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GENERAL ADMINISTRATION MANUAL

CHAPTER I.
THE CONSTITUTIONAL SET-UP.

India achieved Indeperdence on 15th August 1947, when the Indian Independence
Act, 1947 came info force. At that time, there were nine Governor’s Provinces, five
Chief Commissioner's Provinces and a large number of Indian States scattered all over the
Country. The process of reducing the nurmber of these States and integrating them intc
sizable units had been going on since 15th August 1947. By January 26, 1950, practically
all thess States were either merged in the former Indian Provinces (Part * A ' States) or
were taken over as Centrally-administered areas (Part * ¢ ' States) or were integrated into
the Unions of States (Part * B.” States). A few of these States, e.g., Hyderabad, Mysore
which were fairly big by themselves were also constituted as Part * B ' States. Irom
January 26, 1950, India has been constituted by its people into a Sovereign Democratic
Republic and i3 a Union of States, comprising States and Union Territories.

2. Tamil Nadu is one of the seventeen States of the Indian Union. The present
unilingual State of Tamil Nadu was born on 1st November 1956. Originally, the Madras
Presidency was very large in area. Under the Government of India Act, 1935, portions
of the Gunjam and Vishakapatnam districts were transferred to the Orissa Province. In
1053, Madras State was partitioned to constitute a separate Andhra State. The States
Reorganisation in 1956 resulted in the emergence of the State in its present form. Some
minor adjustments were made laler under the Pataskar Award. The State has an ares
of 50,331 Square Miles or 1.30,357 Square Kilometres. It ranks eleventh in reapect of
area and fifth in respect of population among the seventeen States of the Indian Union.

8. Part VI of the Constitution of India deals with the administration of the Siafes.
Under Article 163 of the Constitution, the Governor appointed by the President of India,
is the head of the State. His term of appointment is for a period of five years. The
executive power of the State has been vested in him and he exercises it either directly
or through officers subordinate to him in accordance with the Constitution. Upder
Article 163 of the Constitution, there is a Council of Ministers with the Chief Minister
at the head to aid and advise the Governor in the exercise of his functions exceptitg
those exercised by himn in his discretion. Under Article 164 of the Consiitution, the
Chief Minister is appointed by the Governor. The other Ministers are also appointed vy
the Governor on the advice of the Chief Minister. The Council of Ministers are
collectively responsible to the Liegislative Assembly of the State. Under Article 168 of
the Constitution, the Legislalure consists of the Governor and two Houses, one known
as the Legislative Assembly and the other as Legislative Council. The strengih of the
Temil Nadu Legislative Assembly is 235 (234 elected members for the 234 Assambly
seats plus one member belonging to Anglo-Indian community nominated by the Governor).
Its term is five years. The strength of the Tamil _Nadu Leg‘fslﬂti\'e Couneil is 63,
comprising 21 members elected from the Local Authorities' Constituencies, 6 members
elected from the Graduates’ Constituencies, 6 members elected from the Teachers’
Constituencies, 21 members elected from the Legislative A UY Constituencies and
9 members nominated by the Governor. The Tegislative Council is a permanent hody,
one-third of its members retiring every second year. Arti‘c]q 213 of the Constitution
empowers Governors to promulgate Ordinances when the Legislature is not in session,
if there are circumstances for such Ordinances.

4. Article 815 of the Constitution provides for the appointment of a ** Public Service
Commission * for each State to serve the needs of the State. The Chairman snd the
Members of the Public Service Commission of the State are appointed by the Governor
of the State. Tle term of office of the Chairman or a Member of the Commissicn is
6 years from the date on which he enters upon his office or till he attains the age of 60
years, whichever is earlier. Article 318 of the Coustitution empowers the Governor of
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the State to determine the number of members of the Commission and their conditions
of service. Article 320 of the Constitution specifies the functions of the Public Service
Commission. It is the duty of the Public Service Commission to conduct examinations
Yor appointments {o the services of the State. 'The State Government will consult the
Public Service Comrission (a) on all matters relating to methods of recruitment to Civi}
Services and for Civil posts ; (b) on the principles to be followed in making appointrments
to Civil Services and posts in making promotions and transfers from one service to another
and on the suitability of candidates [or such appointments, promotions and translers ; and
{c) on all disciplinacy mattere affecting a person serving under the Government of a State
in a civil capacity including memorials or petitions relating to such matters. The
Commission submits every year a veport to the Governor on the work done by it. On
receipt of such report, the Governor shall cause a copy of it laid belore the Legislature of
the State, together with a Memorandum explaining the cases, wherein the Commission’s
advice was not accepted and reasons [or such non-acceptance. The expenses of the State
Publiz Service Commission. including any salaries, allowances and pensions payable 1o o
in respect of the members or staff of the Commission are charged on the Consolidated
Fund of the State The Temil Nadu Public Service Commission consists of a Chairman
and thres Members.

5. According to Article 214 of the Constitution, there shall be a High Court for
each State. According to Article 216, every High Court shall consist of a Chiel Justice
and such other Judges as the President may, {rom time to time, deem it necessary to
appoint. Every Judge of the High Court shall be appointed by the President after con-
sultatlon with the Chief Justice of India, the Governor of the State and the Chief Justice
'of the High Court. According to Article 227 (1), every High Court shall have superin-
tendence over all Courts and Tribunals in the State. The Judges of the High Court
will hold office till they attain the age of 62 years. The Tamil Nadu High Court is the
oldest in the Country. There are at present 18 Judges including the Chief Justice, Inl
this State, the Judiciary has been separated from the Execufive.

6. According io Article 233 of the Constitution, appointments of persons to the posts
of District Judges are made by the Governor of the State in consultation with the
High Court.



CHAPTER I1
THE ADMINISTRATIVE SET-UP

The Tamil Nadu Secretariat consists of 20 Departments including Liegislative Assem-
bly and Legislative Council Departments. ISach Department is headed by a Secrctary
to Government assisted by one or more Deputy Secretaries, Under Secretary and Assistant
Secretaries. In some departments, there are Additional or Joint Secretaries who occupy
a position identical to that of the Secretary in respect of subjects specifically allotted to
them.

2. 'The Chief Secretary to Government, besides being directly in-charge of the Public
Department, exercises general supervision over all other departments of the Secretariat.
He also functions as the Secretary to the Council of Ministers.

3. The Seccretarial functions generally as the policy making institution. The
responsibility for executing the policies is vested with the Heads of Departments. The
Heads of Departments function under the direct administrative control of the Secretariat
Deparlments. A list of the various Heads of Departments is given in Appendix [

4. With a view to speed up the work in the Secretariat, some of the Heads of Depart-
ments are also designated, as ex-Officio Secretaries or Deputy Secretaries, Phe Manag-
ing Director, Textile Corporation is the Ex-Officio Deputy Secretary, Industries Depart-
ment. The Director of I'reasuries and Accounts, Examiner of Local Fund Accounts and
the Director of Small Savings are all Ex-Officio Deputy Secretaries of Finance Depart-
ment. The Director of Rural Development is the Ex-Officio Deputy Secretary of tha
Rural Development and Local Administration Department.

5. The State bas been divided into administrative units called districts. At prescnt,
there are 14 districts. Iach district is divided into revenue divisions and each revenue
division is divided into taluks as shown in Appendix II. Afier the introduction of the
Community Development Scheme in the State, each taluk has been divided into 3 or 4
development blocks. There are 375 development blocks in the State. There are develop-
ment blocks (Panchayat Unions) in all districts except Madras. Under the Panchayat
set-up, I’anchayas Union Councils have been formed in 374 out of 375 blocks. 'The
excepted block 1s the Tribal Block of Kalrayan Hills in South Arcot district. Details of
revenue and Panchayat set-up are given in Appendix III. The Collector of the dislrict is
the head of the district. He is in charge of law and order and he also exercises general
supervision over the otlier district officers. Most of the departments have got subordinate
officers at the district, division, taluk and block level to execute the functions relating
to their departments.

6. In order to look into the grievances of the public against the administrative delays,
inequities, etc., which concern the internal working of departments and to make the
Government Officers more responsive to the numerous complaints received, a ** complaints
Cell '' was set up in the Public Department at the Secretariat in 1964. At present an
Assistant Secretary is in charge of the ‘* Complaints Cell "’. He is responsible for receiv-
ing all complaints. He zalso ensurcs that they are processed quickly in the departments
of the Secretariat Lill a final disposal is given and the petitioners informed of it. The cell
also entertains petitions from Government servants in regard to delay in payment of
salaries, allowances, incremecnts, etc. Similarly, in the Board of Revenue, a ** Corplaint
Cell ** under the control of an officer of the vank of Deputy Collector has been constituted.
Regarding the Heuds of Departments, Collectors and  District Heads, the officer
jmmediatel helow the Head of the Office has been designated as the ** Cell Officer ** and
made responsible for receiving complaints and for pursuing further action on them #ll a
final decision is rcached. The Heads of the Departments have been requested to make
the schome a success by redressing promptly the grievances made by the pablic against the
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administration. The Collectors and the Revenue Divisional Officers in the districts have
been asked to set apart one day in the weck for receiving complaints and representations
from the public, apart from the normal disposal of such complaints and representations on
otber days, .

7. The Officer-in-charge of the Complaints Cell also takes cognisance of the grie-
vances of Govermuaent servants in matters in which delays could have been avoided.
viz.,

(1) Cases of non-payment or delay in payment of salaries and allowances;

(2) Cases in which persons are permitted to continue temporarily for long periods
in posts without confirmnation;

(3) Cases of fixation of pay ; and

(4) Cases of delay in finalisation of pension and gratuity,

8. To look into cases of corruption and lack of integrity on the part of Government
servants, the Directorate of Vigilance and Anti-Corruption has been constituted with an
additional Inspector-General of Police as Director who will deal with them. There is
alss a Vigilance Comnmission headed by the Vigilance Commissioner to supervise the work
of the Direclorate of Vigilance and Anti-Corruption.



CHAPTER UL
GENERAL RULES REGARDING SERVICES.

The Madras Services Manual, Volumes I to LV contain rules applicable to the
Madras State and Subordinate Services. ‘The General Rules applicable to all the Services
are contained in Volume I of the Manual, Volume IL contains the Special Rules
applicable to the State Services (Gazetted).” Volume III contains the Special Rules
applicable to Subordinate Services (Non-Gazetted). 'The important provisions in the
Geuneral Ilules are narrated below (Part IT of the Madras State and Subordinate Services
JRules—-Madrus Scrvices Manual, Volume I).

2. The rules apply generally to all State and Subordinate Services and to the holders
of all posts, whetlier temporary or permanent. Where any provision in the General
Rules 15 repugnans to a provision in the Special Rules applicable to a service, the latter
provisions will prevail over the provisions in the General Rules.

(Rules 1 and 2)

8. All firs; appoiniments to a service or class or category or grade thereof, State or
Subordinate, whether by direct recruitment or by recuritment by transfer or by promo-
tion, shall be made by the appointing authority from a list of approved candidates. ‘Lhe
list will be prepared by the appointing authority or any other authority empowered
in the Special Rules in that behalf. Where the candidates in the list are arranged in
their order of preference, appointments to the service wil be made in such order.

[Rule 4 (a)]

4. If a candidate’s name has been included in the list of approved candidates for
mora than one service, the appointing authority will require him to elect the service to
which ha wishes to be appointed. After the candidate has elected the service he prefers,
his name will be removed from the list of approved candidates for the service or services
to which he does not wish to be appointed.

[Rule 4 (B}

The inclusion of a candidates’ name in any list of epproved candidates for ;\uy'
service (State or Subordinate) or any class or category in a service shall not confer on
him any claim to appointment to the service, class or category.

5. There are three methods of recruitment for posts in the categories of various
services —
(i) Direct Recruitment.
(ii) Recruitment by ‘transfer.
(iii) Promotion. ]
Where recruitment to any eervice, clasg or category is made both by direct recruitment
and by transfer and where a proportion has been prescribed for filling up the vacancies
by direct recruitinent and by transfer such proportion is applicable only to substantive
vacancies in the permanen’ cadre. In such cases, a person can be recruited direct only
ngainst.a substantive - vacancy.
(Rule 6;
6. In cases falling under rule 6, probationers and approved probationers who were
recruited direct shall not be discharged for want of vacancies.  Other probationers and
epproved probationers shall be discharged for want of vacancies in the order of juniority.

In other cases, the probationers and approved probationers shall be discharged for
want of vacancies in the order of juniority.

{Ruis 8
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7. The absence of a member of a service from duty in such service whether un
leave, on foreign rervice or on deputation or for any other reason and whether his lien
in 8 post borne on the cadre of such service 18 suspended or not, shall not, if he is
otberwise fit, render him ineligible in his turn—

(a) for re-appointment to a substantive or officiating vacancy im that class,
category, grade or post in which lie may be a probationer or an approved probationer;

(b) for prowmotion from a lower to a higher category in such service;

(¢) for appointment to any substantive or officiating vacancy in another service
for which he may be an approved candidate, as the case may be, in the same’
manner as if he bad not been absent. He shall be entitled to all the privileges in
respect of appointment, seniority, probation and appointment as full member which he

would have enjoyed but for his absence subject to his completing satisfactorily the
period of probation on hig return; or

(d) for appointment to any substantive or officiating vacancy in another service,
if according to the rules governing appointment to such other service—
(i) he is enfitled to such appointment; and
(ii) the normz]l method of recruitment to such other service is by transfer from
the service of which he is a member or any class or category thereof.
(Rule 9)

8. Where it is necessary in the public interest owing to an emergency to fill
immediately a vacancy in a post borne on the cadre of a service, class or category and
it is apprehended that there would be delay in making such an appointment in
accordance with the Rules, tlie appointing authority may temporarily appoint a person.

[Rule 10 (a) (i) (D]

9. Even for an appointment under Rule 10 (a) (i) (1) the person concerned should
possess the qualifications prescribed for that service, class or category. If, however, 2
person not possessing such qualification has been appointed, he should be replaced as
soon as possible by a person possessing. such qualifications.

[Rule (10) (@) (i) (2)]

The persoa appointed under sub-rule (a) shall be paid the highest of the following
rates of pay:—

(i) his substantive pay; or

(i) the minimum of time scale of the post held temporarily under sub-rule (a);
or

(iii) the officiating pay drawn in the post held by him immediately prior to the
appointment under sub-rule (a). If there is no such stage in the time scale of the new
post, he shall draw pay at the stage next below plus a personal pay equal to the
difference.

[Rule 10 (b)]

10. The minimum genera] educational qualification prescribed in some of the
Special Rules haj been defined in Schedule I to Part II of the Madras State and
Subordinate Services Rules in Madras Services Manual, Volume I.

11. A candidate for appointment t0 a post under the State must be—

{a) & citizen of India, or
(b) a subject of Silckim, or
(¢) a subject of Nepal, or



(d) a subject of Bhutan, or

(&) o Tibetan refugee who came over to India before 1st January 1962 with the
intention of permanently settling in Indie, or

(f) a person of Indian origin who has migrated from Pakistan, Burma, Ceylon or
any other East African country with the intention of permanently setting in idia :

Provided that a candidate belonging to any of the categories (¢) to (f) must wve 2
versov in whnee favour a certificate of eligibility lhas been given by the State
Government

[Bule 12 ()1

12, The sge-limit prescribed in the Special Rules will not apply to the appoint-
ment of a candidate belonging to any of the Schedule Castes, Scheduled Tribes or
Backward Classes, in the circumstances provided in Rule 12 (d).

12-A. Where the special rules for any service prescribe any of the degrees
specifiel in coluren (1) of the table below as a special qualification for appointment to
any post included therein, a person who holds the degree specified in the corresponding
entry in column (2) thereof, shall, except where a contrary intention appears from the
said special rules, be deemed to possess the said special qualification.

TaBLB.
(1) (2)
B.A, (Hons.) or B-Sc. (Hons.) degree B.Com. (Hons.) degree of any Universty
of a University in the State, mentioned in Sohedule IT to this Part.
B.A. or B.Sc. degree of a University in B.Com. degree of . any Uviversity mention-
the State, ed in Schedule II to this Part.
B.A. or {B.Sc. or B.Com. degree of a B.L. Degree of the Andhra University: or
University in the State. B.O.L. Degree of the Annamalai Univer-
sity”’.

(Rule 13).

13. (i) Where the Special Rules lay down that the principle of reservation of appoint-
ments shall apply. tn any service, class or category, selection for appointment thereto
shal!, with effect on and from the 1st Apnl ‘1969, in” casés such selection is made by the
Commission; and

(ii) 1st July 1967, in other cases, be made on the following basis :—
(@) The umst of selection for appointment for the purpose of this rule, chall be
‘one hundred, of which sixteen shall be reserved for the Scheduled castes and the
Scheduled Tribes and twenty-five shall be reserved for the Backward Classes and iho
remaining fifty nine shall be filled on the basis of merit.

(b) The claims of members of the Scheduled Castes and the Scheduled
Tribes and the Backward Classes shall also be considered for the fifty nine appoint-
ments, which shall be filled on the basis of merit: and where a candidate belonging to
a Scheduled Caste, Scheduled Tribe or Backward Class is selected on the bassis of ment
the number of posls reserved for the Schduled Castea and Scheduled Tribes or for the
Backward Classes as the case may be, shall not in any way be affected.

(¢) Selection for appointment under this rule shall be made in the order of
rotation specified below in every cycle of twenty-five vacancies:—

1. Open competition.
2 Scheduled Castes and Scheduled Tribes.
3. Open ccmpetition,



. Backward Classes.
. Open competition.
. Opea competition.
. Backward Classes.
. Open competition.
. Scheduled Castes and Scheduled Tribes.
10. Open compelition.

» O oo

w

11. Open cempelition.
12. Backward Classes.
13. Open competition.
14. Backward Clasges.
15. Open competition.
16. Scheduled (‘astes and Scheduled Tribes.
17. Open competilion.
18. Open competition.
19. Backward Classes.
20. Open competition.
21. Open competition.
292. Scheduled Castes and Scheduled Tribes.
23. Open competition.
24. Backward Classes.
25. Open competition.
Provided that in every fourth cycle, the twenty-fifth turn shall be reserved for the
Backward Classes.

(d) If a qualified and svitable .candidate belonging to any of the Scheduled Castes
and Scheduled Tribes or the Backward Classes is not available for selection for appoint-
men: in the turn allotted for them in the cycle, the turn shall lapse and the vacancy
shall be filled by the next turn in the order of rotation. No account shall be taken of any
lapsed turns of Scheduled Castes and the .Scheduled Tribes or of the Backward Classes.

