, the sanciming mithorily should mss whesher on the expiry of kave he is Bkely ko refurn Io the mme post of [ another st carmyang a sinsilar sllowance
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CGenernl Finnncial Rules

FORM GFR 14
iSee Para | of Appendix 5)

Detailed statement of the Permanent Establishment as it stood on 158 July.eo .

MName of Office
i 2 3 i 3 & T g u L[]

Civder off Buate of appoimtment of | Name of Drate af Serinl numbers of | Mome of Pay of pasi Pay of presen Thate of lasr Remarks
Ccompetend prestnl incuinbent (o manciioned post incembest's binh | post in each daes | moembent encumbent and incremena lanciuding nese
nuthority posi- with indicasion of &y Christian erm wal af each af efficiency har
creating the | mabwre of appoindmes (i near as Secliva whene
r e olficisting, pecaiblih applicabde)

P iskimal oF

E’.ﬂm']

Compared with service books and found correct,

Signature of the Head of Office
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Ceenernl Finnncial Rules

FORM GFR 15
{See para 10 of Appendix 5)
Statement of new names, leave, etr., in an establishment

I 2 3 4 5 fi
MNew names From what office and on Mames which were From what date ceased to | Names of Government Description and period of
whal daie transferred, of inchstded in the previous be bome on ihe servonts who were on leave ar suspension
{in the case of new year but are now omitted. | establishment , and why. leave or under suspension | (from and 10 what date).
entrants) with what bill during the previous vear, Whether it has been
the health and age expressly declared that
cenificaies were furniahed. The smpension period
will count 1owards
pension.

Compared with service books and found comect
Signsiure of the Head of Office
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Gieneral Financial Rules

FORM G.F.R. 16
[ See para. 213 (6) ]
Store Acconut of Articles
[Baie al Vigscher pamber || Nwsnber of anicles Descrignion Prive Dhispossl and dae
| purchase | s which charged
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General Financial Rules

FORM G.F.R. 17
{See pani. 248)
Starement of Loans and Advances sanctioned by tie Govemment
aitie af person recelving the | Amouniof | Ramol | Mo dmeof Halsse Ao Tiotad A iz Je- Halanse alf Anound of Balasce of Remarks
Liwim Losm Enfcross Ordlers firom nelvanced paid dunng Loans a1 elose insendag irseresl
sancijoned swihotising last year during i whe prar aof the yesr eeceived ani il
ihe Lo year credited io

iz

4 ¥ £ 7 H g

_|§
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Genaral Finangial Rules

G.F. R. FORM No. 18
[ See Note below Para 237 (3) |
Form of Mortgage for Honse-building Advances.

THIS INDENTURE made the ..o day of . it VT s ot il e
BETWEEN .....coovoecceis | AR NN . 4 Civil afﬁcer -nf ............................................................
{ hereinafter referred to as :he mnr{g;gm whu:h term shall where the context so admits include his
heirs, executors, administrators and assigns) of the one part and THE PRESIDENT OF THE
PEOPLE'S REPUBLIC OF BANGLADESH (hereinafter referred to as the morigagee which term
shall where the context so admits include his successors and assigns) of the other part.

WHEREAS the mortgagor 1s absolutely seized and possessed of or otherwise well entitled to the
land, hereditaments and premises hereinafier described and expressed to be hereby conveyed
transferred and assured (hereinafter referred to as the said hereditaments).

AND WHEREAS the mongagor has applied to the morigagee for an advance of the sum of
Tk. .. . for the purpose of enabling him to defray the expenses of ...
as a suitable residence for his own use.

AND WHEREAS under the provisions contained in rules 249 1o 257 of the General Financial Rales
{hereinafter referred to as the suid Financial Rules which expression shall where the context so
admits include any amendment thereof or addition thereto for the time being in force) the morigagee
has agreed to advance to the mortgagor the said sum of TK. ....ccoiiiinn. payable as follows that is
to say the sum of T s on or before the execution of these presents and the balance in
terms of provisions of the said Financial Rules,

NOW THIS INDENTURE WITNESSETH that in pursuance of the szaid agreement and in
consideration of the sum of Th. .. paid on or before the execution of these presents (o
the mortgagor by the mortgagee (the receipt whereof the morgagor doth hereby acknowledge) for
the purpose of enabling the morigagor to defray the hereinbefore recited expenses, the morgagor
herchy covenant with the mortgagee to repay 10 the mosigagee the said sum TK. ..o (a0d
such further sums as shall hereafter be paid by him to the morngagor pursuant to the hereinbefore
recited agreement in that behall) and imerest thereon calculated according to the said Financial
Rolesomthe .. cneiitinnn dayof ... next and if the loan shall not be repaid on that date
will pay interest in accordance with said Financial Rules.