(Hule 24)

13-A. (i) If a person appointed temporarily either under sub-rule (a) or sub.rule (d)
of rule 10 to fill a vacancy in any service, class or category otherwise than in accordance
with the rules governing appointment thereto, such vacancy. being a vacancy which
may be filled by direct rceruitment, is subsequently appointed to the service, class or
catogory in accordance with the rules, he shall commence his probation, if »ny, in
such category either from the date of his first temporary appointment or from snch
subsequent date, as the appointing authoriy may determine. If the post is one to
which apvoictmens may be made by transfer, and the person who had been appointed
thereto either under Creneral Rule 10 (a) or 10 (d) is subsequently recruited thereto
by trapsfer and included in the list of approved candidates, the appointing authority
may, iu his discretion, allow such person to commence, his probation if any, from:
‘the date of his firet !emporary appointment or from such subsequent date, 0s the
appointing authority may determine : :

Provided that on the dafe so determined, the person possesses all the qualifica-
tions prescribed for appointment to the service, class or category, as t_he case may
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(ii) A person who commences probation under. clause (i) shall also be eirgible:
to draw increment in the time scale of pay applicable to him from the date of com.
mencement of his prebation. Where commencement of probation is ordered from &
date earlier than the date of the order and if this has not been enabled by relaxation
of any rule, he shall draw increments, including arrears in the time scale of pay applicable
to"bim from such earlier date. The appointing authority shall include a provisiot to
‘thig effect while issuing orders in all such cases.

. [Rule 25 (u)],
14. Where the Special Rules of any service prescribe a period of probation, the
appointing authority shall, ai the end of the preserihed period, consider the probationer’'s
suitability for full membership of {he service, class or category for which he wag
selected. 1f the appointing authority decides that a probationer is suitable for such
membership, Le will issue an order declaring the probationer to have satisfactorily,
completed. his probation. If the appointing authority decides that the probationer is
not suitablé for full membership, he may extend the period of probation or discharge
him from service after giving a reasonable opportunity of showing cause against the
action proposed to be {aken. If no such order is issued within six months from the
date on whiz1 he is eligible for such declaration, the probationer shall be deemed to have
satisfactorily completed his probation on the date of expiry of the prescribed or extended
period of probation. A formal order declaring the completion of probation shall, how-
ever, be issuel by the competent authority.

Tt the period of probation is extended the probationer’s work will be watched,
during the extended period. At the end of this extended period, action will be taken’
either to declare the probation as having been satisfactorily completed or to discharge
himn from service.

*In ali cases in which serious charges are pending and therefore, probation
cannot be declured, an order to the effect that the question of declaration of probation
cannot be considered till the charges are disposed of, shall be issued by the competent
authority within six months from the due date for completion of probation and the final
order on probation shall be passed as early as possible and in any case within one month
after the disposal of the charges or six months after the due date for completion of
probation, whichever is later *".

15. The powers conferred on .the appointing authority, other than the State
Government, nay be exercised also by any higler authority to whom the appointing
authority ig administratively subordinate whether directly or-indirectly 'in the following
cases 1 —

(1) Termination of probation of a probationer under Rule 26 (a) (ii).
(ii) Discharge of a probationer under Rule 27 (c).
(iii) Extensin: of probation under Rule 26 (a) (iiy or Rule 28. ~

FRula 29}
16. A probationer who is discharged is entitled to appeal against the crder of
discharge to the aushority-to which an appeal lies against an order of dismissal. In the
case of a probationer in a State Service who is discharged from service by an authority
subordinate to the State Government, an appeal lies to the State Government. °
: . [Rule 30]
17. An approved probationer will be appointed ta be a full member of the service
in the class or category fcr which he was selected at the earliest possible opportunity in
any substantive vacancy which may exist or arise in the permanent cadre of such class
or category.

. [Rule 31)
18. No person shall, at the same time, be a full member of more than one service.

A probationer, approved probationer or a full member of one service who i A
to ll:e s full memnber of another service shall cease to be a member of the (0 s appointed
’ | Rute 387
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" 19. The seniority of a person in a service will be determined by the rank obhained
by him-in the list of approved candidates drawn up by the Tamil Nadu Public Service
Commissinn or other appointing authority, as the case may be, subject to the rule of
‘reservation where it applies.

[Rule 35]

20. No member of a service or class of a service will be eligible for promotion from
the category in which he was appointed to the service unless he has satisfactorily
complated his probation in that category.

[Rule 36 (a)]

21. Promotions in o service or class to a selection category or to a selection grade
will be made on grounds of merit and ability, seniority being considered only where
merit and ability are approximately equal. All other promotions shall be made in
accordance with seniority unless— '

(1) the promotion of a member has been withheld as a penallty, or

(2). o member is given special promotion for conspicuous merit and ability. .
‘[Rule 36 (b)]

22. An order promoting a member of a service or class to a selection category or
grade therein, made by & competent authoripy, may be revised by an authority to which
an appeal would lie against an order of dismissal passed on a full member of the service.
Buch revision may be made by the appellate authority either suo motu at any time or on
a petition subrmitted by an aggrieved member within six months from the date of the

assing of the order.
P g [Rule 37]

23. A member of a service or class of a service may be required to serve in any post
borne on the cadre of such service or class, for which he is qualified. All transfers and
postings are made by the appointing authority.

[Rule 40]

24. A member of a service who resigns his appointment forfeits the entire service

endered by bim under the Government. .
- Y [Rule 41]

95. If at the time of appointment, a candidate claims that his date of birth is diﬁeren_t
from that entered in his S.8.1.C. Book, he should make an application to the ‘Tamil
Nadu Public Service Commission, if the appointment is made in consultation with ihe
Commission and in other cases to the appointing authority stating the evidence on which
he relies and explaining how the mistake occurred. The matter w_lll be enquired into by
an office; not below the rank of a Deputy Collector and on receipt of the report, the
Tamil Nadu Public Service Commission or the appointing authority _will decide whether
the alteration of the date of birth may be permitted or the application rejected. After
the person bas entered service, an application _to correct his date of bl}rth as eutereq _in
the official records should normally be erftert.alned only if the application is made within
5 years of entry into service. Any application received after five years after entry into
service will be summarily rejected. )
fres - [Rules 49 (a), (b) and ()]

26. In the case of a discharged State Government employee, who has not completed

40 years of age and whose name is suggested by a local employment exchange for appoint-

‘merit 10 a vacancy under the State Government notified to it, the period °f. his service

under the Btate Government whether continuous or non-continuous plus a grace period
of three years will be calculated in computing his age for appointment.

[Rule 50]
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27. Where a temporary post is made permanent and if for any reason, no special
rules governing such post are made, the ad-hoc ruleg applicable to the said post shall
continue to apply to the said post, until special rules are made for the said post.

TRule 51]

28. (@) Notwithstanding anything contained in these rules or in the special-ruleg
for the various State and Subordinate Services, an ex-serviceman who has not-completed
40 years of age on the 1st day of July of the year in which the selection for appoint-
ment is made, but is otherwise qualified and whose name is suggested by a local Employ-
ment Exchange for appointment to a vacancy under the State Government notified to
it shall be eligible for such appointment.

(b) Nothing contained in sub-rule (e) shall be deemed to apply to any appoint-
ment which is made through the agency of the Tamil Nadu Public Service Commission.

[Rules 52 (a) and (b)]

29. Notwilhstanding anything contained in these rules or in the special rules for
the wvarious State and Subordinate Services, a physically handicapped person -shall be
eligible for an age concession up to ten years over and above the age limits prescribed for
the posts, provided the applicant is otherwise fully suitable and the handicap is not such
as would render him incapable of efficiently discharging the duties of the post for which
he is selected.

[Rule 53]
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CHAYTER 1IV.
GOVERNMENT SLRVANTS' CONDUCT RULLS, 1u6v.

Article 309 of the Constitution of India lays down that the appropriate Legislature
may regulate the conditions of service of- persons appointed to public services and posts
in connection with the aifairg of the Union or of any State and the proviso to the Article
empowers the Governors of States to make these rules until provision is made by the
Legislature. In exercise of the powers conferred on him, the Governor of Tamil Nadu
has made the following rules in G.O. Ms. No. 264, Public (Services), dated 24th
Febraary 1960. ‘Thesz rules are called the ' Madras Government Servants’® Conduct
Rules, 1960 *’. 'The salient provisions in the Rules are given below :—

[Rule 1]

2. These Rules apply to all persons appointed to Civil Services and posts in
connection with the affairg of the State of ‘I'amil Nadu. ‘I'hey do not apply to I.A.S. and
IP.S. Officers. They do not apply to subordinate police officers also. Government
servants are also required to pitimate certain action of the members of their families also.
** Members of the Family ** of a Government servant include the wife, child-or step-child
of the Government servant whether residing with himn or not. 1f the (Government servant
is a woman, the husband residing with her and dependent on her is a member of the
family. Any other person related by blood or by marriage to the Government servant
or his wife or her husband, as the case may be, and wholly dependent on such Govern-
ment servant is also a member of the family.

[Rule 2]

3. A Government servant or hiz wife or any member of his family should not accept
any gift from any person except with the previous sanclion of the Government. The
sanction of the Government is not necessary for accepting gifts (without any monetary
limit regarding their value) from relatives on special occasions such as wedding, etc., and
from a personal friend of a value not exceeding Rs. 200 (Rupees two hundred only) on
special occasions such as wedding, etc.

[Rule a]

4. A Government servant should not take part without the previous sanction of
the Government, in any public demonstrations such as receiving valedictory address or
accepting any testimonials iu his honour or in honour of any other Government servant.

|
{Rule 4]

5. A Government servant should not, without the previous sanction of the
Government, accept contributions or associate himsell with the raising of any fund in

pursuance of any object.
’ [Rule 5]

6. A Government servant should not speculate in any investment. He or his wife
should not make any investment likely to embarrass or influence him in the discharge of
his official duties. He should not also either lend money to any person possessing land or
valuable property or borrow money from anv person and place himself under pecuniary
obligation to any pexsons within the local limits of his authority.

. [Rule 6]

7. A Governmeat servant shounld not acquire or dispose of any immovable property
by lease, mortgege, purchase; sale, gift, exchange or otherwise either in his own name
or in the name of any member of his family without previous sanction of the prescribed
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authority. A Govevmmnent servant who enters into any transaction concerning any
movable property exceeding five hundred rupees in value, whether by way of purchase,
sale cr otherwise shall forthwith report such transaction to the prescribed suthority,
provide] that a Government servant shall not enter into any such transaction except - ith
or through a regulir or reported dealer or agent or with the previous sanction of the said
prescribed authority.

For the purposes of this rule, the expression ** movable property includes the

following property, namely :—

(a) Jewellery, Inturance Policies, Shares, Securities and debentures; B

(b) Loans advanced by such Government servant, whether secured or not;
(¢c) Motor cars, motor cycles, horses or any other means of conveyance; and
(d) Refrigerators, radios and radiograms.

For the purpose of sub-rules (1) and (2) of Rules 7 of Government Servants’ Conduct
Raules, 1960, the Tamil Nadu State Housing Board constituted under the Tamil Nadu
State Housing Board Act, 1961 (Act 17 of 1961), or any Housing Unit established
by the said Bouw-1 o a Society registered or deemed to be registered under ‘he Tamil
Nadu Co-operative Societies Act, 1961 (Act 53 of 1961) shall be deemed to be 2 -rgular
or reported dealer.

[Rules 7 (1) and 7 (2]

8. Every Government servant on hig first appointment to any civil service or post
and thereafter every year before the 15 January, should submit a return showing all
immovable properties owned, -acquired or inherited by him or held hy him on lease or
mortgage either in his own name or in the name of any members of his family. If in
any year, the Government servant has neither acquired nor relinquished or otherwise
disposed of any immovable property, he need not submit the statement.

[Rules 7 (8) and 7 ()]

. 9. Whenever a Government servant becomes possessed by inheritance, succession
or bequest, of immovable property in the district in which he is“employed, he should
communicate all such particulars through the usual channel to the prescribed authority.

[Rule 7 (6)]

10. If a.Government servant receives an order of transfer to a district in which he
possesses or has an interest in immovable property, he should bring the fact to the notice
‘of his immediate official superiors immediately.

[Rule 7 (8)]

11. Any attempt on the part of the Government servant to mislead and any failure
to give full and correct jnformation will render the Government servant liable for dismissal
from public service.

‘ {Rule 7 (10)]
-13. A Government servant should not, without the previous sanction of the
Government, engage himself directly or indirectly in any trade or business or undertake
any employment. A Government servant should not permit or allow his wife or her
husband to engage herself or himself in any_ trade or business: in exceptiomal cases where
the trade or business has come to her/him by inheritance or other means, the fact should
bs reported with full details to Government for orders.
[Rule 8]

13. A Government servant shonld endeavour to avoid habitual indebtedness ar
insalvency,

{Rule 9]
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14. A Governmeunt scervant, except in accordance with any general or special order
of the Government or in tho performance in good faith of the duties assigned to him,
should not communicate directly or indirectly any oflicial document or information to any
Government servans or to any other person to whom he is not authorised to cummunu te
such document or information.

[Rule 101

15. A Government servant should not have any connection with -the Press. or
Radio without the previous sanction of the Government.

[Raule 11]

16. A Government servant, who with the sanction of the Goyernment gives a
Radio broadcast or publishes any document or in any communication to the Presg, or in
any public utterances, should nét make any statement which has the effect of an adverse
criticism of any current or recent policy or action of the Central Government or a State
Goverument or which is capable of embarrassing the relations between the Central
Government and the Government of any State or foreign State. This rule will not applv
to any statement made or views e\plessed by a Government servant in his official capacity
or in the due performance of the duties assng'ned to him.

[Rule 12]

17. A Government servant is not prohibited from participating in discussions at
any private meeting solely of Government servants ov ol any recognised association of
Government servants, of raatters, which affect the pexsonal interests of such ser:anfs
individually or generally.

[Rule 12 (3)]

18. A Government servant should not, except with the sanction of the
Government, give evidence in connection with any inquiry conducted By any person,
committee or authority. ILven when any sanction has been accorded to a Government
servant to give any sugh evidence, he should not criticise the policy or any action of the
Central Government or a State Government.

[Rule 13]

19. A Government servant should not be a member of or be in any way associated
with any political party or’any organisation which takes part in politice. He should not
also either take part in or subscribe in aid of or assist in any manner any political move-
ment or activity. He should also ensure that no member of his family takes part in or
subscribes in aid of or assists in any manner any political movement or nctiwq 1f,
however, he is unable to prevent a member of his family from taking part in such mnove.
ment or activity, he should make a report to that effect to the Government.

[Rules 14 (I) and ’2)]

20. A Government servant should not canvass or otherwise interfere. or use his
influence in connection with or take part in an election to any chlslatme or lacal
authority. But, if he is qualified to vote at such election, he may exercise his right to
vote without giving any indication of the manner in which he proposes to vote or has
voted.

- [Rule 14 (0]

21. The wife of a Government servant or any other member of his family living
with or in any way dependent on him is not pro]nblted from standing for election’ to uny
legislature or to any local authority and from canvassing for other candidates. ER

{ Rule 14—-E\p]unatlon 1]
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-+ .22.*A Govermment servant should not, witliout the previous sanction of the
Government, have recourse lo any court or to the press for the vindication of any ofticial
act which bags Deen the subject watter of adverse criticism or an attack of defamatory
character, He should not also accept without the sanction of the Government from any
person or body of persons compensation of any kind for any malicious prosecution prought
against him or [or any defamtory attack made on his public acts or character, unless such
compensation has been awarded by a competent court.

[Rule 15]

23. A Government servant should not be a member, representaiive or officer of
any association unless it has obtained the recognition of the Government and the various
conditions stipulated in Rule 16 ave satisfied."

[Rule 16]

- 24, A Government servant should inform his immediate ofticial superior if a
member of a State or Subordinate Service closcly related to him ig posted to work uvnder
hint or if he is posted to work under a member of an All-India Service or a State Service
who is closely related to him.

{Rule-17-1 (b}

95. A Government servant belonging to any State Service should not, wiihout the
previous sanction of the Government, permit his son, daughter or dependent to accept
employment with any private firm with which he has official dealings or with any other
firm having official dealings with the Government. *

| Rule 17 (2)]

26. A Government servant should not bring or attempt to bring any political or
other outside influence to bear upon any superior authority to further his interests in
respect of matters pertaining to his service under the Government.

[Rule 18]

27. A Government servant who has a wife living should not contract another
marriage without first obtaining the permission of the Government notwithstanding that
such subsequent marriage 1s permissible under the personal law. A woman Government
servant should not marry any person who has a wife living without obtaining the
permission of the Government.

{Rule 19]

28. Every Government servant should at all times maintain absolute integrity and
devotion to duty. .
[Rule 20}

29. A Government servant should not engage himself in strike or in incitements
thereto or in similar activities.

[Rule 21]

30. A Government servant should not engage himself or participate in any
demonstration which is prejudicial to the interests of the Sovereignty and lntegrity of
India, the security of the State, public order, decency or morality, etc.

[Rule 21-a]
31. A Government servant should not join or continue to be 8 member. of an

dssociation, the objects or activities of which, are prejudicial to the interests of rpe
Sovereignty and Integrity of India or public order or morality.
[Bule 21-8]



16

82. A Government servani should not make teprésentation to Ministers divect or
send direct to Ministers advance copies of such representations made by him to Govern-
ment through the proper official channel.

[Supplemental Rule.4]

33. Conceried or organised refusal on the part of Government servants to receive
their pay will entail serious disciplinary action.

[Supplementa) Rule-5]

THE TayiL NAD) GOVEANMENT SERVANTS' APPLICATION FOR PRIVATE EMPLOYMENT
RuLEs, 1960.

34. A person employed in any Civil Service or post should not apply for private
employment or signify Lis willingness to accept such employment without first obtaining
the permission in writing of the appointing authority in respect of the post which he is
holding.

[Rule 2]

TaE TAMIL NADU GOVERNMENT SERVANTS' APPLICATION FOR PosTs RuLes, 1960.

35. A person in Government service, if he wants to send an application for appoint~
ment to a Service under the administrative control of the State Government, should send
his application through and with the consent of the Head of the Oflice in which he is
working.

[Rule 2]



CHADPTER V.

THE TAMII, NADU CLVIL SERVICES (CLASSIFICATION, CONTROL AND
APPEAL) RULES.

I. INTRODUCTORY.

In exercise of the powers conferred by the proviso to Article 300 of the Constitution
of India, the Governor of Tamil Nadu has made the Rules called ‘' The Tamil N-da'
Civil Services (Classification, Control and Appeal) Rules ''. These Rules have coma into
force on and from 1st January 1955. They apply to every member of the Civil Service
of the State and to every person lolding a civil post under the State.

II. DisCIPLINE—PENALTIES.

2. For good and sullicient reasons, the members of the civil service of th:e State and
every person holding a civil post under the Siate inay be awarded penaities as indicated
below : —

(i) Censure.

(ii) Fine (in the case of persons for whom such penalty is permissible under the
rules).

(iii) Withholding of incremenis or promotion, including stoppage at an efficiency
bar.

(iv) Reduction to a lower rank in the seuiority list or to a lower post or lime-scale
whether in the same service or in another service, State or Suhordinate, or to a lower
stage in a time-scale.

(v) (@) Recovery {rom pay ol the whole or part of any pecuniary loss caused to
the State Government or Central Government or 1o 2 local hody by negligence or breach
of orders; or

(b) Recovery from pay to the extlent necessary of the monetary value equivalent
to the amount of increments ordered to be withheld where such an order cannot be
given eflect to; or

(c) Recovery from pay to the exteni necessary of the monetary value equivalent
to the amount of reduction to a lower stage in the tine-scale ordered where such an
order cannot be given effect to.

(vi) Compulsory retirement.
(vii) Removal from Civil Service of the State Government.
(viii) Dismissal from the Civil Service of the State Government.

(ix) Suspension, where a person has u]re:‘ul'\'lhcpn suspended under Rule 17 (e)
to the extent considered necessary by the authority umposing the penalty. *
[Rule 8]

506-32—3 .



18

The fullowing shall not amount to a penalty within the meaning of this rule,
namely :-

(i) withholding of increments of pay of a Government servant for his failure to
pass any departmental examination in accordance with the rules or orders governing the
eervice to which be belongs or post which he holds or the terms of his appointment;

(ii) stoppage of a Government servant at the efficiency bar in the time-scale of
pay on the ground of his unfitness to cross the bar ;

(iii) non-promotion of a Government servant, whether in & subslantive or officiat-
ing capacity, alter consideration of his case, to a service, grade or post for promotion to
which he is eligible;

(iv) reversion of a Government servant officiating in a higher service, grade or post

a lower service, grade or post, on the ground that he is considered to be unsuitable for

such higher service, grade or post or on any administrative ground unconnected with his
conduct ;

(v) reversion of a Government servant, appointed on probation to any other service,
grade or post, to his permanent service, grade or post during or at the end of the period
of probation in accordance with the terms of his appointment or lo the rules and
orders governing such probation;

(vi) replacement of the services of a Government servant, whose services had leen
borrowed from a State Government or an authority under the control of a State
Government, at the disposal of the State Government or the authority from which the
services of such Government servant had been borrowed; and

(vii) Compulsory retirement of a Government servant in accordance with the
provisions relating to his superannuation or retirement.

[Rule §]

The Governor or any other authority empowered by him by general or special nrder
may—

(i) institute disciplinary proceedings against any Government servant;

(ii) direct a disciplinary authority to institute disciplivary proceedings against any
Government Servant on whom that disciplipnry authority is comnpetent to impose under
these rules any of the penalties specified in rule 11.

The authorities competent under these rules to impose any of the penalties specified
in items (i) to (iii) and (v) of Rule 8 may institute disciplinary proceedings against any
Government servant for the imposition of any of the penalties specified in items (iv) and
(vi) to (viii) of Rule 8 notwithstanding the fact that such authority is not competent
nnder these rules to impose any of the latter mentioned penalties.

[Rule 9]

8. The penalty of fine can be imposed only on a person who is & member of the
Pamil Nadn Last Grade Service and on a person holding any of the posts specified in
Appendix II of these rules.

[Rule 10]
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4. The authorities competent to inflict the punishments mentioned in paragraph 2
are detailed below :—

(1) Susponsion. The immediate superior
(2) Censure. Gazetted Officer, or
(3) Fine. where the appointing
(4) With holding ot incremonts. authority for such
(5) Recovery from pay. member is a Non-

Gazetted Officer, such
officer or any higher

authority.
(6) With-holding of promotion in-
cluding stoppage at an efficiency bar.
(7) Reduction to a lower rank. The appointing authority
(8, Compulsory retirement. or any higher autho-
(9) Removal from Civil Service. rity.

(10) Dismissal from Civil Service. J

[Rules 14 (a) 1 and 2]

*Note.—Appendix IIT in the Tamil Nadu Civil Services (Classification, Control and
Appeal) Rules in the Tamil Nadu Services Manual, Volume I contains the authority
which may impose the penalties with reference to Rule 14 (a) of the rules.

5. When a member of a service hag gone on promotion or transfer to another class,
category or grade thereof or to another service, if any penalty is to be imposed upon him
in respect of his work or conduct before such promotion or transfer, it can be done only
by an authority competent to impose the penalty upon a member of the service in the
latter class, category, grade or service, as the case may be.

[Rule 15 (@)]

6. When a person has been reverted or reduced from a State to Subordinate service
or from one service to another or from one class, category or grade thereof, if any penatly
is to be imposed upon him in respect of his work or conduct while he was a member of
the service, class, category or grade, as the case may be from which he was reverted or
reduced, it can be done only by the authority competent to impose the penalty in that
gervice, claes, cafegory or grade, as the case may be.

[Rule 15 (b)]

7. Of the ten items mentioned in paragraph 4, items 2 to 6 are considered as ‘ minor
punishments *. If it is proposed to impose on a member of & service any of these
penalties, he will be given & reasonable opportunity of making any representation that he
may desire to make and such representation will be taken into consideration before the
order imposing the penalty is passed.

[Rule 17 (a)]

8. Ttems 7 to 10 mentioned in paragraph 4 are considered as ‘ major ' punishments.
If it is proposed to impose on a member of a service any of these penalties, the groun'ds
on which it is proposed to take action should be reduced to the form of a definite
charge or charges and it will be communicated to the person charged together with a
statement of the allegations on which each charge is based and of - any other circum-
stances which it is proposed to take into consideration while passing orders. The
delinquent will be required to put in a written statement of defence within a reasonsble
period and to state whether he desires an oral enquiry or only to be heard in person
or both. An oral enquiry will be held if it is desired by the person charged or is directed
by the authority concerned. At the time of the oral enquiry, the person charged is
entitled to cross examine the witnesses, give evidence in person and to have such
witnesses called. The officer conducting the enquirv may,. for sufficient reasons. to he
recorded in writing, refuse to call & witness. After the enquiry has been completed, the
person charged will be entitled to put in, if he desires, anv further written statement of
his defence. Whether or not the person charged desired or had an oral inquiry, he
shall be heard in person at any stage if he so desires hefore passing of final orders. A
report of the enquiry ar personal hearing (as the case may he) shall be prepared by the

506-32—3a
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authority holding the enquiry or personal hearing whether or not such authority is
competent to impose the penalty. Such report shall contain a sufficient record of ihe
evidence, if any, and a statement of the findings and (he grounds thereof. After the
enquiry or personal hearing is over and alter lhc authority conducting the enqguiry has
arrived at a provisional conclusion in regard to the penalty to be imposed, ihe person
charged will bz supplied with a copy of the report referred to and he will be called upen
to show cause within o reasonable time (not exceeding one month) against the particular
penalty proposed to be inflicted. Any representation submitted by the person charged will
be duly taken into consideration before final orders are passed.

[Rule 17 (b;]

9. A member of the service may be placed under suspension from service, where an
enquiry into grave charges against him is contemplated or is pending or a complaint
against him of any criminal offence is under investigation or trial and such suspension
is necessary in the public interest. An order of suspension may be revoked at any time
by the authority which made it or by the authorily to which that authority is
subordinate.

[Rule 17 ()]

10. When a penalty of dismissal, removal or compulsory retirement [rom service
imposed upon a Government servant under suspension is set aside in appeal or on review
and the casz is remitted for further enquiry or action or with any other directions, the
order of his suspension will be deemed to have conlinued in force and from the date
of the original order or his dismissal, removal or compulsory retirement and will vemain
in force until furiher orders.

‘ [Rule 17 {e) (3]

11. When a penalty of dismissal, removal or compulsory retirement from service
inposed upon a Government servant is set aside or declared or rendered void in
consequence of a decision of a Court of Law and the disciplinary auathority on a
consideration of the circumstances of the case, decides to hold a further enquiry against
him on the ellegations on which the penalty of dismissal, removal or compulsory
retirement was originally imposed, the Government servant will be deemed to have
been placed under suspension by the appointing anthority from the date of the original
order of dismissal, removal or compulsory retirement and will continue to remain under
suspension until further orders. Where a Government servant is suspended or is deemeéd
to have been suspended (Whether in connection with any disciplinary proceedings or
otherwise) and any other disciplinary proceeding is commenced against him during the
continuance of that suspension, the authority competent to place him under suspension
mar, for reasons to be recorded by him in writing, direct {hat the Government servant
shall continue to be under suspension until the termination of all or any of such
proceedings.

[Rule 17 () (5)]

12. The authority imposing any penalty under these Rules should maintain a record
showing the allegations upon which action was taken against the person punished,
the charges framed, if any, the person’s represeniation. if any, the evidence taken. jf’
any, the finding and the grounds-thereof. if any. All orders of punishment should
also state the grounds on which they are based and shall he communicated in writing to
the person against whom they are passed. ‘ Tivery order, notice and othei process
made or issued under these rules shall be served in person on the Government servant
concerned or sent to him by registered post acknowledgment due or if such person is not:
found by leaving it at his last knowr place of residence or by giving or tendering i* {o
an adult member of his familv or if none of .the nmieans aforekaid is available by aMixing
it in some conspicuous-part of his list known place of residence:”’.

[Rule 18]
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IIT. APPEALS.

13. Lvery person who wus awarded o penalty referred to in paragraph 2 above, is
entitled to an appeal against the order passed by an authority.
(Rule 1)

14. If the Governmen( have passed orders in the case of u mewmber of a State
Service or a member of a Subordinate Service, the member is eatitled to subwit within
a petiod of two months from the date on which the order was communicated to him, a
petition to the Governmeut [or review of the orders passed by them on  any of the
grounds specified below :—

(a) I'hat Lhe order was not passed by the competent authority.
(b) 'Chat a reasonable opportunity of defending limsell was not given.
(¢) Thal the punishment s excessive or unjust.

(d) Discovery of new matter or evidence which the appellint alleges and proves
to the satisfaction of the Government was not within his knowledge or eould not be
allowed by him before the order mmposing the penalty was passed.

(e) Evident errov or omission such as failure to apply Law of Limitation or an
error of procedure apparent on the face of record.

1f the petition for review does not satisfy any of the above grounds, it will be
summarily rejected.
(Rule 20)

15. T'he appellate nuthority will cousider whether the facts on which the order was
based have been established, whether the lacts eqtnhlishcd afford suflicient ground for
taking action and whether the penaliy is excessive, adequate or inadequate and alter
such consideration will pass such order as it thinks proper.

(Bule 23)

16. Livery appeal should contain all material statements and arguments relied on by
the appellant and it should be complcte by itself. It should not contain d'srespectful or
improper language. It should be addressed to the appellate authority and forwarded
through the proper channel,

{Rule 26)

17. An appeal may be withheld by an authority vot lower than the authority fromn
whose order it is preferred. if it is a case where no appeal lies or if it does not comply
with the provisions in Rule 2¢ (paragraph 16 above), if it is not preferred within the
time allowed, viz., two months and if it is addressed to an authority to which no appeal
lies. In all cases where an appeal is vu{'llheld the appellant shouid ‘be informed of the
fact and the reasons for it.

(Rule 27)

18. There is no appeal against the order of withliolding of an appeal by a competent
authority.

{Rule 28

19. The appellate anthovity prescribed under (hese Rules or anv  higher authority
may reverse or alter an order imposing a penalty specified ‘n Rule 8 or 9. even in ceses
in which no appeal is preferred.

(Rule 29)

20. An appellate anthority may call for any appeal admissible under these Rules hut
withheld by a subordinate authority and may pass any order as it considers fit.

(Rule 32)



Chapter VI.
MADRAS SECRETARIAT OFTTICE MANUAL.
1. SECRETARIAT ORGANISATION.

1. The executive power ol the State is vested in the Governor. A Council of
Ministers with the Chief Minister at the head aids and advises the Governor in the
exercise of his functions. The allocation of business of the Government among the
Ministers is made by the Governor on the advice of the Chiel Minister. The transaction
of business is governed by the rules made by the Governor under Article 166 of the
Constitution and tbe instructions issued thereunder, viz., The Tamil Nadu Governmens
Business Rules and Secretariat Instructions. 'I'he Secretariat functions generally as the
policy making institution. The responsibility for executing the policies is vested with
the Heads of Departments and they [unction under the direct administrative control of
the Secretariat Departments.

2. The business of the Government is transacted in the [ollowing Secretariat

Departments : —

(1) Chief Secretariat (Public Department).

(2) Home Department.

(3) Finance Department.

{4) Revenue Department.

(5) Industries Department.

(6) Lebour and Employment Department.

(7) Health and Family Planning Department.

(8) Education Department.

(9) Public Works Department.

(10) Food Department.

(11) Agriculture Department.

(12) Co-operation Department.

(13) Law Department.

(14) Rural Development and Liocal Administralion Department.

(15) Bocial Welfare Department.

(16) Legislative Assembly Department.

(17) Legislative Council Department.

Each Department of the Secretariat consists of a Secretary to Government as the head
and of such other officers and servants subordinate to him. He exercises general super-
vision and control over the staff under him and is responsible for the prompt despatch
of business in his department. The Chief Secretary, besides thé duty allotted to bim in
the Public Depariment, has got supervisory control over the whole Secretariat.

8. The Secretary is uvsually assisted by one or more Additional, Joint, Deputy,
Under or Assistant Secretaries. The Additional Secretary or a Jo'nt Secretary occupies
a posifion identicab to that of a Becretary in regard to the subjects allotted to him. The
Penuty Secretary can also circulate files to a Minister directly. However, he has to
consult the Secrétary on important questions and cirenlate all important files through
the Secretary only. The Under Secretary or the Assistant Secretary exerciseg control
over the sections placed in hie charge hoth in regnrd to business and discipline.
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4. The Section Officer is in charge of a section of the Department and he is assisted
by & certain nuinber of Junior Assistants and Assistants. He is responsible to the
officers under whow he works for (he eflicient despatch of business in all stages in lus
section. He deals with difficult and imporiant papers and is responsible for the accuracy
of the notes and drafts proceeding from his section. The main duties of an Assistant in
8 section are fo ‘ reference ' the communication promptly and to assist the Section Officer
in dealing with cases. The Junior Assistants and typists are to do routine work such as
maintenance of the prescribed registers, typing dralts, fair copying, etc. Steno-typist do
shorthand work for the officers and other work entrusted to them.

5. The Central Despatch Branch and the Central Records Branch are responsible for
the despatching of papers and maintenance of the records of all Departments
respectively. These branches are under the conirol of the Chief Secretariat.

6. The Central Cash Bureau deals with all matters connected with cash, stationery,
ete., relating to all Departments of Secretariat, except Tegislature, and is under the
control of the Finance Department.

7. The Secretariat Library is a general reference library for the Seccretariat and for
other Government offices in the City.

IT ‘I'ue COURSE FOLLOWED BY A I’APER FROM RECEIPT TO DiISrPOSAL.

1. All communications received in the Secretariat are, until registry, known as
* Tappal *. The tappal is opened and stamped with the date of its receipt iv the presence
of an Assistant Secretary and sent Lo the oflicers concerned for perusal. Ynvelopes
addressed to officers by name and those marked secret or ‘" strictly confidential’’ are
opened by the officers to whom they are addressed. After perusal by oflicers, the papers
are sorted out by sections, numbered and sent to the respective Section Officer. In some
departments the pumbering is done in the sections concerned. ''he papers are then
registered in a personal register by the Junior Assistant of the section. He puts each
paper in an appropriate pad and ibe paper thus becomes a ‘*case’’. Such papers are
added to th: current or note file of the case by the Assistant. He then obtains any
previous papers in the Secretariat referred to therein and takes necessary further action,
which may be the preparation of a precis, the writing of a brief note stating the poiats
‘for orders and in simple cases drafting of an order, memo., etc. The Section Officer
after making any revision of the Assistant’s note or draft or after preparing a fresh one,
submits the case to the Secretary, Deputy Secretary, Under or Assistant Secretary.
The oflicer?, to whem the case is submitted, direct further action to be taken or suggess
definitely the nature of disposal to be made and the orders to be passed in each case.
The disposal as approved takes the form of an order, letter, endorsement, memorandum,
telegram, demi-official or unofficial reference or reply or lodged. In the case of orders,
etc., to be indexed, the Junior Assistant prepares a tabling slip for heing numbered in
a separate register.

2. On return of the drafts after issue, the Junior Ass'stants make sure that the
papers have been properly despatched, put the drafts in the respective files and when
the case has been finally disposed of send them to the Central Record Branch under ihe
orders of the Sectio1 Cfficer who gives a pass order in each case in the fact of the dogked
sheet. All references to which replies are due are kept intact in the section with the
connected papers. Al final disposals are stitched in the Central Record Branch and
then put in the proper places in th_e bundles or the racks. The indexer collects the tabling
slips prepared by the Junior Assistants and rrepares indices for printing. -
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IIT. TorMs AND Runis oF CORRESPONDENCE.

1. Correspondence arising from the Sccrelariat shall be in one or the other of the
following form :—

(1) Letter Form—

(i) A higher autivvity.

(ii) Another Government.

(iii) The Chiel Justice, Tamil Nadu High Court.

(iv) The Chairman, Tamil Nadu Legislative Council.

(v) The Speaker, Tamil Nadu Legislative Assemnbly.

(vi) The Tamil Nadu Public Service Commission,

(vii) Thz Accouniant-General.

(viii) An officer not under the control of Government of Tawril Nadu.

(ix) Vice-Chancellor or Registrar of a University.

(x) A wember of the Tamil Nadu Legislative Assembly or Tamil Nadu Tiegisla-
tive Council.

(xi) A non-official.

(b) Order Form.—These disposals are marked either ‘P’ (printed) oy ' Ms"*
(Manuscript) according as they are to be printed or not and are indexed ang Lept
permanently.

When the disposals are not important to be retained permanently, they are issued
in the '* Routine '’ series.

(¢) Memorandum.—General offeial correspondence with subordinate officers.

(&) Endorsement.—When a paper is returned in original and when it is referred
to subordinate officers for remarks or communicated for information.

’ () D.O. Form.—When an officer or a member of public has to be addressed with-
out formality of official procedure or when it is desired that the matter should receive the
personal attention of the individual ngldressed.

9. Correspendence Rulus.—All correspondence will be condensed as much as possible

and repelition and unnecessary details avoided. Only one topic will be dealy with in one
In all official correspondence by letter, the name as well as the official

communication.
designation of the sender will be sct out at the head of every letter.

3. The State Government should not correspond directly with foreign Governinents.
The proper channel of communication is the Government of India or the Indian diplomatic
post in the country concerned. :A Slqlc Government can .rr-‘.]ﬂy directly to enquiries from
private individuals and organisation abroad on purely routine matters.