AND THIS INDENTURE ALSO WITNESSETH that for the consideration aforesaid he the
mortgagor doth hereby convey. transfer and assure unto the morigagee ALL that piece of land
situated in the district of .........ccoee, TEGISErAtion district of .........cecene.. SUb-registration
district of .ccossesmsssman CONRININE ...ovvsmrrssserssaserenees, MOME OF [288 NOow in the occupation of the
morgagor and bounded
on the North by ——
on the south by ———
on the East by ——
on the west by —
together with the dwelling-house and the out-offices, stables, cook-rooms and out-buildings now
erected or hereafter to be erected on the said piece of land 1ogether with all rights; easements and
appurienances (o the said hereditaments or any of them belonging TO HOLD the said hereditaments
with their appurienance incloding all erections and buildings hereafter erected and bailt on the said
piece of land unto and to the use of the morigagee absolutely subject to the proviso for redemption
hereinafter contained.
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Cieneral Financial Ruleg

PROVIDED ALWAYS that if and as soon as the suid advance of Tk, o.ooooooovovnn, [ and of such
farther sums as may have been paid as aforesaid ] made upon the security of these presents shall
have been repaid and interest thereon calculated according to the said Financial Rules by the
deduction of monthly instalments of the salary of the mortgagor as in the said Financial Rules
mentioned or by any other means whatsoever then and in such case the martgagee will upon the
request and at the cost of the mongagor re-convey, re-trunsfer or re-assure the said hereditaments
unto and 1o the use of the mortgagor or as he may direct and it is hereby agreed and declared tha if
there shall be any bréach by the mongagor of the covenants on his part herein contained or if he
shall die or quit the service before the said sum of Tk, .....cooovernnnnneen. (and any further sums as oy
have been paid as aforesaid) and interest thereon caleulated according to the said Financial Rules
shall have been fully paid off then and in any of such cases it shall be lawful for the morgagee to
sell the said hereditaments or any part thereof either together or in parcels and either by public
auction or by privale contract with power (o buy in or rescind any contract for sale and to re-sell
without being responsible for any loss which may be cccasioned thereby and to do and execute all
such acts and assurances for effectuating any such sale as the morigagee shall think fit.

AND it is hereby declared that the receipt of the morigagee for the purchase money of the premises
sold or any part thereof shall effectually discharge the purchaser or purchasers therefrom.

AND it is hereby declared that the mortgagee shall hold the moneys to arise from any sale in
pursuance of the aforessid power UPON TRUST in the first place thereout to pay all the eXpenses
incurred on such sale and in the next place to apply such moneys in or towards satisfaction of the
maoneys for the time being owing on the security of these presents and then to pay the surplus (if
any ) to the morgagor.

AND it is hereby agreed and declared that the said Financial Rules shall be deemed and taken to be
part of these presents.

THE MORTGAGOR hereby covenants with the mortgagee that he the morigagor will during the
continuance of this security observe and perform all the provisions and conditions of the said
Financial Rules on his part to be observed and performed in respect of these presents and the said
hereditaments.

IN WITNESS whereof the mongagor hath hereunto set his hand the day and vear first above-
Written.

SIGNED by the said (mortgagor)

in the presence of

Ist Witness

Address

Cccupation

2nd Witness

Address

Occupation

{The Deed should be registered)

Note ; There musi be two witnesses to a mortgage
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Gencral Finoncinl Rules

G.F. R. FORM No. 19
Form of Re-conveyance for House-Building Advances
[ See note below Para 257(5) |

THIS INDENTURE miade the ....coeeiniiass [ J— the year ... BETWEEN THE
PRESIDENT OF THE PEOPLE'S REPUBLIC OF BANGLADESH (hereinafter called the
PRESIDENT) of the one part and ... a Civil Officer of ... (hereinafter called the

MORTGAGOR) of the other part is supplemental to an Indenture of Morngage, dated the day of
vidp .. and made BETWEEN the MORTGAGOR of the one part and the President of the

mher part nmi registered at ..o in Book .. L [T, T T R— T

BE MO, veerereee - R A (hereinafter callad TH.I:. PRINCIFAL INDENTURE]

WHEREAS all moneys doe and owing on the Security of the PRINCIPAL INDENTURE have been
fully paid and satisfied and the President has accordingly at the reguest of the MORTGAGOR
agreed to execute such re-conveyance of the mortgaged premises in the within written
INDENTURE comprised as is hereinafter contained.

NOW THIS INDENTURE WITNESSETH that in pursuance of the said agreement and in
consideration of the premiscs the President doth hereby grant, nssign and re-convey unto the
martgagor, his heirs, execotors, sdministrators and assigns ALL THAT the piece of land situated in
B s s RURINEIN - e ot ins b s mare or less bounded —

on the North by
on the South by
on the East by
on the West by

together with the dwelling house and out-offices, stables, cook-rooms and out-buildings thereon
AND ALL and singular other premises in the PRINCIPAL INDENTURE comprised or expressed to
be thereby assured or which now are by any means vested in the President subject to redemption
under or by virtoe of the PRINCIPAL INDENTURE with their nghts, easements and appurtenances
as in the PRINCIFAL INDENTURE expressed and all the estates, right. title, interest, property
claim and demand whatsoever of the President into out of or upon the same premises by virtue of
the PRINCIPAL INDENTURE to have and to hold the premises hereinbefore expressed to be
hereby granted, assigned and re-conveyed unto and to the use of the Maorigagor, his heirs, executors,
administrators and assigns forsver freed and discharged from all moneys intended to be secured by
the PRINCIPAL INDENTURE and from all actions, suits, sccounts cloims and demand for or in
respect of the said moneys or any part thereof or for or in respect of the PRINCIPAL INDENTURE
or of anything relating to the premises.