IV. RrecisTRy or PAPERS.

All the corrents (tappal) received in each section are registered in the Personal
Register which is maintained by the subject Assistant or by the Junior Assistant of the
section if it has one. As soon as the papers are 1eceived in the section, the Assistant or
the Junior Assistant must at once enter them neatly in the Pereonal Register on the very
day of their receipt. In the case of a paper on which protracted correspondence is
anticipated. adequate space should be allotted. A line in red ink across the page aftor
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each entry 16 drawn. 'T'he papers are regisiered in the order of the numbers stamped

which are called "' current nuinbers,”” The form of the Lersonal Register is given
below :—
Serial number, Current number, Date of roccipt by Title. From whom.
Assistant.
) ) ) ) 5)
Referonce issued
—_————
Outside numbor Subinitte:l Returned t, Form and Date. To whom.
sad date. to Oilicos. soctin, sub No.
©) @) 8) (@) {10y {11
LRaply or farhor gommuaication.,
™
Current number From whom, Ouside Nacure, number and
and duto. number und °
dute. final - disposal.
(12) (13) (14) (15)

The title to be entered in column 1 should be brief to convey generally the subject
of the paper. It should be [ramed and arranged exectly as in index title.  When a
paper is submitted to an oflicer by the section, the date ol submission is entered in
column 7 and the date of its return is entered in column 8. When a reference js issued
it will be numbered with the current number originating the case, the year to which it
relates and a sub-number (c.g., Mewo. No. 1164/68-1) and filled in columns 9, 10 and
11 of the Personal Register. The nature of reference issued will be noted in column 9
using abbreviation, viz., Is for Letter, M for Memo., etc. Reminders issued are entered
in red ink in columns 9, 10 and 11 and reminders received in columns 12, 13 and 14. The
date of next reminder is indicated in pencil in colunn 15. Replies to references previously
issuzd wiil b registered by noting the new current number in column 2 and the old curren;
number in column 4. Columns 3, 5 and 6 are filled in. The current number and date
of receipt, origin and outside number and date of such communications should be entered
in columins 12, 13 and 14 against the previous current number. If the disposal ie final,
the nature, the number and date will be entered in red ink in the last column. Application
for casual leave from members of the office stafi and any other class of papers which are
considere@ unnecessary by the officers are not registered in the Personal Register.

V. REFERENCING, NOTING AND DRAFTING.

Section Assistants should study the currents immediately on receipt and collect
papers without delay. They should make accurate referencing, arrange the case properly
and put up notes and drafts in simple cases. They should assist ihe Superintendent in
dealing with complicated cases.

2. After the required references have been obtained, the papers in a case will be
srrenged from the bottom as shown below :—

(1) the put up papers.

(2) the current file.

(8) the draft where a draft is submitted.
(4) the note file.

() books of reference, it any.

If there ia a sectional note file, it is placed immediately below the nowe file. The put up
papers are arranged chronologically the oldest at the bottom.
506-32—4¢
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3. 'Lhe papers in the current file are also arranged chronologically and the pages
numbered in red ink. At the head of the first page of the note file will be writlen the
title of the file and this will consist of notes with unoflicial references and replies hereto.
Separate flag for each put up paper will be attached by paper lasteners to the brown
docket sheet. The number and date of every paper to which rcference is made in the
current file or draft or note file must be noted in the margin in pencil.

4. Papers alter being referenced are submitted to oflicers wilh a note or draft reference
or disposal as the case may be. No notes will be written un the current or below a
draft itself except in very simple cases. All long notes should, as far as possible, be type-
written. The aim of a full note should be to present in the most intelligible condensed
and convenient from the facts of the case to be dealt with. When there are in a single
case several points for orders, notes on each point should begin on a fresh sheet of paper
and after each sheet, blank gheets should be added. In noting, Section Officer and
Assistants should not express their personal views.

$. Orders, etc., should be drafted so as to be complete in themselves and should not
include anything more than is necessary to enable the receiving ollicer to comprchend
fully the bearing of the order. All dralts should be headed with the word ** Letter ™,
* Order ", ** Memo. *’, etc., as the casc may be. Before deciding the natare of disposal,
which any paper should receive, the period for which it nced be retained should be the
matter for consideration.

V1. INDEXING.

The object of indiceg is two-fold. They are intended to keep the oflicers, the
Ministers and the Governor informed of the orders that have been passed but not secn
by them and also to enable one to trace the papers containing the orders passed on any
subject. Consistency is essential in the selection of index heads. A general list is given
in Appendix VI of The Secretariat Office Manual. The indexer collects the abstract
slip on the last day of every week, arrange them alphabetically and sends them to the
press for printing.  From the weekly indices the indexer prepares the quarterly indices
and the annual indices.

VIL. CHECES ON DELAYS AND ARREARS.

The Scction Officer of a section is responsible for the efficient despatch of business
in lis section. He should examine the personal registers, the call book, the remindsr
diary and the periodical register once a week.

9, In order to watch the punctual receipt or despatch of periodical reports and
returns, each section will maintain a register of periodicals in the prescribed form.

3. A call book will also be maintained in each section.- All cases in which no action
is necessary for three months may be closed in the personal register after making
necessary entries in the call book.

4. A reminder diary to watgb the issue of reminder to outside officers, to ini'tint_e
resumption of action on papers will also be maintained.

5. A daily detention list or an arrear list or both maintained in the prescribed form
are submitted to the officers.

VIII. CONFIDENTIAL, SECRET AND T'OP SECRET PAPERS.

1. All papers received in the office and the registers and correspondence and disposels
are confidential so far as the public and the Non-Secretariat Government employees are
«oncerned.
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2. There are some papers which arz seea by or shown to only a limited number of
officers or Section Officer or Aesistants in the department itself. Such papers are given
threz grades of security marking as follows :—

(a) Top Secret.
(b). Secret.

(¢) Confidential.

3. There are separate secret sections provided with special S.C, Staff deputed by
the C.I.D. in the Public and Home Departments.

4. Noting and drafting on secret papers should be done, as far as possible at officers’
level. Transmission of these files should be only in S.C. boxes.

5. Typing and despatch of secret papers may be entrusted to & specially selected
stenographer. Dbt

6. Confidential covers when sent by post shall be registered. Secret and Top Secret
covers will be sent by registered post and acknowledgment due enclosed in double covers,
the inner cover marked Top Secret or Secret, as the case may be, sealed and addressed
to the officer by name. The outer cover should bear only the usual official address.

IX. MISCELLANEOUS.

1. Teleplones.—Telephones have been installed in the Secretariat buildings and at
the residence of various officers. A sub-lixchange connects the various officers and
departments with one another.

9. Establishment Service matters.—The appointment, qualification, method of
recruitment, probation, pay, promotion and other conditions” of service of Section
Officers, Assistants, Junior Assistants, Typists, etc., are governed by the Madras
Secretariat Service Rules.

3. Publicity.—The Director of Information and Publicity will attend to all general
matters connected with Government Publicity including release of advertisements.

4. Tours of Ministers.—It is the duty of the Personal Assistant or the Junior Assis-
tant to the Minister, to communicate to the Departments of Secretariat copies of the tour
programme and also the orders of the Minister concerned as to circluation of papers during
his absence from Headquarters. Immediately a tour is over, the Personal Assistant or
Junior Assistant sbould furnish to the Central Cash Bureau a rough estimate of the
expenses incurred by the Minister and his staff.

5. File Boards and Circulation Cards.—The Section Officer for each section wilk
decide to which category each case is to be classed for purposes of submission to Gazetted
Officers of the Department or reference to other departments. The following colours are
used for the flaps, flat file boards and for circulation cards :—

Boards. Cards.
Ordinary .. Buff with white tape- White-
Urgent .. Buff with red tape. Pink
Speoial .. .. .- Blue . .. Blue.
Legislative Assembly and Council Yollow .. .. Yellow.

506-32—~4a
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SALIENT PROVISIONS IN THE BUBINRSS RULES AND SECRETARIAT 1NSTRUCTIONS.

Part I
X. Rules of Business.

1he business of the Government will be transacted in the departments of the
Becretariat specified in the First Schedule of the Business Rules and distributed as laia

down therein.
(Rule 1)

2. The Governor will, on the advice of the Chief Minister, allot the business of the
Government among the 3linisters by assigning one or more departments to the charge
of a Minister or one department to the charge ol more than one Minister.

(Rule B)

3. The Council of Ministers will be collectively responsible for all executive ordera
1sued in the name of the Governor in accordance with these rules.
(Rule 7)

4. The Minister 1 charge of a department will be primarily responsible for the
disposal of business appertaining to that department.
(Rule 9)

This will not apply to any business which the Speaker of the Legislative Assembly
or the Chairman of the Legislative Council is competent to dispose of under the Tamil
Nodu Assembly Rules or the Temil Nadu Council Rules as the case may be.

5. All departments will have consultation with Finance Department Lefore issuing
any order which either immediately or by its repercussions will affect the financeg of
the State.

(Rule 10)

6. All orders or instruments made or executed by or on hehalf of the Government
will be expressed to be made or executed in the name of the Governor.
(Rule 11)

XI. PROCEDURE OF THE COUNCIL OF MINISTERS.

7. The Chief Secretary or such other officer as the Chicef Minister may appoint will
be Becretary to the Council.
(Rule 13)

8. The cases that should be submitted to the Chief Minister after consideration by
the Minister in charge with a view to obtaining his orders for circulation of the case or
for bringing it up for consideration at s meeting of the Council are given in the Second
Schedule to the Tamil Nadn Government Business Rules. The Council will meet at
guch place and time as the Chief Minister may direct.

(Rule 19)

XII. DEPARTMENTAL DISPOSAL OF BUSINESS.

9. All cases will ordinarily be disposed of by or under the authority of the Minister
in charge who may, by means of a standing order, give such directions as he thinks fit
for the disposal of cases in the Department,

(Rule 21)
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10. When the subject of a case concerns more than one department, no order will be
issued nor will the case be laid before the Council until it has been considered by all
the departments concerned unless the case is of extreme urgency.

(Rule 25)

11. If the departments concerncd are not in agreement regarding any case, the
Minister in charge of the departinent may, if he wishes to proceed with the case, direct
that the case mway be circulated io all Ministers or subimnitted to the Chief Minister for
orders for laying the case hefore the Counecil,

(Rule 26)

12, A Secrctary may ask to see the papers in any department if such papers are
required for the disposal of a case in his department.

[Rale 27 (1)]

18. The Chief Secretary may call for papers relating to any case in any department,
examine it and submit it for the orders of the Ministert in charge or of the Chief Minister
through the Minister in charge.

[Rule 27 (4]

14. If any question arises ag to the department to which a case belongs, the matter
will be referred to the decision of the Chief Secretary. .

(Rule 28)

15. The classes of cases that should be submitted to the Chief Minister and/for
Governor before the issue of orders are given in Rule 81.

Part II.
XJII. SECRETARIAT INSBTRUCTIONS (GENERAL).
The Secretary in each department will circulate files to the Minister in charge or
to other. Ministers in the following cases before issue of orders :—
(a) Cases where a question of policy is involved.
(b) Cases relating to new schemes of expenditure as specified from time to time.
(c) Cases where there is a difference of opinion between the Secretary and the
Head of the Department.
(d) Cases where the conduct of a Government servant is involved.
(e) Other important cases.
(Instruction 3)

2. The Seccretary of each department will ordinarily dispose of cases which do not
involve the adoption of new policy or principle, provided that the comcurrence of the
Finance or other department concerned has been obtained if financial or other implica-
tions are involved.

(Instruction 8)
3 It is the duty of the Secretary to see thst the policy of the Goveroment in the

department with which he is concerned is carried out. He will have the right to tender
advice ta the Minister at any time before the Minister passed final orders in a casge.

‘(Instruction 8
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4. All cases which have to bo submitted to the Governor will be submitted only
through the Minister or Ministers concerned and the Chiel Minister.

(Instruction 10)

5. All correspondence dealing with appointments, postings and promotions will be
treated as striclly confidential and will be kept as far as possible in the hands of
Gazetted Officers.

[Instruction 13 (ii) (1)]

XIV. GOVERNMENT BiLLs.

6. Heads of Departments will, when necessary, submit proposals for legislation in
the form of a letter, explaining the necessity and scope of the legislation. The question
of giving publicity to the proposals and preparing a draft Bill should, unless otherwise
directed, be left to the Government.

(Tostruction 24)

7. Consultation with other departments should, wherever practicable, be effected
by personal discussion between responsible officers of the department concerned and the
result of such discussions should be recorded in a note agreed to between those officers.

(Instruction 39)

XV. INSTRUCTIONS TO BE FOLLOWED IN NOTING ON OASES.

8. A precis of the contents of a single paper will be made only when it is of great
length and complexity. This will be done ordinarily with the orders of an officer.

(Instruction 75)
9. Notes written in one department and sent to another will not be communicated

to an officer outside the Secretariat, without the consent of the department concerned.
(Instruction 24)

10. (i) All references to the Tamil Nadu Public Service Cimmission will be addressed
to the Commission by the administrative department of the Becretariat concerned in the
form of an official letter.

(Instruction 77)
(ii) Secretariat note files should on no account be sent to the Commission.

(iii) All correspondence with the Commission will be sent to the Public (Services)
Department for perusal before issue.

(Instruction 86)

XVI. MISCELLANEOUS.

11. The Government will not receive a petition on any matter unless.the petitioner
has first appesled to the local authority and the confrolling authority.

12. The Government will receive petitions only from_the Principals'. Communica-
tions running in the name of Pleader or Agent will receive no attention. Qrdml:irllx
anonyma:s petitions will be totally disregarded. But, if specific allegations of misconduact’
against a Government servant are contsined in sny anonymous petition the Government
tnay take such action thereon ag they deem fit.
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13. The petitions addressed to Government will be liable to summary rejection in the
following cases :—

(i) When the petitioner has not complied in full with the instructions in the matter,

(ii) When the petition is illegible or unintelligible or containsg language which is
disloyzl, disrespectful or improper.

(iii) When the petition is 8o belated that its consideration is clearly impossible.

14. IYie detailed instructions regarding submission of reports on matters of political
and administrative importance such as riots and disturbances, use of troops to aid the
civil power, floods, etc., are given in Appendix II of the Instructions.

15. Instructions for the submission and disposal of petitions, addressed to the
Governor by persons who are or were in the service of the Government in respect of
matters affecting them as Government servants are given in Appendix IIT of the
Instructions. R

16. Instructions for the submission, receipt and transmission of memorials and
petitions for pardon to the President of India are given in Appendix V of the Instructions.



CHAPTER VII.
DISTRICT OFLFICLE MANUAL.
1. INTRODUCTORY.

1. The District Oflice Manual contains the oflice system described as the LTottenham
System. 1t is intended primarily for use in the ollices of the Collectors in the districts.
It is also intended for use in the other Revenue Ullices such as Revenue Divisional Olfices,
Taluk Offices and the Deputy Tahsildars’ Offices. It is now made applicable to all ofiices
of the Heads of Departments with slight changes or modifications to suit the set up of
the various offices. All the Ministerial statf in the various offices in the State (except
those in the Secretaviar for whom a separate Manual called '* Secretariat Office Manual ™
is applicable) must be thoroughly conversant with the jnstructions contained in the District
Office Manual angd follow them. 'Che important provisiong in the Maunual are norrated
below :—

11. OrricE DISCIPLINE.

2. Hours of attendance.—All members of tle establishent are expected to atlend
office from 10-30 a.m. {o 5-00 p.w. on all week days except rccognised holidays. An
nterval of half-an hour between L and 2 p.m. will be allowed for titin or lunch but titin
or lunch should be taken within the oftice compound itseli.

3. Attendance Reyister—Attendance Registers are mamntained in each oflice. 1f it
is a small office, jt will be a single register. In oflices where there are a number of
sections, separate registers will be waintained for each section. Assistants must initial
in the register as soon as they come to olfice. The Register will be closed 10 minutes
after the office comimences and will be sent to the Gazetied Oflicer concerned through
the Section Head or Superintendent. 1f any Assistunt does not attend office punctually
the word ‘‘late '’ will be entered againsy his name in the column for that date. If
he comes later on, the Lour at which he arrives should bo eutered. The penalty for
every three days late attendance will be the forfeiture of a day's casual leave. Atten-
dance after 10-30 a.m. to 12 noon withous perniission will be treated as late attendance.
Attendance between 12 noon and 1-30 p.m. with or without permission will be treated
as casual leave for half-a-day. Any day on which a mewber of the stall attends olftice
after 1-30 p.m. with or without permission will be treated as casual leave for the duy.

4, Casual leape.—A Government servant is eligible for 12 days casual leave in a
calendar year. Besides ihis, he is eligible for 3 days optional holidays. The casual
leave will not be granted on vague and general grounds such as ‘* for urgent private
affairs ”’, etc., or for *‘a certain ceremony ''. 'The purpose for which the leave is
required must be stated definitely. Applications for casual leave must be made and
orders obtained before the leave is taken. Absence-in anticipation of sanction will be
allowed only ii the necessily for the leave could not have been foreseen. In the case of
Government servants appointed under cmergency provision and who are likely to ho
ousted at any time, their eligibility for casual leave will be calculated with referencs to
the period actually spent oz duty and will be proportionately limited, i.e., he inajy bhe
granted two days’ casual leave for every two months’ service. ’

III. ORGANISATION OF O¥FICE.
5. Each office is divided into convenient sections and each section will be under the

control of a Superintendent or Section Head. A clear distribution list showing the
sections, the head of eech section, the Assistanis comprising cach section and the
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subjects dealt with by each Assistant will be drawn up To each section, a section letter
a8 A, B, C, etc., will he assigned and fur each Assistant a number will he allotted as
Al, A2, B1, B2, cte. An Officer (Gazetted or Non-Gazetted) will exercise general
supervision over the whole office with regard te the despatch of business and in regard
to discipline. The Section Heads/Superintendents are responsible for ensuring prompt
despatch of business in their sections and for ensuring office discipline.

IV. OFricE SYSTEM.

6. The following Registers are generally common to all the ollices and they are
maintained in all the offices. ‘[he forms are printed in Appendix ‘B’ to the District
Office Manual.

(1) Distribution Register (Form I).

(2) New Case Register (Form 11I).

(8) Personal Register (Form II).

(4) Tair Copy Register (Form IV)

(5) Despatch by Post and T.ocal Delivery Book (C.F. 61--Revised).
(6) Stamp Account (Form V).

(7) Periodical Register (Form XD.

(8) Call Book (Form VIII).

(9) Security Register (Form XV).

(10) Copy Application Register (B.S.0. 173—Paragraph 8).
(11) Record Issue Register (Form XIV).

(12) Arrear List (Abstract) (Form VII).

(13) Arrear List (Detailed) (F'orm X).

(14) Special Register of Tmportant References from Board and Government
(Form XV).

(15) Special Register of Letters, Parcels and Packets received by Registered Post
(Form XIX).

7. Tappal Distribution.—All tappals addressed to the Head of the Office will be
opened either by bimself or by an officer, authorized by him in this behalf. The Demi-
Official letters will be opened by the officers to whom they are addressed. All registered
tappals will be received by the oflicer authorised to receive such tappals. The registered
tappals will be entered in a separate register called ‘‘ Special Register of Letter, Parcels
and Paclets received by Registered Post "’ (Form XIX). All the tappals, after perusal
by the Head of the office and other Gazetted Assistants, will be sent to the Tappal
Assistant for distribution to the Sections concerned. ‘The Tappal Assistant maintains a
Distribution Register in Form No. I. In the offices of the Heads of Departments, two
sets of distribution registers are maintained, one Common Distribution Register for the
entire office and another set of distribution register for each section. The serial numhers
in column 1 of the register will bear machine number given to the tappal. The machine
numbier is repeated in the Common Distribution Register and the Distribution Register
of the relevant section. The tappals intended to each section are handed over to the
Head of that section hy the tappal Assistant along with the Distribution Register of that
section and tha initialg of the Section Head are obtained in the Cormamon Distributisn
Register. The Superintendent then sorts out the fappals Assistant-wise, makes neces-
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sary entries in the dis(ribulion register relating to hig scetion in columns 2 and 3 and
gets the intials of the Assistants concerned in column 8. In column 2 enclosures, il
any (such as service Regsier, Personal Tile, National Savings Certificates, etc.) are
noted. In the Collector 's Oflices, there is no common distribution register. The
Distribution Register is maintained separately in each section.

8. Personal Register—Iach Junior Assistani or Assistant to whom subjects are
assigned will maintain a Personal Register in Form II. As soon as the subject-Assistant
receives the tappals, after acknowledgment in the Section Distribution Register, he will
sort out the tappals into '* New Cases ™ or “* Old Cases ', ** Periodicals *’, ete. '* New
Cases " are papers rcceived afresh. ‘‘ Old Cases '’ are papers other than new cases.
They may be replies to old pending currents or be in some way connected with a pending
current or periodical. All the new cases will be registered in the Personal Register of
the Assistant, in columns 1 to 4. In the offices of the Heads of Departments in
column 2 ** Current Number ”’, the disiribution register number will be entered. Tn the
Collector 's Office, when the subject Assizlant registers a new tappal, column 2 will he lelt
blank by the subject Assistant. As soon as he finishes the registering of all the tappals
assigned to him, he will send the Peronal Register to the Assistant who is maintaining the
New Case Register. The Assistant who maintains the New Case Register (in Form III)
assigns numbers from the New Case Register and enters them in colimn 2 of the
Personal Register of the Assistants concerned. The New Case Register numbers will
be noted in all correspondences relating to that file. Tn the offices of the Heads of
Departments, a separate register called ‘* New Case Regisler '’ is pot maintained. The
correspondences are carried on by adopting the mumber in the Distribution Register of
ihe Sections concerned and these numbers are adopted when the files are finally dis-
posed of. The serial numbers in the Distribution Register should be ringed off as soon
as the New Case Number (in offices where New Case Register is maintained) or the
disposals or the periodical numbers a< per entries in the Personal Register are noted
in column 4 of the Distribution Register. The numbers in the distribution register
relating to the previons calendar year and which remain unringed off as on 1 April of the
current year will be brought forward to the first volume of the Distribution TRegister.
For this purpose, a few pages of the Distribution Register will he Jeft blank at the
enmmencement of the calendar vear. After this is done. the old volumeg of the Distri-
bution Rewvister will he sent to the Record and the acknowledgment of the Record Keeper
obtained, in the first page of the new Register for having handed over them to record.
Similarlv. in the Personal Register of the Junior Assistant/Assistans also, the cases of
the previous vears remaining undisposed of on 1 April will be entered in the pages already
left hlank in Volume I of the Register relating to the current vear. After this iz done,
the volumes of the previous year together with their Running Notes files will he sent to
the Record before 15 April. The acknowledgment of the Record-Keeper will be obtained
in the first page of the first volume of the Personal Register for having handed over the
registers to record. .

0. Reqistering of tappals and taking action.—Ar goon as the snbject Assistants whao
are to deal with the papers receive them, they will register them in the Personal Register.
Tf thev are new cases, columns 1 to 4 will he filled up. Tf a paper is a new case, the entry
in colnmn 4 will conform to the authorised heads of titles given in the District Office
NManual. A current that originates in the office is treated like any other ¢ new case ’’.
Tn colnmn 4. the word ‘‘arisineg’’ will be entered after the title. Tf the tappal is an told
case, the current number to which it is a reply will be noted in column 4 and necessary
corresnonding entries will be made simultaneously in columns 9 and 10 of the old current
to whieh it is a reply. This is called chaining with the old current. If the tappal relates
‘to & periodical, the periodical number wil be noted in column 4 and necessary entries for
the reeeint of the tappal will be noted in the periodical register also,

10. The Tnnior Assistants/Assistants in  charae of the TPersonal Register will {ake
action on each maver within 4 davs of its receint. If anv hack files are required from the
record, a requisition in the preserihed form will he sent to the Record Reeper and the file
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obtained. Action on all papers should be taken imunediately. No paper should be delayed
beyond four days. 1f on any paper, the Junior Assistant/Assistant wants time to scruti-
nige old files o study pepers, the papers should be put up to the Superintendent/Section
Llead and his orders obtained. 1L a paper cannot be put up within a weel’s time, the
papers should be put up to the Gazetled Officer concerned and his orders obtained for
granting time.

Arrangement of File, Noting, Style
34 to 62 of the District Oilice
/Assistant’s section letter and

1L, Detailed instruction regarding Referencing,
to be adopted in Notes and drafts are found in paragraph
Manual. In all relerences issued, the Junior  Assistaot’
the numbers are noted before the current number and year as noted below : —

. C. No. A1/2260/68.

This will fucilitate the distribution and tracing of pending correspondence when replies
are received o the references issued.  The  Junior Assistant’s,\ssistant’s scction letter
and nuwber st not be marked when  relerenees are  issued on disposuls. It will be
mnerely mentioned as follows :—

L. Dis. 2260/68.

12, The Lersonal Legisters of the Junior Assistants/\ssistunts should be checked by
the Superintendent/Section Head and other Ligher ofticers periodically. — An Oflice Order
prescribing the exace dates of check by each oflicer will be available in each office and
cach Junior Assistant/Assistang should put up the Personal Registers [or check on the
due dates without lail. The remurks of the checking ofiicers should be entered in a
running note file in foolscap on the left hand side. The replies of the Junior Assistant/
Assistant should be entered on the rigbt Land side and they should be furnished within
18 hours and submitted to the checkiug oflicers. Any omission in this respect should be
takeu severe note of by the checking oliicers.  Along with the Personal Registers, the
Perivdical Registers and the Stock Tiles should also be put up for check. If the
Junior Assistant/Assistant maintains other special registers, they should also be put up for
check simultuncously. However, separate Running Note Files should be rmaiutsined for

special registers.

13. Periodical Register.—Every periodical due to or by the Office is assigned a number
in the list of periodicals in the office. A consolidated periodical register will be maiutained
for the whole offics. All periodicals will be assigned to one Junior Assistant/Assistanb vr
other. Each Junior Assistant/Assistant will maintain a Periodical Register for his branch
with an index on the first page showing the several periodicals for which Le is responsible
and the due dates for their submission. These periodicals should be arranged further
according as to whether they are weekly, fortnightly, monthly, quarterly, half-yearly or
annual and the requisite number of pages allotted tn the register for each set of periodicals.
As already stated, the register should be put up for check along with the Personal
Registers. Each Junior ‘Assistant/Assistant concerned with the periodicals should see
that they are received or despatched, as'the case may be, promptly on _t_he due dates. In
order to check delays in the submission of periodicals, a calendar showing by month and

eat should be attached to the frout page of the

date, all the periodicals due from his s 5 f
periodical register of each Junior Assistant/Assistant. Each Section Head snould

maintain a calendar of all in-coming and cut-going periodicals relating to all the Assistants
in his section, Assistant-wise and date-wise, scrutinise the abstract every day and see that
action is taken promptly. Periodicals are not given a disposal. 'They will simply be filed,
i.e., they will be kept arranged in annual bundles in serial order. After the close of each
vear, the periodicals should be brought out to a fresh register and the entries made neatly
and legibly.

14. Disposals.—Disposals are of the following kinds : —
R. D. K. L. N and F.
(1) R. Disposals (Retain) are disposals which are to be retained permanentiy.
They are, however, now reviewed after 30 years.
506-32—b6a
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(2) D. Disposals (Destroy) are disposals which are {o be retained only for 10 ycars
and destroyed after 10 years.

(8) E. Disposals (Keep) are disposals which are to be rctained only for 8 years and
destroyed alter 3 years.

(1) Ts. Disposals (Lodge) are disposals which are o be retained only for one ycar
and destroyed after one year.

(5) N. Disposals are disposals in which the references are sent out in original.

(6) ¥. Disposals (File) are disposals to be filed and retained for specified periods.

The R. Disposal files, though to be retained permanently, will be examined alter 30
vears to find out il the retention of the files permanently is still necessary or whether they
may be destroyed. The Assistant and the Section Ilead have to make up (heir minds
regarding the disposal to be given 1o each file and in token of it they have to attest the
methad of disposals noted by them. Of course, the decision of the officer who approves
it is final.

15. As soon as files are disposed of, the fles are sent to the Superintendent, Fair
Copying Section in the Collector's Oflices after making necessary cutries in Col. 11 of the
Personal Register. In respect of N. Disposals, the gist of the endorsement is written in
Col. 11 iu addition to noting the nature of Disposal and date. 1} and D Disposals are
indexed in duplicate as per the title head in Col. 4 of the Personal Register. One copy of
the index is tagged on to the file and the other copy is retained by the subject Assistant
for his reference and it will be kept by him arranged alphiabeticaliy. The Superintendent,
Fair Copying Section, gets the despatch seal aflixed in Col. 11 ol the Personal Register in
respect of all N. Disposals by the despatching Assistant. 'I'he despatching Assistant notes
all these disposals in the New Case Register in Col. 3. In respect of other files, the
Superintendent, Fair Copying Scction acknowledges the reccipt of the files in Col. 11 of
the Personal Register and hands over to the Assistant who maintains the New Case
Register. The New Case Register Assistant makes necessary entries in Col. 3 of the
New Case Register and hands them over to Record. 'The Record Keeper receives the files
after acknowledging the rceeipt of the files i nCol. 4 of the New Case. Register. In
the offices of the Heads of Departments, where there is no New Case Register and where
Distribution Register is maintained for each section, the Superintendent of the section
acknowledges tle receipt of tlie files in Col. 11 ol the Personal Register, make necessary
entries in Col. 3 of the Distribution Register, takes action fo despatch the N. Disposals and
bands over the other disposals to the Record ISeeper. The despatch scal for the N
Disposals is aflixed in the Distribution Register.

16. Arrear lists.—On the first of every month each Junior Assistant/Assistant should
prepare an abstract of pendency in Form VII which is called Abstract Arrear Fiist and the
detailed arrear list in Form X. The abstract in orm VII will contain information
regarding the receipt and disposal of papers in the branch for c_:ach month. Iy the detailed
arrear list, all currents which are over 3 months old counting [rom the date on:which
each current was first entered in the Personal Register sbould be shown. This list should
not he written afresh each month ; but currents which became 3 months old during the
previous months and which remain pending should be-added while tlie currents closed
during the previous months should be ringed off. The abstract and the detailed arrear
lists should he put up to the head of the office through the section heads and supervisory
officers concerned for critical review and orders on the tenth of each month.

17. Call book.—There may be cases in which some reporis are due to Government or
some other authority after-a certain period or a matter may have to be reviewed after some
time. In such cases, the files need not he kept pending till that period. They may be
closed and transferred to a separate register called ‘‘ Call Book " in Form VIIL. A file
can be transferred 10 a Call Book only if the call ig after a peried of 6 months and not
carlier. There will he a common Call Book for the whole office: The file will be closed
and in Col. 11 of the Pesonal Register the Call Book number will be noted. When the
file has to be re-opened on the due date, it will be. entered in the Personal Register as a
pew current and action taken on the new current. -
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18. Security Register.—This register will be maintained in Form XV. All valuables
such as cash, notes, etc., having actual monetary value will be entered in this register.

1. Copy dpplication  Register~1Lhis  register will  be maintained in the form
prescribed in Buard's Standing Order No. 173, paragiapli 5. Copy stawp pupers received
w ith copy applications and cash for the purchase ol copy staiup papers should be entered
in this register and not in the Security Register,

20. Record Issue Register.—This should be waintained in Fortu XIV. As a rule, no
record should be issued from ihe Iecord Rooms unless a requisition in proper form is
received in the Record Section and an entry is made in this register and the signature of
the receiving Assistant obtained in the Register. ‘I'he return of the record to the Hecord
Room should also be watched carelully. To ensure the regular and systematic return of
the records to the Record Room, the Record-NKeeper should prepare on the first of every
month an arrear list for each section [(ur all the records which have been absent from the
Record Room for more than three months together with the name and designation of the
Junior Assistant/.\ssistant to whom each record was issued and the date of itg issue.
Simultaneously, an extract of the list should also be furnished to each Junior Assistant/
Asristant coucerned 10 enable him to check and return the files. The Junior Assistants/
Assistants should eithier return the files or sead new requisition slips.

2l. Fuair Copy Register.—This regisier is maintained in Form IV. Ii is maintained
by the Superintendens, Iair Copying Section, in the Collector's Offices where there is a
separate section for fair copying and despatching. In the offices of the Heads of
Departments, it is maintained by each Fypist and Steno-typist concerned.

22, Stamp Accounl.—1t is mainiained in Form V. It is ap account of the service
postage stumps received, issued and (lie balance at the end of each day. An entry is made
for each day wlhen there is a transaction ol service postage slawps.

23. Despatcht by Post and Local Delivery Book.—'his is mainlained in C.F. Form
61 (Revised) for communications to be delivered by hand.

‘94, Forms and Slationery Slock Register.—Separate regislers will be maintained for
the receipt and issue of forme and stationery articles in each oflice.  The acknowledg-
ments of the persons concerned should be obtained in the relevant column whenever forms
or stalionery articles are issued.

95. Furniture Register.—a Slock Register of Furniture and all other office stores
(except books, forms and slationery) in Form No. 10, showing the number received.
number disposed of by transfer, sale, loss, ete., and the balance in band for each kind
ol article separately is maintained.

26. Reminders in-ceming and out-going.—In respect of in-coming reminders, the
Junior Assistants/Assistants should atiend to them immediately and take action to send
replies to the oficers from whom they are received and to call for the reports from others,
it they are pending with them. In respect of out-going reminders, a Reminder diary
should be maintained by each Junior Assistant/Assistant. This Reminder diary will
contain the current numbers on which rerninders are due and the dates of the reminders.
TReminders should be issued systematically on the- due daies.

97. Destruction of Records.—All disposed of files (except R. Dis. and F. Dis files),
are to be destroyed at the end of the period for each file. All the R. Dis. files will also be
reviewed at the end of the 30th year and will be examined to find ont whether it will be
necessary to retain the files permanently or whether they too may he destrayed. The
work relating to the destruction of files should be attended to systematically every year.

98. References.—There may be instances where references have to be sent in original
calling for report or remarks from another officer or individual. In such cases no office
copies of the contents of the endorsement are kept, but a slip called ‘* N. Reference Slip**



38

in Yorm VI is maintained. The despatch stamp will be affixed by the despatching
Assistant and the slip returned to the subject Assistant along with the other office copies
ol the drufts despatched.

29. Stock Files.— These are permanent files of haportant orders maintained by the
subject Assistants for each subject to be fixed by the head of the office. It is a convenient
method of keeping important orders of CGovernment or other officers. Whenever an
important arder containing general instructions is received from the Government or other
officera on one of the subjects for which a stock file is maintained, the head of the section
which deals with the subject shionld see that the original order is put into the appropriate
stock file and {hal a slip conlaining a reference {o the page of the stock file where
the order is kept is placed in Record Pile



CHAPTER VIIl.

(A) GENJRAL INSTRUCTIONS JFOR ‘TLII GUIDANCE OF ASSISTANTS IN
GOVERNMENT OFFICES WHO ATTLEND TO CORRESPONDENCE WORK.

The success of an Assistant depends largely on the way in which he organises his
work and the time available for it. An assistant may be intelligent, kard working or in
the know of all the rules and orders. In fact he may be all the three put together and
yet may be unhappy and make lis superiors equally so, if he is not prompt, regnlar and
systematic. A little hard work and determination in the initial stages will make him
form these habits which will be with him through the entire length of his career. They
will enable him (o double his efficiency and halve his worries.

2. Stock Files, Personal Registers and Reminder Diaries are the Assistant’s best
friends and not his enemies. They are to be viewed, not as instruments ol inquisition Iy
superiors but as  essential aids which one must be proud to maintain.  Stock Files are
fountains of information which onc must use and also keep clean.  Defective noting will
only add to the Assistant’s work at a later date and constant touch with Stock Ifiles will
help avoid such defective noting. A look at the I’ersonal Register hefore the Assistant
hegins the day's work will serve to remind him ol the papers he is keeping with him
and thus Lelp to plan out the strategy for the day's work. I'he day will also appropriately
end with the Assistant enfering the new currents in the Personal Reyister and niaking
other entries. Similarly, a look into the Reminder Diary early in the day will help himn
to send out reminders after verifving the day’s tappals.

3. All the tappals received in a day should be registered by the Assistant on the
same day. The papers may he kept as ¢ New Cases ™" or chained with old pending files,
as the case may be Neut and systematic arrangement of files will greatly facilitate
work. The files should he kepl arranged in varions bundlea as indicated helow :(—

(a) Papers pending action.
(b) ** Await '’ papers.

(¢) Periodicals.

(d) Stock Tiles.

(¢) Papers to go to record.

Papers pending action should be sorted into *' immediate " ** urgent '’ and ‘' ordinary ™
files and action taken accordingly. The ‘‘await papers' should also be arranged
chronologically with reference to the dates by which replies are expected.

4. Normally o paper should be put up with action within five days of its receipt in
the section. If for any reason action cannot be taken within five days the matter should
be bronght to the notice of the immediate Gazetted Officer explaining the reasons aud
requesting time to take action on the paper. After attending to all immediate and
urgent references, the ordinary and routine papers should be attended to.

5. The Reminder Diary should be looked into daily and in all cases in which
reminders are due on that day and for which replies have not come up to that date, action
should be taken to issue reminders. As the issue of reminders is a routine item of work.
the convenient hour for issuing the reminders may be between 2 to 3 p.m. daily after the
Assistant has taken his lunch. By this time the in-coming tappal would have also been
distributed. The reminders may be in ‘‘ exchange reminder ™’ form or ** Memo >’ form or
*“letter ** form or ** D.O.letter ** form as the case may be.

6. In respect of periodical returns also, the reminder diary should indicate the
periodical numbers on which reminders have to be issued and action taken to issue the
reminders also.
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7. In respect of in-coming reminders also, prompt action should be taken to send a
reply to the oflicers concerned explaining the stage of pendency.  Replies (interim or final)
shovld be given promptly to all demi-official letters. A good Assistant will not feel
conifortable in his seat if he keeps a demi-official letter unanswered.

8. 'The Assislani should freely seek the advice of the Superintendent/Section Head
regarding the manner in which action has to be taken in each paper and the Superintendent
should also in turn guide him properly. '

9. Delay breeds delay. Very often Assistants who are olherwise sincere and hard-
working, get into difticulties by sitting over files thinking either that they are tough ones
or that a detailed note has to be put up. But the Assistunt soon gets into a spell of
procrastination and puts off taking up the file for disposal. More often than not, the
final disposal is no better than what it would have been, had he taken up the file earlier.
Tl the Assistant does not know how to dispose ol such a file or if a file so warrants, he
can straightaway seek the advice of his superiors instead of wondering what to do with the
file. The mora difficult a file, the more quickly one should come to grips with it. Tt is
needless to say that a difficult file should not be disposed of in a hurry without proper
examination but it should not, on the same score, be put away to he taken up ai a more
*“ convenient ™’ date.

10. Notes and Drafts.—As far as jiossible the notes and dralts should be brief and in
sinple language. A note should be put up only when it is absolutely necessary. "The note
should not be a repetition of what is contained in the current file. It should give a brief
account of the subject matter giving reference to the usetul precedents, il any, and the
material provisions of the law or rules governing it and to Acts or other official publications
kept for reference. Time should not be wasted in writing lengthy and unnecessary notes.
The draft orders should be complete in themselves and should not contain anything more
than what is necessary.