AND the President hereby covenants with the Mongagor, his heirs, executors, administrators and
assigns that the President has not done or knowingly suffered or been party or privy to anything
whereby the said premises or any part thereof are is or can be impeached, encumbered or affected in
thie estate or olherwise howsoever,

IN WITNESS whereof the parties hereto have hereunto set their hands and seals the day and year
first above written,

Signed, sealed and delivered by for and on behalf of the President of the People’s Republic of
Bangladesh,
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Generil Financial Rules

FORM G.F. R. 20
| See note (i) below Para 257(7))

Form of Mortgage for House-Bullding Advances granted to officers who do nol possess full proprictary
rights in the land upon which they intend to build a house.
THIS INDENTURE made the ..o 88y aF e . the year ... - BETWEEN .......... of
18 2 e T B RS 4 b 4 e P 0 o bt e 8 Chvil Dffcer of
................................................................. o (heremnafter called the mortgagor
which term shall where not repugnant to the context include his heirs. executors and sdministrators ond
assigns) of the one part and THE PRESIDENT OF THE PEOPLE'S REPUBLIC OF BANGLADESH
thereinafier referred 0 as the morgapee which term shall where not repugnant to the context include his
successors and assigms) of the other pan,

WHEREAS the martgagor is entitied 1o the piece of land, hereditaments and premises hereinafier described

under a lease from ............ dated ... TOF & term of YERIS EXPIFNG cooveeciecso o,

subject 10 renbitl OF TR .ty sererseesssasias per year mensem,

AND WHEREAS the morigegor has applied io the morigagee for an advance of the sum of Taka
A A e S e for the pupose of enabling him to  defray (he expenses  of
e e 1 b R i - 45 @ suitabke residence for his own use,

AND WHEREAS under the provisions contained in rule 249 to 257 of the General Finnneaal Rules (hereinafier
referred to as the said Financial Rules which expression shall where the context so admits include any
amendment thereof or addition therew for the time being in foree and shall be deemed to form prart of these
presents) the morigagee has agreed (o sdvance 1o the mortaagor the said sum of T, o [ payuble
a5 follows that is to say the sum of TR v, on or before the execution of these presents and the
balance (unless and umil the power of sale applicable hereto shall have beeame excroisable) by instalments
payable in terms of provisions of the said Financial Rules ]

NOW THIS INDENTURE WITNESSETH that in consideration of the said advance and in pursuance of the
stid agreement the morgagor doth hereby covenanis with the morigages o pay to the mongagee the said sum

O N e i P e (and such further sems as shall hereafter be paid by him to the mongagor
pursuant to the hercinbefore recited agreement in that behalf) and interest thereon caleulated scconding 1o the
said Financial Rules o0 the .o, OB e e sismiain mect @l 07 the loan

shall not be repaid on that date will pay interest in accordance with the said Financial Rules.

AND THIS INDENTURE ALSO WITNESSETH that for the consideration aforesaid the marigagor doth
hereby demise, let and transfer unto the morigagee ALL THAT picce of land sitwated in oo
in the: regisiration digtrict of ... ..o TR P T
NN s iisiiriins CORLAMIRR «ocoeormrmn s
e o less and bousded -

on the North by

on the South by

an the East by

on the West by

together with the dwelling-house and the vul-offices, stables, cook-rooms and out buildings of all kinds used or
intended to be used with the said dwelling-house {latcly erccted) together with all rights, cosements and
appurtenances 1o the same or any of them belonging TO HOLD the said premises including afl ercction and
buildings hereaftor erected on the said land unio the mortgagee, his successors and mssigns for all the residue
now unexpired of the said term of years granted by the said lease excepdt the tust dwy of the said term.

PROVIDED ALWAYS that if und as soon as the said advance of Tk, oo, (und of such further sums ay
may have been puid as aforesaid) mode upon the security of these presents and inierest thereon caleulated
according to the said Financla! Rule shall hove been repaid by the deduction of masnthly instalments of the
safary of the morigagor as in the siid Financial Rules mentioned or any other means whatsoever the demise
herehy made shall be void,
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AND the morigagor hereby covenants with the morigagee that the lease creating the term or state for which the
said land is held by the mongagor is now a good, valid and effectunl lease and is in full force unforfeied and
unsurrendered and free from encumbrances and in nowise become void or voidable and thag all the rents
reserved thereby and all the covenamts conditions and agreements contained therein and on his part to be paid,
ohserved and performed have been paid, oheerved and performed up 1o the dute of these presents.

ANID also that the mortgagor will af all times so long as any money remains due on the security of these
presents pay, observe and perform or cause 10 be paid, ohserved and performed all the said rents covenants,
conditions and agroements and will keep the mongagee indemnified against all actions procesdings, costs,
charge, claims and demands if any to be incurred or sustained by the mortgages by reason of the non-payment
of the said rents or the non-observance or non-performance of such covenants, conditions of agrecments or any
of themi.

AND ALSO thut ihe morigagor now has good right and full powers 1o domise the said premises 1o the
morigages in manner aforesaid.

AND that it shall be lawful for the mortgagee (o enter into and upon and to held and enjoy the said demised
premises during the terms herehy granted without any interruption or disturbance by the morigagor or any
pesson claiming through or in trust for him

AND that the morigagor af the request at any time hereafter of the mosigagee will ut his own cost execute and
do all such assurances and things &s may be necessary or proper for more effectually vesting the said premises
in the mortgages in manner aforesaid as may by the mortgagee be reasonably required.

PROVIDED ALWAYS i it is herehy agreed and declured that if there shall be any breach by the mortgagor
of the covenants on his part herein contained or if he shall die or quit the service ot any ume before all sums
due or payshle 1o the morigagee on the security of these presents shall have been fully paid off then and in any
of such cases it shall be lnwful for the morigages to sell the sasd premises or buildings or any part thercof either
together or in parcels and cither by public auction or by private contract with power to buy in or to rescind any
eoniract for sale ond to re-sell without being responsible for any loss which may be occusioned therehy of to let
the same for any term or period and to do and execute all such acts and assurances for effecluating any such
sale or letling as the mortgapee shall think fit.

AND it is hereby deciared that the receipt of the mongagee for the purchase-money of the premises sold or any
part thereol shall effectually discharge the purchaser or purchasers therefrom,

AND it is hereby declared that after any sale of the said premises or any part thereof under the aforesaid power
the mortgagor shall stnnd possessed of the premises so sold for the last day of the 1erm granted w him by the
hercinbefore recited lease IN TRUST for the purchaser his executors administrators and assigns 1o be assigned
and disposed of as he or they may direct,

AND 1t ts hereby declared that the morigagee shall hold any rents, profits, premiums, salami or moneys arising
from the premises or from any such letting or sale as aforesaid UPON TRUST in the first place thereout to pay
all expenses attending such sale or otherwise incurred in relation io this security and in the pexi place to apply
such moneys in or owoerds satisfsciion of te moneys for the Gme being owing on the security of these presents
andd then 1o pay the surplus if any 10 the mongagor.

AND IT IS HEREBY DECLARED ihat no lease made by the morigagor of the said premises or any pari
hereol durtng the continuance of this security shall have effect unless the mortgages shall consent thereto in
wiiling.

IN WTTNESS whercof the mortgagor hath hereunto set his hand the day and year first above written,

Signed by the said (mortgagor) Ind Wilness
in the present of Adldress

Ist Witness Crecupation
Crecupation Address
Address

(The deed should be regisiered)

Note: = There must be two wilnesses 10 & mongage.
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FORM G.F.R. 21
[ See Note 3 helow Para 257(7) |

Form of Mortgage Bond for House-Building Advance for Constructing House

on Leasehold Land
THIS INDENTURE made the ..o, ol O e of the year ...con.. BETWEEN ... iiiiania. 1
4 Government employet of oo (hereinafter referred to s the mongagor which term shall where the

comtext o admits include his heirs, execulors, admirisiraiors and assigns) of the one part and THE
PRESIDENT OF BANGLADESH {hereinafier referred to s the mongapgee which torm shall where the context
w6 mdmits include his suceossors and assigns) of the other part,

WHEREAS the morigagor is absolutely seized and possessed of or otherwise well entitied 1o Jeaschold rights
in the land hereditaments and premises heseinafter described and expressed 1o be hereby conveyed, trunsfermad
pnd assured (heretrafier referred o as the sald hereditaments),

AND WHEREAS the mortgagor has spplied to the mortgigee for an advance of the sum of Tk oo
fior the purpose of enabling him o defray the cxpenses of the lease and development of the said hereditaments
und building thercon o suitable residence for his own wse.

AND WHEREAS UNDER the provisions contained in rule 249 o 257 of the General Financial Rules

{hereinafier referred 1o as the said Financinl Rules which expression shall where the context so admits include

any wmendment thereel or addition thereto from time 16 time in force) the mongagee has agreed 1o advance 1o

the morigagor the said sum of Tk. ........... out of which the mortgagor herehy acknowledpes the receipt of

T hininis which have already been paid 1o the mongagor in purseance of an sgreement executed on .......,

< between the mortgagor as borrower and the morigagee and the remainder, viz, Takai..........
s Iuing payable us entered and receipted from time o time in the schedule hereto,

NOW THIS INDENTURE WITNESSETH that in pursuance of the said agreement and in consideration of the
RO GO TR i paid of to be pasd accordingly for the perpose of enabling the mortgagor (o defray
e hereinbefore rocited expemsces, the mongagor hereby covenants with the morgagee o repay o the
mertgngee the said sum of TR ..o {and such further sums as shall hereafler be puid by him to the
morigigor purssant o the hereinbefore recited ogreement in that behall) and inlercst thereon caleulated
according 1o the said Fnpmcinl Bules oo the o, A 0T i . maxt and 17 the loan shall not be
repaid on that date will pay interest in accordance with the said Financial Rules.

AND THIS INDENTURE ALSO WITNESSETH thar for the consideration sforessid the mortgagor doth
herchy, comvey transfor and assure wnto the morigagee all that picce of land situated in the

................................... Dstrict oF ov.coriareisiniasiceioss TERISIREON SIACT OF il icsemsersserree et
sub-registration distriet of ..o, CONMIMING .ocvicrianies maste or less, now in the eccupation of
the mortgagor ond bounded on the North by ... in the South by ... on the Bast by
inineremenimniniiaies AN OFF the West by o - together with the dwelling-house and out-offices. stables,

cook-rooms and ou-buildings now crecied or hereafier o be erecied on the said pigce of land opether with all
rights, easements and sppuricnances 1o the suid hereditaments or any of them beloaging to hold the said
hereditaments with their appurtenances including all erections and buildmgs hereafter erected and built on the
said picce of fand unto and to the use of the mongagee ahsolutely subject to the proviso for redemption
hereinafter contmined.