11. The Call Book Register should be looked into every Monday to ensure that in all
call book references which are due for re-opening in the week, action is initiated without
delay.

12. The stock file for each subject should he maintained up-to-dale by weeding out all
obsolete orders and by adding all important and latest orders. The index should contain
the subjects and the page number in the stock file.

13. The Assisiant should keep his table, rack, almirah, ete., tidv with the files
neatly arranged without any confusion. Copfusion in the arrangement of paper is a
major cause for delays and un-systematic way of doing things.

14. The Assistapt should be very prompt in putting up the Personal Registers,
Periodical Registers, Stock Tiles, etc., for check to the Seotion Head/Superintendent and
the Gazetted Assistant on the due dates alrcady fixed. This actually provides him a
convenience to overhaul his registers and should therefore he welcomed. Replies to the
queries in the Running Note File should be put up promptly. T'he veplies should not be
merely ‘‘ Instructions noted '*, ““ The papers will he put up’’, etec. .\qtion should
actually be taken on all the papers as pointed out in the remarks and the rcplle§ should be
‘* papers since put up 't ““action since taken'', ‘' reminder since issued '’, etc. "All
this will only facilitate the Assistant’s work. In this manner, the Assistant would only be
helping himself and not obliging his superior.

15. The Assistant’s work should be a matter of pride to him. He must believe in
keeping up high standards and he will find that his superiors and colleagues respect him.
Tard work is essential but it will show only if it is organised for securing purposeful results.
All Assistants should therefore toke pains to form habits of regular -and systematig
work.
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(B) GENERAL TNSTRUCTIONS FOR THE GUIDANCE OF BEGINNERS 1IN
THE PREPARATION OF BILLS.

I. GeENEraL.

A young Assistant may feel diftfident in preparing a bill. However, a bill is not such
a inysterious document that only a magician could produce. What a bill should contuin
is ultimately a mwatter of commonsense.

2. A bill presented at the Treasury/Sub-Treasury for the payment of any amount
by the Government should coniain the following particulars: —

(ay The nature of claiw:
(b) Lhic amount claimed:

(¢) I'he period to whicli the claim relates to, il it arises periodically, e.g., Pay.
Travelling Allowance, etc.;

(d) The orders sanctioning the charge, if it is incurred under special orders;

(¢d 'Llie major head, minor and sub-head and detailed head to which the charge
15 debitable.

3 “I'ne hill should be preparved in the proper form, prescribed under the Treasury
Rules or in the departmental manual or code. Lt should, as fa as possible, be in printed
form. livery Dill should be prepared in and signed in ink. Dall point pen should not
be used.

4. 1f any deduction is made in the bill, the authority for such deduciion should be
noted aud the particulars of deductions furnished.

5. I'he total amount of the bill should be written both in figures and in words.

6. All corrcetions and altevations in the total of the bills should not be erased. They
should Le neatly corrected and aitested by the dated signature of the olficer signing the
bill.

7. he debit Liead should be typed and pasted in the proper place. If it is a big office
where a large number of bills are issued, printed slips can he got.

8. A note to the effect that the amount of the bill is helow a specified amount
expressed in whole rupees in words should be recorded in the body of the bill in red ink.
This is called . Protective endorsement . ‘I'he amount to be entered will be next hisher
whole rupee amount of the bill amount. °

9. Tavery bill presented at the Treasury/Sub-Treasury will contain a slip in M.T.C.
Form No. 100 duly filled in subject to the exceptions in the ‘*Notes " under Subsidiary
Rule 2 (1) under Treasury Rule 16. ’

10 All bills should be sent to the Treasury/Sub-Treasury with entries made in the
Tegister it M.T.C. Form No. 70 (Treasury Bill Book). There should be only onc
TRegister in M.T.C. Form No. 70 for cach office. i

1L. Prepanation ¢F Day BiiLs oF LSTABLISHMENT.

1. All pay bills for the current wonth should be prepared and presented at the
Treasury /Sub-Treasury five days before the last working day of the month and not at the
fag end of the month.

2. Billg [or perrunnent establishment and temporary establishment should be prepared
.eparately.

506 -32 -G
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8. In respect of bills for temporary establishments, the order sanctioning the
temporary establishment and the period up to which the sanction lias been  aecorded
should be noted.

4. For preparing the current month’s pay bill, the oflice copy of the previous
wonth's pay bill should be the basis. 'L'he names of the persons, amount of pay,
allowances, ete., sbould be followed subject to the changes, il uny, during the current
month.

5. If the pay of any person is not to be claimed lor want of sanction of leave, ste.,
the amouni should be entered in red ink aga'nst his name and the amount ignored in the
total.

6. A separale tolal has to be given [lor each section of eslablishmenl.

7. Tle pay of last grade servanls charged to ‘' Contingencies ” should noi be
included in establishment pay bills.

8. In respect of permanent establishmeni bills, an absentee statement in M.1.C.
Form No. 48 shiould be attached io each bill.

9. Last Pay Certificates should be attached, il the pay of any person who was
transferred frora other office, is claimed in the bill.

10. Increment certificate in M.T.C. Form No. 49 duly sanctioned by competent
authorities should be atlached to the bill, if pay at increased rate is claimed to any one:

11. Leave salary calculalion stalements shiould be atlached, it for any person leave
salary is claimed.

12. In respect ol deductions for G.P.F., festival advauces, cte.. schedules in the
prescribed forms (M.'T.C. Form 41-D) should be prepared (in triplicate), got signed by
the drawing officer and attached to the bill. Tix the case of festival advances, the name
of the festival should be noted.

13. The prescribed certificales [or the drawal of dearness allowances, house rent
allowance and other allowances should be attached to the bills.

14. When recoveries are made in the pay bill towards advance already granted, (he
following particulars should be furnished in the O.B.A. (Objection Book Advancr)
recovery schedules :—

(¢) Name of the Government servant.

(U) Amount deducted.

(¢} The number of instalment.

(d) The District and Department in which the original advance was given.
(2) The amount of the advance.

(f» The Lalance pending recovery.

15. Arrears of pay cannot be claimed and dvawn in the current month's bill. A
separate bill should be prepared for arrear claims. The claim should be regulated with
reference to the provisions contained in Article 54 of the Madras Financial Code, Volume I.
The competent authority should request the Accountant-General to investigate the
arrear claim in accordance with the latest orders. Arrear bills which require pre-audit
ahould be sent to the treasury only after pre-audit. In all arrear bills, the Drawing Officer
should dppend a certificate to the effect that {he amount was not drawn previou;l_v. A
nute of the arrear bill should invariably be made in the office copy of the bills' giving fgl)e
period to which the claim relates to avoid the risk of the arrears being claimed over again.
A certificate to this effect should also he appended in the body of the arrear hill.
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IIT. 'PRAVELLING ALLOWANCE DiLes.

L. Alt particulars like hieadquarters, pay, month of claim, dgl.le and I_murs object lc:oE
journay, etc., required to be indicated in the various columns in the bill should be
furnished.

2. All the prescribed ceriificates requured to be furnished under the rules should be
signed by the drawing officer,

3. The ‘I'avelling  Allowance Bills  <honld be countersigned by the

competent
authority.

Nork.- -The counter-signature is not necessary in respeet of the "Fravelling Allowance
claims of certain caiegories of officers.

4. The tour advances or transfer travelling allowanee advances, if any, granted
previously should be adjusted iu the bill without fail.

5. In respect of the travelling allowaunce claim of non-gazetted establishment, a
certificate that the amount claimed in the bill was not drawn and paid previouslvy should
be recorded in the body of the bill.

G. 1'he rates of ‘I'ravelling Allowance and Daily Allowance for various classes of
officers are found in the Manua! of Special Pay and Allowances.

IV. CoxTINGENT BiLus.

1. Conlingeni bills can be drawn only by specified officers as detailed below : —

(@) A Gazetted Government servant who is the head of an office may draw his
oflice contingent bills. He may also delegate this power to a Gazetted Government
servant serving under him. :

(b) The classes of Non-Grazetted Government servants who may draw contingent
hills on the treaswrv and the conditions under which they may draw are gpecitied in.
Appendix 13-~M.T.C., Volume IT.

2. Bills Tor conlingent expenditure that require the counter-signature of the
controlling authority before payment should be drawn in M.T.C. Form No. 56. The
Treasury Officer will not henour such bills. if thev are not countersigned.

3. Bills for contingent expenditure that require the counter-signature of the
controlling authority ajter pagment will be drawn in abstract bills in M.T.C, Form No, 57
and monthly detailed bills will be sent to the controlling authority for counter-signature
and transmission to the Accountant-General.

4. Bills for contingent expenditure that ‘do uot require counter-signature will be
drawa in' M.T.C. Form No. 58.

5. Tull -particulars of the charges shonld be furnished in the bill.

6. The sub-vouchers [or individual payments exceeding Ra. 50 should be attached to
the bill.

X ]7.bf.llllxe' prescribed certificates in respect of the other sub-vouchers should be furnished
n the ball.

8. In respect of claims which require the sanction of higher authorities, reference

to Ihe sanction should be quoted in the bill and a copy of the sanction should also be
attached. ’
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9. Particulars regarding ilie amount of appropriation sanctioned, the expenditure
ircluded in the bill, the total expenditure including this bill and the balance available
should, be noted in the space provided for in the bill.

10. 1f the contingeni bill is endorsed in favour of a private party, who collects the
amount in person, the foru in M.T.C. 103 duly signed by the drawing oflicer should be
attached 1o the bill, Such bills need not pass through the Treasury Bills Book (Register
in M.T.C Torm No. 70).

vV Bnwug vor Tour Anvaxce (M.I.C., VouuMe I—AvwricLr 84).
1. The claira should Le preferred in M.F.C. Torm No. 22.
2. A copy of the order sanctioning the advance should be attached fo the bill.
3. The fact of adjustment of the pervious advance taken should be noted in the bill

4. If the previous advauce has not heen adjusted, a certificate that an account of the .
previous-advance has been given should be furnished in the bill.

5. The amount is debitable to the service head direct and not debited to “‘advances™.

6. A second advance cannot he granted to a Government servant until he has given
an account of the first advance.

VI. BiLLs FOR ADVANCE OF PAY/TRANSFER TRAVELLING ALLOWANCE WHILE ON
TRANSFER,

1. The claim should be preferred in M.T.C. Form No, 40 (Bill for Misccllaneous
Payments).

2. A copy of the order sanctioning the advance should be attached to the bill.
3. The amount is debitable to Objection Book Advance (O.B.A.)—Advances.

VII. PERMANENT ADVANCES.

'* Permanent Advances ' are granted to certain Governvment servants to enable
them to meet contingent charges relating to their offices before drawing bills for the
amounts. When a permanent advance is first sanctioned, it will be drawn from the
treasury on a voucher in M.T.C. Form No. 40 (Bills for Miscellaneous Payments), suppor-
ted by a copy of the order sanctioning the advance. The several items of conlingent
expenditure which are met from the permanent advance will be recorded in one or niore
registers to be maintained in each office in the form prescribed for the purpose. When a
permancnt advancs is running short, the amount covered by the vouclers will be claimed
in s contingent bill in Form M.T.C. 58 and the amount re-imbursed. While claiming
the amount all the vouchers should he cuncelled and only those vouchers for amounts
exceeding Iis. 50 should be attached to the bill. A certificate to the elfect that the other
vouchers are cancelled and retained in the office should he furnished in the bill.

(C) PROCEDURE T0O BE TFOLLOWIED FOR SANCTION AND PAYMENT OF
PENSION.

1. Every Head of the Department will have a list prepared every six months, that is,
on the 1st January and 1st July of each year of all Gazetted and Non-Gazetted Government
servants who are dua to retire within the next 12 to 18 months of that date. A copy of
every such list will be supplied to the Audit Officer concerned not later than the 31st
January or the 31st July, ag the case may be. of (hat year. Tp ihe case of persons retiring
for reasons other than by way of superanpouation, the Head of the Department will lrr'onlptl}

inform the Audit Officer as soon as the impending retirement becomes known to him.

(Article 906, Pension Caode)
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2. Bvery Government servant should submit a formal application for peasion  in
Form - at least ove year in advance of the date of his anticipated reticenwnt,  Gazettod
Goverminent servants shodd send their application divecer (o ithe Andic Officer amd non-
Gazetled Clovernment servants lo the Iead of Office.  In cases in which the dale of
retirement cannot he foreseen one year in advance, thie application should be subwiilted
immediately after the date ol retirement is settled. A Governmeng servant proceeding on
leave preparalory lo retiremnent in excees of one year, should subnmiit the application it
the time of proceeding on such leave.

CArticle 907)

3. The Mead of the Departinent or any authority competent to make appointinent to
the post substantively, held by the retiring Governnient servant, will also be competent to
sanction pension and gratuity. Such authority will, after the consideration of the facts
of the cas3, record in T'orm 2 his orders as to whether the service rendered by the Govern-
ment servant has been satisfactory and is approved for the grant of the full pension or
gratuity or both, admissible under the rules or whether the service rendered lias not been
thoroughly satisfactory and what reduction should, for that veason, be made from the fnll
pension or graluity or hoth admissible under the rules.

Note.-—'* Gratuity ' means “ Death-cim-retirement  Graluity ' and

; ! includes
‘* Service Gratuity '’ if any.

(Artiel 908)

Nazelted Covernment Serpants.

o4 In respect of Gazetted Government setvatits, the Audit Officer concerned will
\lndertake the work of preparing pension papers in IForm I otie year before the date en
which a Government servant is due to retire on superannuation or on the date on whici
he proceeds on lcave preparatory to retirement, whichever is earlier. This work should
not be delayed till the Government servant has actually submitted his formal application
for pension.

(Article 911

5. hite Audit Officet will send to every Gazetted Government scrvamt, asder inti-
indtion to the Head of the Departmnt; or Where the retiring Government servant is him-
s6lf the Head of she Department,; to the concerned Administrative Department in the
Govertiment, a copy of Form 4 (Formal Application for Pension) one year in advance of
the date on which the Government servant attains the age of supera.nmuahon with the
request that it should be returned to him duly completed within a period of three menthy
[rom {he date of issue of intimation to the Government servant by him. On receipt of a
copy of formal application for pension from the Audit Officer, the retiring Government
servant should return it duly completed to the Audi Officer within a period of three inonths
uhder inttmation to the Head of the Department or the concerned Administrative Depart-
ment in the Governmnent, if he is himself the Head of the Department. Oq receipt of the
intimation from the Audit Officer, the Head of the Department or the Administrative
Department in the Government will communicate the orders of the aunthortiy sanctioning
th2 pension to the Audil Officer in Form 2 within a period of \liree months from the date
of receipt of intimation. If the orders of the authority sanctioning the pension arc not
received by the Audit Officer within a period of three months, the Audit OI‘x'lm'-f will asaume
that the retiring Government servant has been allowed .fu“ pension or uratuity or hath
as admissible under the rules. If, after the communication of the ovder of sanction to the
Audit Officer, anv event.occurs which has o bearing on the amount of pension admiasible.
the fact should be promptly reported to the Audit Officer by the anthority sanctioning the
pension. Tn cass no such event has occurred, a report to thet effect together with
certificate as to the satiefactory nature of the service rendered by the Government servant
after the despatch of Form 2 shonld be forwarded to the Audlt Officer within 2 week of
the date on which the Government seryant retires, The details of any Government dues
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outstanding against Govermment servant and the skeps taken to salegnuard the interesg of
the Government in this behalf should be connnunicated by the Fead of Office to the
Audit Officer. at least fourteen days before the date of  retirement of the Government
servant. A notification in the Gazette specilying the actual date of retirement of the
Government servant should be issued within a week ol such date. A copy of the order
should be forwarded o the Audit Officer immediately. As soon as the pension and gratuily
are finally assessed by the Audit Officer, hie will prepare **-Pension Payment Order ™
alter taking into acconnt, the orders of the Pension Sanctioning Authority and the audit
enfacement on the third page of T'orm 1 and will issue the order a fortnight in advauce
of the date on which the Government servant is due to retire,  'I'he fact of issue of
Pension D’ayment Order should be promptly reported to the Pension Sanctioning
Authority. : :

(Article 012,

Non-Gazelted Government Servants.

6. In respect of non-Gazetted Government servants, every Ilead of Office should
urdertake the work of preparing pension papers one year before the date on which a
GGovernment Servant 18 due to retire on superannuation or on the date on which he proceeds
on leave preparatory to retiremendi, whichever is earlier. This work should not be delayed
till the Government servant has actually submitted the formal application for- pension.
The Head of Office should send to every non-Gazetted Government servant a copy of
Form 4 (Formal Application [or Iension) one year in advance of the date on which the
Government servaat aftaing the age of superannuation or before the date of his antici-
pated relirement if earlier, with the request that it should be returned to him duly
completed within a period of three months from the date of issue of intimation to the
Government servant by him.-

(Article 914)

7. The Head of Ofice should go through the Service Book and the Service Roll, il
any. and satisfy himsell as to whether the annual certificates of verification for the entire
service are recorded thercin., After coipletion of verification of service, the Head of the
Oftice should complete the second page of Iorm 1. After completing the service statement,
the Head of Office should complete the first page of Jform I. This should be done
wrespective of the fact whether the formal application [or pension has been received
from the Giovernment servant or not.

(Articles 915 and 914)

8. The Head of Office should certify in Form 2 whether ihe character, conduct and
pust service of the applicant are such as io eutitle him to the lavourable consideration of
the authority sanctioning the pension. He should also record therein his own opinion
as to whether the service claimed has been established and sholud be admitted or not.
After obtaining the orders of the Pension Sanctioning Authority in Form 2, the Fead of
Office should send Forme 1 and 2 in original to the Audit Officer. with a  covering letter
in Form 3 along with the Government Servants’ Service Book and Service Roll, if any,
duly completed up-to-date and any other «loéu’me_nts relied upon for the verifieation of the
service claimed, in such a manner that they can be conveniently consulted. e will
retain one copy of each of the forms for his office record.

(Article-917)

0. If. after the pension papers have been [orwarded to the Audit Officer, any event
oceurs which has a bearing on the amount of pension admissible, the fact should be
promptly reported to the Audit Officer by the authority sanctioning the pension. A
certificats as to the eatisfactory nature of service rendered by the Government servant for
the period from the dale of admitting service by the authority sanctioning the pension to
the date of actual retirement together with a copy of theé order specifying the actual
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date ol retireuent of the Government servant should be forwarded w the Audit Officer
within a week from the date on which lic retives. g the same time, details of any
Government dues outstanding against the Government servant and the steps tauken to
safegnard e interest of the Government in this beball should also be intimated to the
Audit Officer.