PROVIDED ALWAYS that if ond ns the said advance of Taka ... {and of such further sums as may
have been paid as aforesaid) mude upon the security of these presents shall have been repaid and interest
thereon calculated according 1o the said Financial Rules by the deduction of monthly instalments of the salary
of mostgagos s in the said Financizl Rules mentioned or by any other means whatsoever then and in such case
the mortgagee will upos the request and af the cost of the morEagor re-convey, re-transfer of re-pssure the soid
bereditaments unto and 1o the use of the monagagor or as the may disect.

AND it is hereby agred and declared that if there shall be any breach by the mongagor of the ¢ovenants on his
part herein contained o if he shall die or quit the service hefore the said sum of Tk ... {and any further
sum as may have been paid a5 aforesuid) and interest thereon caleulated according o the said Financial Ruoles
shall have been fully paid off then and in any of sueh cises it shall be lawful for the mestgages o sell the said
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hereditaments or any pant thereof cither together or in parcels and either by public auction of by private
contrict with power to buy in or rescind any contract for sale and to re-sell without being responsible for uny
loss which may be occasioned thereby.

AND 10 do and exccute all such acts and assurances for effectuating any such sale as the morigagee shall think
fir.

AN it is herehy declared that the receipt of the morigagee for the purchase meney of the premises sold or any
part thereof shall effectually discharge the purchaser or purchasers therefrom,

AND it is hereby declared that the morigages shall hold the moneys 1o arise from any sule in pursuance of the
aforesaid power UPON TRUST in the first place thercout to pay all the expenses incurred on such sale and in
the next place to apply such moneys in or towards satisfaction of the moneys for the time being owing on the
security of these presents and then to pay the surplus {if any) to the mongagor,

AND it is hereby agreed and declared that the said Financial Rubes shall be deemed and taken to be part of
these presents.

THE MORTGAGOR herehy covenanis with the mortgagee that be the mongagos will during the continuance
of this security ohserve and perform all the provisions and conditions of the said Financial Rules on his part 1o
be observed and performed in respect of these presents and the said hereditaments.

[N WITNESS whereof the mortgagor hath hereunto set his hand the day and year first above written,

Signed by the said (mortgagor) in presence of ... A e e R ;
TRk IR 5 o ool o s e b g i o i e e e e R s et 4 by penasion

Schedule

Dme.  Received the sum of

Signature.
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FORM GFR 22
[ See noe below para 257010} )

Farm of Agreement to be executed at the time of drawing un sdvance for the purchase of land on which
to construct a house or of & house ready-made,

AN AGREEMENT MADE ................. day of the month of ... TR PR occm o cnnieciisirisvors

of
(hereinafter called the Borrower, which expression shall include his legal representatives and assigns) of the
one part and THE PRESIDENT OF THE PEOPLE'S REPUBLIC OF BANGLADESH (hercinafter called the
PRESIDENT) of the other pan.

WHEREAS the Borrower has agreed 1o purchase for the purpose of efecting o house thereon the piece of
land/a house siuaie i ... 0N the registration district of

sub=discrict thana

containing more or less and bounded-
om the North by

on the South by

on the East by

on the West by

for the sum of Taka

AND WHEREAS the Borrower has under the provisions of the General Financial Rules (Hereinafter referred
10 as the said Financial Rules which expression shall include any amendment thereof for the time being in

foree) applied 1o the President for loan of Tk................. o cnable him 1o purchase the said piece of landfhouse
and the President has agreed 1o lend the said sum of Tk........... to the Borrower on the terms and conditions
hereinafier contnined,

NOW IT IS HEREBY AGREED between the parties hereto that fn consideration of the sum of Tk......... paid
by the President to the Borrower (the receipt of which the Borrower hereby acknowledges), the Borrower
hereby agrees with the President (i) to repay the President the said amount with imerest calculnted according
12 the said Financial Rules by monthly deductions from his sulary as provided for by the said Financial Rules
and hereby authorises the President to make such deductions and (2) within one month from the dute of these
presents (o expend the full amount of the said loan in the purchase of the said piece of land/ouse, and if the
actual price paid is less than the loan, W repay the difference 1o the President forthwith and (3) to exccute a
decument mortgaging the said piece of land Mouse and the house to be erected thereon to the President as
security for the amount lent to the Borrower as aforesaid and inerest in the form provided by the said Financial
Rufes.

AND IT IS HEREBY FURTHER AGREED that the Borrower shall immediately he has purchased the said
piece of land commence and erect thereon a suitable residence for his own use.)

AND IT IS HEREBY LASTLY AGREED AND DECLARED that if the said piece of landfouse ol been
purchased and morigaged us aforesaid within one month from the date of these presents or if the Borrower
within that period becomes insolvent or quits the service of President or dics, the whole amount of the Joan and
interest accrued thereon shall immedialely become due and payable,

IN WITNESS where of the Borrower has hercunto set his hand the day and year first above written,

Signed by the said ... _
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FORM G. F. R. 23
[ See note below Para 257(10) |
Form of Mortgage Deed to be executed in connection with an advance for the purchase of land on which

to construct a house,
THIS INKDENTURE minthe the ......coiiciicmmcie @0 0F siniiininriisaine 0f the year .. . BETWEEN
......................................................... a Civil Oficer of ....cemmerirerm {I:-mlnnl'r.ﬁ s::lluuﬂ 1h= MOTgigoT

which term shall where not repugnant to the comiext include his heirs, executors and administrators and
assigns) of the one part and THE PRESIDENT OF THE PEOPLE'S REFUBLIC OF BANGLADESH
{heremnalter referred 1o os the morgagee which teem shall where nol repugnant 0 the context include hia
successnrs und assigns) of the other part.