(Article 918)

10. After the Pension Lapers have been seut to the Audit Ollicer, the Meud of Otice
should draw provisionai pension vot exceeding the minimum peosion, as may be
adniissible in cach casc and three-fourths of the Gratuity as. indicated by hiw against
Item 13 of T'orm I lor cach pensioner separately at the ‘I'reasury at which the pay and
allowances are drawn by Lim and arrange to disburse the pension and grataity on the firs
day ol the wonth following the month in which the oflicer retives from  service under
intimatiou to the Audic Officer. 1f 1he pensioner desires puyment through Moncy Order
or Bank Draft at the place where he is residing, the same will be remitted to him through
Money Order or I3ank Dralt at his cost. Such payment of pension will continue only for
a period of si< monthe from the date of retircment of Government servant uuless the
period is exfended Ly Audit Oflicer under Article 920. The pension and gratuity
disbursed in the above manner will be provisional, subjecl to  adjustiuent being  made
before issue of final authority by the Audit Ofticer. The Head of Office, where necessary,
will recover out of the gratuity an awwount cqual lo one month's emolulnents representing
the Government servant's contribution towards T'amily Dension Sclieme, 196t apd lake
appropriate action lor the recovery and adjustment ol Giovertunent dues, if any. It is
open to the Government servant to receive the paywent of the balance ol the one-fourth
of the gratuity either from the Treasury from which payment of final pension is desired
by hiw or from the Head of Office. "Lhe Head of Oflice will issue a sanction letter endoising
a copy thercof 1o the Audit Officer indicaling the amount of proviioual pension and the
three-fourths of the gratuity payable to the Governwent servant on retiretent fron
service. e should alsn indicate in thic sanction letter the amount to be recovered out of
the gratuity. Alter (he issue of the sanciion lctier, hie should take necessary steps to draw
and disburse the provisional pension and gratuily. As soont as the provisional paywens
of pension and graluity have been completed, the Head of Oflice should inform the Andit
Officer of the particulars of the payment actually mnade by him.

(Article 919)

11. On receipt of pension papers passed on lo him under the provisions of Article 917,
the Audit Officer should apply the requisite checks and vecord his audit enfaceicnt on the
third page of the application in Formn 1. Lf the pension is payable in his circle of audit,
he will prepare the Pension Payment Order. The payment of Peusion shall be ellective
from the date following the date on which the payment of provisional pension cases.
Arrcars of pension, il any, in respect of the period for which pension was drawn and
disbursed by the Head of Office should also be authorised by the Audit Ofiicer.  1f the
payment of the balance of the gratuity is dvsired to be made [rom the 'Treasurs or
Sub-Treasury {rom where the final pension is to be drawn, the Audit Officer
authorise the payvment ol the gratuiiy after adjusting the auount outstanding
the retired Government servant. If the Government servant has opled for receiving thae
payment of the baldnce of the gratuity {rom the Head of Ofiice. the Audit Officer sl.oule
irsue the necessary authority in this behalf under intiwation to the Government servant
and the Treasury Officer indicating the amount, if any, which the Head of Oflice should
adjust before making payment to the Government servant. The fact of the issue of the
Pension Payment Order and order for the payment of the balance of the gratuity should
be promptly reported to the Head of Office and the pension papers which are no longer
necessary should be returned to him. If the amount of provisional pension drawn and
disbursed by the Head of Office is found to be in excess of the final pension assessed by
the Audit Oflicer, it is open to-the Audit Officer to adjust the excess amount out of ‘he
balance of the gratuity, if any, or recover the excess amount by short payment of pension
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payable in future. If (he amount of the gratuity authorised by the IHead of Office
proves-to be larger than the amount finally assessed by tlic Audit Officer, the Gratuitant
will not be required v refund the excess.

(Article Y20y

.12 The Audit Officer will record briefly on the second page of I'orm I his reasons for
disallowing any service claitned. Any other disallowance will be recorded in the audit
enfacement on the third page of ¥orm T with reasons therefor.

(Article 921)

13. The authority issued by the Accountant-General is known as the ‘‘ Pension
Layment Order’™. 1t is issued in two portions one hearing thie pensiouer’s signature and
other particulars and it is known as the ““‘Disburser’s halt™ . This is retained by the dis-
bursing officer. 'I'he other portion is known as the * Pensioner's half ' and it is given to
thie pensioner.

[Article 943 (1]

1d4. Each payment of pension is entered on the reverse of both the pensioner’s half
and disburser's half of the Pension Layment Order, hoth entries being attested at the time

of payment by the dishursing officer.
[Article 943 (2) ]

15. A pension is payable for the day on which the pensioner dies.
[Article 943 (3)]

16. Kemember (he sufferings to which a pensioner wil| be put if his pension is not
sanctioned in time. It conld happen to you also. You should therefore deal with all fhe
pension papess with the same sense of urgency which you will have if the case were
your own !



CHAPTER IX.
PERSONAL FILES.

Personal files are msiutained for all Government servants except for employees in
the last grade service and employees paid from contingencies. Forms have been pres-
cribed for the writing of personal files of Ministerial and Executive employees.

2. The periodical reports in the personal files are written half-yearly for probationc, 4.
They are written annually for the approved probationers and ful members of the service.
U'here ave departmental instructions laying down the authorities competent to initiate the
lidl-yearly or aunual reports and the other autlorities through shomn the repert has to
pass belore it reaches the prescribed scrutinising authority. Action will be taken in regard
to the writing of the periodical report in such @ way that the following schedule of dates
is adhered to:—

Report for the period specified. Date on which due with the scrutinising
authority.,

Hall- yearly repor{ (ending 30th June). 1st Augnst of the year.

Annual report (ending 31st December). 1st February of the year.

3. The reporling officers are expected to apply their roinds to the task of writing up of
personal files. 'They should endeavour to give as complete a picture as possible for the
oflicer reported upon. Both his good points and bis short comings should be dealt with
in a clear and lucid mnanner to enable a correct estimate to be formed of the character,
ability, etc., of the officer concerned.

Drict colourless comments like *‘satisfactory’’ should be avoided ss they will not
serve the purpose of a critical assessment of the work and conduct of the officer. When-
ever an inappreciative opinion or an adverse remark regarding the personal character,
conduct or bonesiy of an officer is recorded, reasons should be given as fer as possible.
Similarly, an estimate that an officer is unfit for a particular rank sbould include the
reasons for it and if possible also o statement of facts in support of the view held. It
should not he founded on general impressions only. The names of the officers writing
reports will be typed or written in block letters helow their signatures in the confidential
reports.  The scrntinising authorities will ensure {hat the persom\! files are maintained
correctly and regularly. If the serutinising authority disagrees with any entry in the
confidential reports. it will be his duty to record his own views.

The work done by officers and subordinates will be recorded in the personsl files at
the time of making the periodical entries. A relerence to penalities awarded to a person
will also be made in his personal file. Warnings should not he euntered in the personal
(iles.

All adverse cntries made by the writing officers should be communicated to the
(yovernment servant concerned after the scrutinising authority confirms the  adverse
remarks. A decision to communicate or not to communicate any adverse remarks will
be taken only by the scrutinising officer after recording a specific order to this effect in
the personal files. Whenever adverse remarks are communicated, a separate acknowledg-
ment should be obtained from the person concerned and filed with the personal file. In
the absence of such an acknowledgment in the persoval file, it would be taken that the
adverse remarks had not heen commmunicated.

Appeals.- -Unfavourable remarks in personal files are not puvishnents under the
statutory” rule No appeal lies against such remarks. However. an officer may wake
a representation auwains any remark, the substance of which has been communiceted to

5OG-32—7 -
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him and which lic fvels to be unjusiifiable.  Such representation should be mude o the
aunthority charged with the duty of scrutinising the oflicer’s personal files. Where, the
unfavourable remurks are made by the scrutinising anthority  Hsell, a
should be made o the next higher anthorily.  Owders passed on the representation made
agast adverse remarks which were conununicated to the oflicers concerned will be added
10 the personal fil<. A petition to the Governnient will be considered in the same way
and 10 the sanie extent as a petition in regard to specific punishiments.  Representations
against unlavourable remarks shonld be preferred within one mouth [rom the date on
which such communication is received by the officer concerned.

represenlation

OPLEXN SYSTEM OF MAINTAINING PERSONAL FILES.

In G.O. Ms. No. 2033, Public (Services-J) Department, daled 3rd September 1970,
the Government have issucd orders for the trodaction ol “*Open ~ystem™ ol maintaining
personal files in the Government Departments in the best intercst of Public Services
and Admibisiration. According to tl the personal files should be shown to the
Government servants  concerned, once a year and neeessary  acknowledgment obtained
from them in token of laving seen their file. ''wo proformue lave heen preseribed for
writing the personal files. olorma [ will be applicable for Non-(
visory stall like Lecord Clerks, Tvpists, Steno-ivpists, Junior \s
Accountants and  performa-IL will be applicable {0 Non- cetted Supervisory stafl and
Gazetted stall. 'The proforuae contain hoth Fnglish and Tamil headings.  The Repori-
ing Ofiicers should adopi these forms lor writing personal files of their subordinates. They
may write the reports wholly or partly in ‘Tamil us fur as iheiv capabilitics go.  While
writing the report, the instruelions  contained in the note at the end of the proforina
should be strictly followed.

celted, Non-Super-
; N
mts, A tants,

The Open System of maintaining Personad VPiles is applicable also to Goverment
scrvants helonging 10 one Department whose servi are lent to another Departmeng of
the Governwenl, The systemn is extended Lo Government servants  wha are  deputed
ou Toreigy service terms (o other institutions like Government anderviakings.  The system
is pot. however, extended to Govertment servants belonging (o this Government who
mav, Tor the time being, be working winder the Government ol Tadia or any other State
Government.  ‘The svslen is also noi applicable to mcmbers of All-India Services.

3. The personal files should be shown to (he Governmeni servanis by the Tleporting
Qfficer or his suceessor-in-office  alter  getting the jeports  approved by the scrulinising
ofticer concerned.  T'he  personal files of the Government servants up o 31sg Deceinber
1969 shiould not be shown to them, but ouly the adverse remarks recorded up o 3lst
December 1969 need be communicated with nece - acknowledgments.  I'rom the vear
1971 onwards the personal files of  Government servanis concerned  should be shiown to
thew ju the month of Febmary of cach year.  Only the veports of the previous calendar
veur need be shown ta them, i.e., the report for the vear ending 81st December 1970
shonld be shown io the Government servants during  Febraary 1971 and for the subse-
quent years during ihe wonml of 17ehr in the I:nlln\\'in-,: year. l_-‘nr the sake of uni-
formity. the annual confidential report shonld be writien as on 31sé December every vear,
and shown to the Government servants concerned during Yebruary of the succeeding vear,
In respect of  probationer, the hall-carly reports Sh’l:llld 1n-_w|' ten as on 30Uh June and
21+ Decenber and the reporis shown o the probationers in Augusg and Tebruary — of
year. Necessary  acknowledgnieni should be ohlained in the perconal files itsell
appropriaie place for having shown the file ta the Covernment servani cancerned.

In case the Government Servani reporied on is on leave tleoughoui  February,  the
personal files should be shown {0 lin as soon as he refurns I'r_om l«:_u\‘e and rejoins duty.
The acknowledgmeni for having seen the report should he obtained in the report itself for
which a separate heading has heen added in  the Torm. 'J.‘lm' instructions  regarding
communication of adverse remarks apply even when (he report is shawn to the Goveen-
- me.at servant.
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Iy cuse where the report on a Gazelied Oflicer is initiated by an oflicer or Head ot
the Depactineut whose headyuarters is located ouiside the Distriet in which the Gazetted
Officer is working, the reporting ollicer shoukd send a copy of a duplicate of the report
to the oflicer reporied upot, by Registered Post acknowledgiment Due. The acknowledge
ment of the Oticer reported upon Tor having seen the report should be obtained iu the
copy sent 1o hing and this copy should be obtained f'ron the ollicer by registered post,
aud tiled with the personal files.  Service postage stamps way be used for sending these
reports,

In other cases, the journeys undertaken by the subordinates for perusal of he reparts
should as as possible e combined with other items of work, like staff meetings.
Where the reporting oflicer is a touring officer who normally visits the headguarters of
the Government servaut reported upon. hie should, whenever neccessiry, and as fiar as
possible tuke the veports on his canyp for being shown to the subordinates working in the
s in the vicinity of the camp. Travelling Mlowance as on tour nay be dllowed to
the Government servants for journeys undertaken by them for perusing the reports pro-
vided they obtain the prior permission of he reporting officer. The  number i such
jownevs undevlaken for mere perusal of reports should e not more than one per yuur
in the case of approved probationers and not wnore than two per year in the se ol pro-
hationers.

1.AL A personal file should be written on Government servant only when the Repariing
authority has seen the performance of the Governteni 1t concertied  for at least
three months during thie period for which the confidential report is to be writlen. However,
thix will noi apply when the Government servant reported ou is vn probatioy in any post.

806-92—74



CHAPTER X.

CODE OF CONDUCYT REGULATING THLE RELATIONSHIP BETWERBN LEGES-
LATORS AND PUBLIG SERVANTS.

The Wovernment of Tamil Nadu have laid down the following Code of Conducy to
regulate the relationship between the Legislators and Public Servants. All the Govern-
went servants should scrupulously observo all the provisions of the Code of Conduct.

Code of conduct.—(1) Governmeni servants should show conrtesy and consideralion
to members of Legislature.

(2) While they should consider carefully what the Jegislators may have to say,
they should always act according to their own judgment.

(3) Lvery officer should endeavour to help the Legislators lo the extent possible
in the discharge of their functions under the Constitution. In cases, however, when an
officer is unable to accede to the request or suggestion of a member the reasons for
such inability sbould be courteously explained to the member,

(4) The district and sub-divisional officers have very heavy public duties and res-
ponsibilities to shonlder. If they are to function effectively, they should plan out their
days work with some care and adhere to the plan. An officer ghould feel free to set apart
some hour when he can refuse to meet visitors without being considered guilty of dis-
courtesy, lack of consideration and the like.

(3) However, bie should set apart two to three liours every day when anybody can
sce him, and within these hours, and also during other office liours in which he is (o
mcet visitors, he must give priority to members of Legislature except wheu a visitor has
come by previous appoiniment. and a mewnber of Legislature has come without un appoint-
ment. In such a case, he should see ihat member of Legislature inunediately after he
has met the visitor who had come by previous appointment.

(6) Any deviation from an appointinent made wilh a member of Legislature must
prowmptly be explained to the member concerned so that the least possible inconvenience
is caused to himn and a fresh appointment should be fixed in consultation with him.

(7) When a member of Legislature comes to see him, an officer should rise m Lis
seat to receive the member and to see him off. Small gestures have symbolic value and
officers should therefore be meticulously correct and courteous in their dealings, with
members of Legislature.

(8) Similarly, seating arrangements at public functions should receive very careful
attention at all times and no room should be given for any misunderstanding on this
score. At State functions arranged by the State Government, the seabing arrangements
for members of Legislature should be made ‘in accordance with the position assigned to
them in the warrant of precedence approved by the Governor. Special care should be
taken to see that notice is given to them in good time regarding the date, time, venuc,
etc., of the meetings convened by Slate Government Departments and it should be
cnsured that there is no slip in any matter of detail, however, minor it may be.

(9) Leiters received from members of the Legislature  should be  acknowledged
promptly. All such letters should receive careful consideration and should be responded
1o al an appropriate level and exp'ed.liloual_y. Officers should furnish to members of Legis-
lature, when asked for, such information or Etatlstlcs' relating to matters Jf local
importance as are readily available and are not confidential or when the information is
not ench that ite disclosure would be likely to lead to & controversy embarrassing io the
Government. In doubtful cases, instructions should be tsken from a higher authority
hefore refusing tha request.
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(10) It is desirable {bat a letter addressed to ¢ Minister should be replied to by tie
AMinister himself.  Where, however, this is nor convenient or practicable or the reply
called for is of u routine nature, it may be issued under the zignature of a renior olticer of
the depariment, prelerably the Secretary of a Departiment or the Head of Liw-partmment.

111)) While the official dealings of Government servants with members of Legis-
lature have o be regulated as siated above, it is necessary to invite the  atention  of
vernment servants 1o what is expected of them in their individual capacity in respect

of their own grievances in the matter ol conditious of service. Lhe Government Secvants
Conduct Rules bar any attempt to bring any political or outside intluence to bear upon
any superior authority to Lurther the interests of individual Govermment servants. A
Governuwent servant is not expected o approach a member of Legislature for sponsoring
Lis individual case.

(12) Members should ask lor information only about mautters of public interest or
national interest in which they are interesled in the discharge of their public duty as
Legislators.

(13) Information should not be gathered to further private interests or
for use in Court litigation or for giving other undue advantages to individuals against
others. Normally, a Government servani approaching a member of Legislature for
sponsoring his individual case runs the risk of disciplinary action. l.etiers recevied [rom
members of Legislature are dealt with, with the utmost consideration, but if Grovernment
officers take action on a priority basis in cases of individua wnsored by members of
Legislature, they may be adopting a discriminatory course placing others wiio way not
be fortunate enough to bave such support in a position of disadvantage. In the event of
any attempt on the part of any Government servant to solicit their good offices to further
his individual interest in Government service, the menbers of [.egislature may, therefare,
do well to warn him of likely consequences of his having over-steppcd the bounds of ile
Government Servants’ Conduct Rules.

\

(14) It is obviously not desirable thai requests should be made for infervention
of officers in investigation of crirninal cases, for issue of fire arins licences and for grant
of permits and licences to particular individuals. Nor should requests be made on behalf

_ of individual officers in matters like promotion, transfer, disciplinary proceedings, etc. ,

(15) Instances of delay, injustice and the like in individual cases inay be brought to
the notice of the district officer or other similar officers with the request that they should
Jook into the matter. In such cases, the officer should listen to all points of view with
patience, but he must obviously take a decision according to his own best judgment.
And when he does so, it would not be fair to accuse him of partisanship or even of insen-
sitivity to the views of an accredited representative of the people.



APPENDIX 1.
LIST OF HEALS OF DELPARTMLENTS.

1. The Nigh Coury ol Judicature, Madras.

2. Board of J{e\‘en_ue (Land Hevenue, Settlement of states, T.and Relorms, 1rohi-
bition und Iixcise, Food Troduction, Comnnercial 'axes and Lransport).

4. Tamil Nadu Public Service Commission.

~1. Vigiliee Commission.
5. Director ol Vigilunce and Anti-Corruption.
6. Tnspector-General ol Dolice.
7. Inspector-Gieneral of Prisons.
8. Inspector-General ol Regisiration.
4. Director, State Forensic Science Laborvatory.
10. Director, Chemical Examiner’s Laboratory.
11. Director of Ifire Services.
12, Director of Flealth Services and Family Planning.
13. Divector of Medical Jidueation.
11. Dicector of Agriculture.
15. Director of Animal Husbandry.
16. Director of Veterinary Bducation and IResearch.
17. Commissioner for Milk Troduction and Livestock Development.
13. Regiswar of Co-operative Socicties.
19. Director of School Education.
20. Director of Collegiute Education.
21. Director of Techinical Fducation.
2. Direcior ol Muscums.
23, Dirertor of Archives.
21, Chiel Tngincers (General, Irvigation, Buildings, Llectricity, Mighways and Rural
Works, Pubile Health Iingineering and Municipal Works, Parambikulam-Aliyar Project}.
23. Dircetor of Town Flanning.
26. Chiel Conservator of Foresls.
27. Director of Cinchona.
28, Director ol Indusivies and Comumerce.
20, Director of Fandlooms and Textiles.
30. Comnmnissioner of Tabour.
81. Director of Employment and '[raining.
32. Director of Rurul Developinent.
8. Bxaminer of T.ocal Fund Accounts.
#4. Chief Auditor, State Trading Schenes.
35. Director of Treasuries and Accounts.
36. Director of Bmall Savings.
37. Director of State Raffle.
a8. Direotor of Women’s Welfare,
89. Director of Harijan Welfare.