WHEREAS by an Agrecment, dated the day ol . und made beiween the morigagor of
ane part and the mortgages of the other part martgopee advanced and lent 1o the mortgogor the sum of
T b b i for the purpose of purchasing the piece of land hereinafier described wnd infended 10 be
herehy transfermed and assured and a8 securiy for such opn the mongagor agresd o execuls a4 morjage n
favour of the martgages in the Torm of these prosents.

AND WHEREAS the morigazor on the .....ccovmniin day of e yeur ... duly purchased the said
picee of land and is now shsolutely seized und possessed of or othereise well entitfed to the said piece of Tand.

AND WHEREAS the mongagor hags appled w the morgages for a further mdvance of the sum of
] AR— . Tor the purpose of enabling lim 0 defray the expenses of erecting on the said piece of
Lamidl a sultahla n:sddnmx for his own usc.

AND WHEREAS under the provisions ¢contamed in the General Financial Rules (hereinafler referred 1o as the
said Rubes which expression shall where the context so admils include any amendment thereof or addition
thereto for the time being in force and shall be deemed o form part of these presents) the morigagee has
ogreed o advance 1o the morigigor the said Turther sum of Taki........coeen. | prysble o follows, thot i o
say, the sum of Taka . o o Befure the execution of these presents and Lhe balance (unbess and until the
power of sale applicable hereto shall have become exercisable) by equal monthly instalments, the first of such
instalments 1o be payable on the day of e ]

NOW THIS INDENTURE WITNESSETH that in consileration of the said advances of Toka.......cicinee.e.
and Taka... making & 00l of TaKE. ..o . 5o advanced as aloresaid and in
pursuance of the said agreement the morigagor doth hereby covenant with, morigagee to pay to the mortgagee
the aid gum oF TRIE Lo (and such further sums as shall hereafler be paid by him to the
morigagor purstant 1 the hersinbelone reciled agreement in that behalf) and interest thereon calculated
secording o the said Rules on ........... e RO e s next and 1 the Jown shall nod be repaid on thal date
will puy interest in accordance with the said Financial Roles,

AND THE INDENTURE ALSO WITNESSETH thut for the consideration sforesaid the morigagor doth
hereby transfer, assign and assure unto the morgages ALL THAT piece of lond situated in v,
regintration district of ... ] L o - o TR, s berirarpiat COMRERENE -\ ooy mofe oF
fess, and bounded -

on the north by -—

on the south by —-

on the east by —

and on tht west by —
together with the dwelling house and the out-gffices, stables, cookrooms and out bulldings of all kinds used or
intended to be used with the said dwelling howse {erected or hereafier 1o be erected on the said picce of land)
together with all rights, easements and appurienances 1o the sume or any of them belonging.

TO HOLD the said premises including all erections and buildings bereafier erected on the sabd land
(hereinafter referrd  to as the said premises) unto and 1o the wse of the morngages absolutely subject 1o the
proviso for redemption hereinafier contained.
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PROVIDED ALWAYS that if and as soon a5 the sabd advance of Takn ..o {and of further sums as may
have been paid as aforesaid) made upon the security of these presents and interest thereon caleulated according
1o the said Frauncial Rules shall have been repald by the deduction of menthly instalments of the salary of the
merigagor a5 in the said Financial Rules mentioned or by any other means whatsoever then and in such case,
the morgagee will upon the request and at the cost of the mortgagor, re-convey, re-lransfer or re-assure said
premises unio-and to-the wee of tha morgagor,

AND the morigagor hereby covenants with the mongagee that he the morigagor now hath good right 1o
transfer the said premises unto the morigagee Tree form encumbrances,

AND FURTHER that he the morgagar and all other persons having or lawfully claiming any estate or interest
in the said premises or any part thereof shall and will from time 1o time and at all times hereafier at his or their
owiti cost da and execute or couse to be done and executed all such acis, deeds and things for further and more
perfectly assuring the said premises unto the mortgagee in manner aforesaid as shall or may be reasonably
required.

PROVIDED ALWAYS and it is hereby agreed and declared that if there shall be any breach by the morigagor
of the covenants on his part herein contained or if be shall die or quit the service ol ony time before all sums
due or payable 1o the morigagee on the security of these presents shall have been fully paid off, then and any of
such cases, it shall be lawful for the mortgagee to sell the said premises or buildings standing thereon or any
part thereof either together or in parcels and either by public auction or by private contract with power o buy
in or to rescind any contract for sale and to re-sell without being responsible for any loss which may be
occasioned thereby or to let the same for any term or period and to do and execute all such acts and assurances
for effectunting any such sale or letting as the morigages shall think fit.

AND IT IS HEREBY DECLARED that the receipt of the mortgagee for the purchase money of the premises
soid or any part thereof shall effecually discharge the purchaser or purchasers therefrom.

AND IT IS HEREBY DECLARED that the morigagee shall bold any rents, profits, premiums, salami or
money arising from the premises or from any such letting or sale as aforesaid UPON trust in the first place
theroout to pay all expenses atlending such sabe or otherwise incurred in relation to this security and in the next
place to apply sach money in or towards satisfaction of the moneys for the time being owing on the security of
these presents and then to pay the surplus if any 1o the morgagor.

AND IT 15 HERERY DECLARED than no lease made by the mortgagor of the said premises or any parl
thereof during the continuance of this security shall have effect unless the mortgagee shall conseni thereto in
writing,

IN WITNESS whereof the mortgagor, hath hereupto set his hand the day and year first above written,

SIGNED BY the said (mortgagor) in the presence of -

152 Witness -—
Address -
CHCOpation ——-—

2nd Wilnesg =
Agddress —--
Cecupation —--

{The deed should be registered)

Nere: There mizst be two wilnesses to o morigagee.
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FORM G.F.R. 24
| See note 2 below Para 258(5) |

Form of Agréement to be executed at the time of drawing an sdvance for the porchase of o Motor Can'Cyele

AN ACREEMENT mnde .o chay of O 1hE YEBF .oeoirrerrmreis

BETWEEN .ocniiisisias B s (hercinafier called the Borrower, which expression shall include
hiz legal representistives and assigness) of the one part and the President of the People's Republic of
Banglidesh (hereinafter called te President) of the other part.

WHEBREAS the Borrower has under the provisions of the General Finoncial Rules (hereinafier refiered o as
the said Financial Rules shich expression shall include any amendments therzol for the time being in foree)
applied 1o the President for a loan of Tk. ....ccvenee. for the purchase of a motor carfeycle and the President has
agreed o lend the said amount (o the Borrower on the terms and conditions hercinafier contained,

NOW IT 15 HEREBY AGREED between the parties hereto that in consideration of the sum of Tk ...
paid by the President to the Borrower (the receipt of which the Borrower herehy acknowledges). the Borrower
hereby agrees with the President (1) to pay the Presiden: the said amount with intérest caloulated according to
the said financiol Rules by monthly deductions from his salary s provided for by the said Financil Rules and
herchy authorises the President 1o make such deductions nnd [2) within one month from the date of these
presents fo expend the full amount of the said loan in the purchase of o motor carfcycle or, if the actual price
pand is less than the loan, o repay the difference io the President forthwath ond (3} o exXecuie o document
hypothecating the said motor carfeyele o the President as security for the armount fent 1o the Borrower as
aforesaid and interest in the form provided by the said Financial Rules.

AND IT IS HEREBY LASTLY AGREED AND DECLARED that if the motor carfoyele has nol been
purchased amd hypotbecated as aforesald within one maonth From the dote of these presents or if the Borrower,
within that period, becomes insolvent or quils the service of Government or dies the whobe amount of the Toan
undd interest accrued thereon shall immediately become due snd payable.

IN WITNESS whercol the Bormower has hereunto set his hond day wnd year first before writien,
Signed by the said in the presence of —-—-—

151 WilneEs sem
Address ——
Deoupation —-———

Ind Witnesg ——
Arddress seee
D CupElion -—-—
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FORM G.F. R, 25
[ Sce note 2 below Para 258 (5) |

Form of Mortgage Bond for Motor CarfCycle Advance

THIS INDENTURE made this ..ot S8 OF tioninnesmsemass Of e YEar..... s
BETWEEN e e i i mi

(hereinafier called “the Borrower™) of the vne part and the President of the People's Republic of Bangladesh
(hereinufter called the President) of the other part.

WHEREAS the Borrower has applied for snd hos been granted an sdvance of Taka ....oooooooevovenn B0
purchaze a8 Motor CarfCycle on the terms of Rule 249 1o 256 and Rules 258 to 260 of the General Financial
Rules (hereinafier referred to us the said Financial Rules which expression shall include any amendment
thereof or addition thereto for the time being in force).

AND WHEREAS one of the conditions upon which the said ndvance has beendwas grunted o the Borrower
ifwias that the Borrower will'would hypothecste the said Motor Car/Cycle 1o the President as security for the
arsaunt lent o the Borrower.

AND WHEREAS the Borrower hus purchased with or panly with the amount so advanced as aforesaid the
Motor Car/Cycle panticulars whereof are sel out in the schedule hereunder wringn.

NOW THIS INDENTURE WITNESSETH that in pursuance of the said agreement and for the considerition
aforesaid the Borvower doth hereby covenant to pay the President the sum of Th.oooooo,
aforesaid or the balance thereol remaining unpaid at the daic of these presents by equal payments of
Thevrersmresesssssianisiisess Cch on the first day of every month and will pay interest on the sum for the time being
remsaining die and owing calculated according o the ud Financial Rules and the Borrower doth agree that
such payments may be recovered by monthly deductions from his salary in the manner provided by the said
Financial Rules and in furnther pursuance of the said agreement the Borrower doth hereby assign and transfer
ity the President the Motor ConCycle the porticulars whereol are set oul in the Schedule heraunts written by
way of security for the said advance and the imterest therson as required by the said Finoncial Rules,

AND the Borrower doth hereby agree and declare that he has paid in full the purchase price of the suld Motor
Car/Cycle and that the same is his absolule property and that he has not pledged and so long as any moneys
remain payable Lo the President in respect of the said advance will not sell, pledge or part with the property in
or possession of the sadd Motor Can/Cycle PROVIDED ALWAYS and it is hereby agreed and declared thas if
amy of the said instalments of principal or interest shall not be paid or recovered in manner aforesaid within ten
days after the same are due or if the Borrower shall die or a1 any time cease to be in the service of the President
or if the Borrower shall sell or Pledge or part with the property in or possession of the said Motor Can'Cycle or
become insolvent or make any composition or arrangement with his creditors or if any person shall take
procecdings in execution of any decree or judgement against the Borrower the whole of the said principal sum
which shall then be remaining due and unpaid together with interest thereon calculmed os wforesaid shall
forthwith become payable,

AND IT IS HEREBY AGREED und declared that President may on the happening of any of the events
hereinbefore mentioned seize and take possession of the said Motor Car/Cycle and either remain in possession
thereof without removing the same or clse may remove and sell the suid Motor Car/Boat/Cycle either by public
suction of private contract and may out of the sale moneys retain the balance of the said advance then
remuining unpaid and any inlerest due thereon calculated as aloresaid and ol cost, chaspes, expenses and
payments properly incurred or made in maintaining, defending or realising his rights hereunder and shall pay
over the serplus il any to the Borrower, his executors, administrators or personal representsives,

PROVIDED FURTHER thas the aforesaid power of iaking possession or sefling of the said Motor
Car/Boat’Cycle shall not prejudice the right of the President to sve the Bomower or his personal
representatives for the said balance remaining due and interest or in the case of the Motor CarfCycle b sold
the amount by which the net sale proceeds fall short of the amount owing.
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AND the borrower hereby further agrees that so fong us any moneys are remaining doe and owing 1o the
President, he the Borrower will insure and kecp insured the spid Motor CarfCyele against loss or damage by
fire, thelt or accident with an insurance company (o be approved by the Accounts Officer concerned and will
produce evidence to the satisfaction of the Accoants Officer that the Motor Insurance Company with whom the
said Mator Can'Cyele is insured have received notice that the President is interesied in the Policy.

AND the Bomower herehy further agrees that he will not permit or suffer the said Motor CarfCycle 10 be
destroyed or injured or 10 deteriorate in o greater degree than it would deteriomis by reasonable wear and tear
thereod,

AND further that in the event of any damage or sccident happening to the said Motor Car/Cycle the Borrower
will forthwith have the same repaired and made good.

IN WITNESS whereol the said Borrower hath herewnio set his hand the day and the vear first ahove written,

THE SCHEDULE
Description of Motor CarfCycle
Maker's Name
Description
Number af Cylimnders
Engine numbecr
Chassis number

Cost price

SIGNED by the Borrower ..o i RS SO RS R SR R ) in the presence of
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PREFACE

Compilation of General Financial Rules was first published during the British rule. In Pakistan, the
cnm;nlntmn was revised in 1951 incorporating all orders issued by the Government of Pakistan after
14* August 1947, In addition to the Compilation of General Financial Rules which was applicable to
erstwhile Central Government, there was also a compilation of East Pakistan Finoncial Rules
applicable to the then East Pakistan,

MNone of the compilations were statutory rules, but were essentially execulive orders of the
President/Governor-General in the case of Central Government and executive orders of the Governor
in the case of the Provincial Government.

Two sets of financial rules are not required since there is no provincial Government in Bangladesh,
Mereover, substantial and fundamental reforms in financial management carried out in Bangladesh
since independence have neither been incorporated in the above rules nor the inapplicable ones
deleted,

Incorporation of the post-liberation reforms in the financial rules is too comprehensive, time-
consuming and arduous job to be performed within the normal set up of the Finance Division. The
task of updating all financial regulations, iLe., Account Code, Finuncial Rules and Treasury and
Subsidiary Rules was therefore assigned (o Reforms in Budgeting & Expenditure Control Project of
the Finance Division which is a mujor project for implementing reforms in Government budgeting,
accounting, expenditure control and financial management system. As part of the terms of reference
of the Project, Account Code has already been updated. The Compilation of General Financial Rules
has been revised and the Treasury Rules are also in the process of revision.

One of the salient festures of the revised Compilation of General Financial Rules is that it
amalgamates the above mentioned two sets of mles in a single docoment, This Compilation
incorporates main provisions of all orders, memoranda and circulars relating to financial matters
issued by the Government since independence.

The present Compilation has been approved by the President. With the publication of this approved
Compilation of General Financial Ruoles, the two scts of rules now in operation i.c.. the existing
Compilation of General Financial Rules and Bangladesh Financial Rules will become inoperative and
shall have no effect. All departments and Government functionaries will henceforth use and follow
this revised version of the Compilation of General Financial Rules. Departmental anthorities should
observe these rules, supplemented by the specinl orders and instructions, if any, contained in their
departmental regufations. The rules contained in this Compilation are in addition to the Account
Code and Treasury Ruoles which will continee to be operative in their respective spheres.

All efforts have been made to make the rules comprehensive, If during application of these rules, any
amission is detected, the matier may be immediately referred to the Finance Division,

Dihaka Drr. Akbar Al Khan
Tth June, 1998 Secretary
Ministry of Finance

Finanee Division