35

40. Director of Backward Classcs.

41, Director of Slalionery and Printing.

A2, Lribunal far Disciplinary Proceedings (Madeas, Madurai angd ‘Thanpavor,
43, Direetor of Archacology.

1. Direcior of Fisheries.

15 Acconnnodation Controller.

1. Dirvector ol Approved ool~ and Vigilance Services
17. Director, Tainil Nadu State Lransport.
Is. Director of Statistics.
49. Commissioner, Hindu N
Deparvtiment.

us and Charitable  Endowments  (Administration}

500 Chiel Flectrieal Inspector {0 Government.
51, Chairman, Mficial Language Committee.
Director of Iegal Studies.

Lirector of Settiements.

A1, Tamil Nadn Sales-Tax Appellate Tribunal.
55. Commissioner ol Civil Supplies.

56. Commissioner for Government [Xxaminations,
57. Dirccetor of Municipal Administration.

38, Director ol Sugar.

549, Director of TRehabilitation.

60. Connnissioner ol Urban Laud ‘Tax.
G1. Director of Tublic libraries.

(2. Coll
63. Director of Indigenous Medicine.

G4. State Commitiee for the preparation of Who is Who of I'reedom Fighters, Madras.
65, Direclor of Civil Defence.

G6. Private Seerctary (o the Governor, Madras

+ ol Karnataka Music.

67. Comprroller. Governor's  Flouschold, Madr .
6S. Pav Master, Carnatie Stipends and Collecior of Madras,

AUTONOMOUS BODIES.

1. State Wak( TBoard.

2. Tamil Nada State Eleerticity Board.

3. Tamil Nadn Statd Housing Board.

4. Tamil Nadu Rhadi and Village Tndustries Boavd.

5. Tamil Nadu Slum Clearance Board.

6. Tamil Nadu Water Sapply and Drainage Board.

7. Tamil Nadn Tndusirial Development Corporation Limited.
8. Tamil Nadu Snall Tndustriex Corporation T.imited.

9. Tamil Nada Textile Corporation Timited.

. Tamil Nadu Agro-Indugtrics Corporation T.imited.

=
o



District.

)
1 Madras

2 Chingleput

3 North Arcot

4 South’ Arcol

§ Thanjavur

6 Tiruchirappalli

7 Madurai

APPENDIX II.

REVENUE DISTRICTS, DIVISIONS AND TALUKS IN

TAMIL NADU.
Division.

2

(1) Chingleput

(2) Saidapet

(3) Tiruvalloc

(4) Kancheepuram

(1) Tirupattur
(2) Ranipettai ..

(3) Cheyyar
(4) Tiruvannamalai

(1) Tirukoilur ..
(2) Virudhachalam
(3) Tindivanam
(4) Chidambaram
1) Kumbakonam
(2) Mayuram

(3) Nagapsattinam
(4) Thanjavur

(5) Mannargudi

(6) Pattukottai

(1) Tirachirappalli
(2) Karur

(3) Ariyalur

(4) Musiri .
(5) Pudnkkottai

(1) Dindigul
(2) Periakulam ..

(3) Usilampatti

(4) Madurai

Taluks.

3)
Madras North-West :
Madras North-East ;
Madras Central ;
Madras South-Bast ; and
AMadras South-Wost.

Chingleput and Madurantakam.

Saidapet and Ponneri.

Tiruvallur and Tiruttani.

Kancheepuram and Steeperum-
budur.

Tirupattur, Vaniyambadi and
Gudiyatham.

Vellore, Wallajah, Arcot and
Arkonam.

Cheyyar, Araniand Wandiwash.

Tiruvapnamalai, Polur and
Chengam.

Villupuram and Tirukoilur.
Virudbachalam and Kallakurchi,
Tindivanam end Gingee.
Chidambaram and Cuddalore.

Kumbakonam and Papanasam.
Mayuram and Sirkali.
Nagapattinam and Nannilam,
Thanjavur and Orathanad.

Mannargudi  and
poor.di.
Pattukottai and Arantangi.

Tiruthurai-

Tiruehirappalli.

Klm_ur, Manapparai and Kulitha-
ai.

Ariyalur, Udayarpalayam and
Perambalur.

Musiri, Thuraiyur and Lalgudi.

Alanguadi, Tirumayam  and
Kolathur. .

Dindigul, Vedasandur and Palani.

Periakulam, Uthamapalayam
and Kodaikanal. :

Usilampatti,  Nilakottai  and
Tirumangalam.

Madurai South, iladurai Norvth

and Molur.



District.

8 Ramanathapuram

9 Tirunelveli

10 Salem ..

11 Dharmapuri

12 Coimbatore

13 The Nilgiris

14 Kanyakumari

500-32—8
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Division.
(1) Sivakasi .

(2) Ramsanathapuram ..

(3) Dovakottai

{4) Sivaganga

(1) Tirunelveli

(2) Tuticorin

3) Koilpatti

(4) Cheranmahadevi

(1) Namakkal
(2) Sankari
(3) Salem

(4) Mettur

(1) Dharmapuri

(2) Hosur

(1) Pollachi

(2) Erode . . .
(3) Gobichettipalayam .
(4) Coimbatore .
Gudalur . .
Padmanabhapuram .

Taluk.
Srivilliputhur,
Aruppukottai.

Ramanathapuram ond Mudu-
kulathur.

Sathur and

Tirupattur and Tiruvadanai.

Sivaganga and Paramakudi.

Tirunelveli, Tenkasi and Shen-
cottah.

Ticuchendur, Srivaikuntam and
Tuticorin.

Koilpatti, Vilathikulam
Sankarankoil.

Ambasamudram and Nanguneri.

and

Namakkal and Rasipuram.
Sankari and Tiruchengode.
Salem and Attur.

Omalur and Mettur.

Dharmapuri, Uthangarai and
Harur.

Hosur, Denkanikottai and
Krishnagiri.

Pollachi, Palladam and Udumal.
pet.

Erode and Dharapuram.

Gobichettipalayam and Bhavani,

Coimbatore and Avanashi.

Ootacamund,  Coonoor and
Gudalur.

Thovala, Aj taeawmm., Kal.
kulam and Vilavancode.
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APPENDIX IIT.

DETAILS OF REVENUE AND PANCHAYAT SET-UP IN TAMIL NADU.

Revenue act-up.
—_— P

——— ————

Pgnohayat set-up.
A

—_— — —
Serial number and Number of Number of
diatrice. r —_—— — —— A -
Revenue District  Panchayat Town  Village
Davisions. Taluks. Firkas. Dcvelop- Unione. Pancha. Pancha-
ment yats, yats.
Councils.
) @) 3) (4) 3 (@ (7 (8
1 Madras . . . 5 . . . . ..
2-Chingleput .. 4 8 67 2 27 35 1,207
3 North Areot . 4 13 67 2 36 37 1,588
4 South Arcot* . 4 8 55 2 34 29 1,749
5 Thanjavur . 6 12 8 2 36 43 1,596
6 Tiruchirappalli . 5 13 77 2 39 49 1,217
7 Madurai .. .. 4 12 72 2 34 61 856
8 Ramanathepurm .. 4 9 97 2 32 27 1,298
9 Tirunelveli .. 4 11 68 2 31 87 827
10 Balem . . 4 8 48 2 35 54 723
11 Coimbatore .. 4 9 52 2 41 105 750
12 Dharmapori .. 2 7 37 1 16 18 580
13 Kanyakumari .. 1 4 . 1 9 64 224
14 The Nilgiris . 1 3 10 1 4 21 27
Total .. 47 122 728 23 374 600 12,642

* Exoludos Kalrayan Hille Block,
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9

APPENDIX 1V.

POPULATION IN TAMIL NADU (ACCORDING TO CENSUS OF INDIA, 1961),

Sertal nuniber and name of the

)
1 Madres . .. . .
2 Chingleput .. . . ..
3 North Arcot . . .
4 South Arcot .. .

& Salem (including present Dharma-
puri district).

6 Coimbatore

7 The Nilgiria

8 Madurai . .

9 Ramanathapuram ..

10 Tiruchirappelli

11 Thanjavur ..

12 Tirunelveli .. ..
13 Kanyakumari ..
State

Rural population
Urban Population

Literates .

506-32—Ra

drea in
2g. miles,
2)

49
3,031
4,042
4,204
7,028

6,018
084
4,010
6,614
3,740
4,849
4,419
G43

50,331

Total.
’ ~
Persona. Males. Females.
® ) (8)
1,729,141 909,701 819,440
2,106,412 1,120,501 1,075,821
3,146,320 1,681,826 1,564,500
3,047,873 1,636,928 1,512,045
3,804,108 1,023,685 1,880,223
3,007,471 1,809,591 1,747,880
409,308 213,833 105,475
3,211,227 1,007,229 1,603,998
3,190,078 1,688,420 1,601,049
3,245,927 1,610,241 1,635,086
2,421,788 1,176,769 1,246,019
2,730,270 1,330,220 1,400,059
896,015 503,735 493,180
33,080,053 16,910,978 16,775,975
502 498
per cent. per cent.

24,600,426 (733 per cent).

8,900,528
10,580,616

(267 per cent).
(214 por cent).
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APPENDIX V.

LITERACY AND DENSITY OF POP‘ULA’ll'Ig)lN (ACCORDING TO CEXBSUS OF INLJA,
961).

Serial number and name
of the disirict,

(1)
1 Madros . .- ..
2 Chingleput . .
3 North Arocot . .
4 South Arcot .

6 Salem (including presenc
Dharmapuri district),

8 Coimbatore

7 The Nilgiris ..
8 Madursi .
9 Tiruchirappalli ..
10 Thanjavar .
11 'Rn.ma.nnthlpuum
12 Tirunelveli

13 Kanyakumari

Btate

Literate and educated persons.
A

—
Persona.

Males. Females.
(2) 3) )

1,028,326 633,203 395,123
612,588 450,687 182,001
777,829 687,133 190,686
814,179 622,886 191,203
756,519 568,613 187,900
1,074,229 783,113 201,116
146,054 103,211 42,843
1,072,065 773,408 208,647
954,927 709,822 245,106
1,088,855 783,783 305,072
777,659 ‘568,347 209,212
993,319 664,923 328,306
484,177 283,204 - 200,883

10,580,016 7,632,323 3,048,293

Percentage Dcmmy
of

literary populallon.
persons. per

8g. mile,
(6) (6)
696 35,289
279 726
247 037
267 726
199 641
30-2 691
357 416
334 G54
299 679
335 808
32-1 499
364 818
‘480 1,550

314 669




PART II







- CHAPTER XI.
THE MADRAS BUDGLET MANUAL.

I. INTRODUCIORY.

This Manul contains the rules framed by the Finance Department for the guidance
of estimating officers and departmments of the Secretariat. The budget  procedure in
general has been ouilined. Special attention has been given for the preparation und
examination ol the annual budget estimates. Attention Las been paid to the subsequent
control over expenditure to ensure that it is kept within the authorised grants or sppro-
priations,

(Paragrapl. 1.

2. Annual Financial Statement.—Under Arlicle 202 of the Conslitution of ludia, a
slatement of the estimated receipts and expenditure of the State for each financial year
has to be laid before both the Houses of the TLegislature. The estimates of expenditure
show ** charged ** and ** voted '’ items of expenditure separately. KExpenditure on revenue
account is distinguished from other expenditure. Vhis statement is  known as  the
¢ Annual Ilinancial Statement ' or popularly the ** Budget .

(Paragrapr, 2.}

3. Structure of Government dccounts.—All receipts and dishursements of the State
Government are shown in the Annual Financial Statement in three separate parts, viz.,

Part 1—Consolidated I'und of the State.
Part 1[—Contingency T'und of the State.
LPart 1IT—DPublic Account of the State.

4. Consolidated Fund.—Under Article 266 of the Constitution of India, all revenues
received by a State Government, all loans raised by that Government by the issue of
Treasury Bills, loans or ways and means advances and all moneys received by that Govern-
ment in repayment of loans from one Consolidated Fund called the Consolidated Fund
of the State. Moneys out of this Fund cannot be appropriated except in accordance
with law and for the purposes and in the manner provided in the Constitution.

5. Contigency Fund.—Under Article 267 (2) of the Constitution of India, the State
Legislature has established a Contingency Fund in the nature of an 1mprest created by
a non-recurring contribution of Rs. 500 lakhs from the Consolidated Fund of the State.
‘Phe Contingency Fund is intended to provide advances to the Executive Government to
meet unforeseen expenditure arising in the course of a year pending its authorisation by
the Legislature by law.

(See the Madras Contingency Fund Act, 1954, as amended and the rules framed
thereunder in Appendix H to Budget Mauual.)

6. Public Account.—RReceipis and -disbursements such as deposits, reserve funds,
remittances, etc., which do not form part of the °‘ Consolidated Fund *’, are included in
the Public Account of the State. Disbursements from the Public Account are not sub-

ject ta the vote b) the Legislature as they are not moneys issued out of the ** Consolidated
Fund "’

(Paragraph 3.)

DEFINITIONS.

7. ‘“ Budget Year '’ meaus the financial vear cotnmencing on the 1st of April and
ending with the 31st of Mareh of the following vear for which the Bodget is prepared.

8. ' Budget Estimates ' are {he delaileq cstimates of the receipts and disbursemente
for ‘a financiai vesr.
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9. *‘ Charged expenditure " or *‘ expenditure charged on the Consolidaled Fund
means such expenditure as is not to be submitted to the vote of the Legislative Assetbly
under the provisions of the Constitution.
10. “* Voted Iixpendilure "' means expenditure which is subject to the vote of the
Liegislative Assembly. 1t is (o be distinguished from ** Charged " expenditure.

(Parvagraph 17.)

II. PREPARATION oF ISSTIMATES.

11. The Budget is prepared in two parls. T'hey are called Part I and Part 1I. The
difference between then is explained in the succeeding paragraphs. Iistimates of receipts
and expenditure are sent bv district and other officers to the heads of departments and
other estimating officers. The estimates include receipts and payments expected to be
realised or mude during the budget year. The Government in the Finance Department.
issue Instructions lo all (he estimating officers every year in July indicating therein the
important points to he taken note of while preparing the estimates for Part I of that
vear. The criterion for selection of ** Part IT Schemes’ will also be laid down and this
will be communicated to all departmients ol Secretariat and estimating oflicers for facilita-
ting critical examination of Part IT Schemes.

Channels and dates for transmission of estimates to Finance Department.—The
heads of departments and other estimating officers prepare the estimates for each head
of account with which they are concerned on the bhasis of the material obtained by them
from subordinate officers and forward them to the Finance Department (in duplicate) by
the prescribed dates.  Simultaneonsly they submit one copy of the estimates to  the
administrative departments of the Secretariat. The administrative departments of Secre-
tariat are expected to scrutinise the estimates and make available their comments to the
Finance Department. Details showing the estimating officers for the various heads of
accounts, the administrative departments of Secretariat, the due dates for the receipt of
the estimates in the Finance Department direct from the estimating officers and from
the administrative departments will be found in Appendix ‘“C '’ to Budget Manual.

(Paragraph 21.)

19. Part I Estimates.—Psrt I of the Estimates will contain only ‘‘ 8tending Bapo-
tions '’ i.e., all revenues based on existing laws, rules, or orders and all expenditure
incurred by virfue of existing laws, rules or orders.

(Paragraph 22.)

13. Part I1 Estimates.—Proposals which involve a reduction or en increase in
revenue otherwise than in pursuance of authorised codes, manuals, rules or orders and
proposals involving ‘‘ new expenditure ** should be submitted to Government separately by
the prescribed date. If a departmental officer has any doubt whether a particular pro-
posa! should be treated as constituting a ‘' new expenditure *’, he should make a reference
1o Government in the Administrative Department well in advauce of the prescrived date.

Proposals relating to “‘ new expenditure " should be submitted to Government
whenever they are ready and in any case not ]ste!- than the 1st October so that adm_lm-
strative depax:rments of the Secretariat and the Finance Department may have sufficient
time {o examine each proposal closely and to call for such further information as may be
necessary. It must be clearly understood that any proposal reaching th’e‘ TFinance Depf:_rt-
ment after the preseribed date will not ordinarily be entertained. The responsibility
for the inconvenience which may be caused to the public service on jshat acecount v.nw
attach to the officer or the administrative department concerned which failed to fake action
in time.

(Pnrugrnph 23.)
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14. The Finance Department then consolidates the estimates in Parts I and II
;a_liabodymg the decision of the Council of Ministers and prepares the following Budget
tterature :—

(i) An introduction to the Budget.

(ii) Budget Speech.

(iii) Annual Financial Statement.

(iv) Detailed Budget Estimates of Revenue.

(v) Demands for Grants and Detailed Budget Lstimates. (This is supplied in
several volumes according to convenience.) :

(vi) Budget Memorandum.

(vii) Plan Supplement to the Detailed Budget.

(viii) Supplement on Government Commercial Undertakings.

(ix) Statement of Posts and Scales of Pay.

15. These statements include both expenditure charged on the Consolidated Fund
of the State and expenditure not so charged. The Budget Memorandum is intended as
a guide for the study of the Budget. Part I is & review of the Financial position for
the three Budget years. The summary of the financial statement is given thereafter
for reference. Part II of the volume analyses and explains the figures of revenue under
each head of account and of expenditure under each demand. The following statements
are appended to the Memorandum :—

(a) List of schemes of new expenditure for which provision has been included in
the Budget Estimates.

(b) Statement showing the capital liabilities and assets of the Government.

(¢) Statement showing the transactions relating to Special Funds, e.g., Madras
Famine Relief Fund, the Zamindari Abolition Fund.

(d) Statement showing the loans from the Central Government.

(e) Statement sbowing the contingent liabilities on account of the guarantees given
by the Government for the due discharge by certain public bodies of certain liabHities
incurred by them.

- (f) Statement showing the expenditure on Revenue Account for a period of ten
previous years.

(g) Statement showing the expenditure on Revenue Account under certain broad
headings such as Pay of Officers, Pay of Establishments, Allowances, etc.

(h) A list of schemes where the amounts of revised _est}mates eanctioned_ during
the year have exceeded appreciably the estimates as originally intimated to the Legislature.

(i) Btatement showing the assistance rendered to local bodies.
(j) Statement showing the debt position of the State.

All these documents are presented to both the Houses of the Legislature by the

Finance Minister by about the end of February or early in March each year.
: (Paragraph 10.)

16. Both the Houses of the Legislature discuss the Budget including the expenditure
oharged on the Consolidated Fund. However, a8 has already been stated, under Article
203 (1) of the Constitution, estimates of expenditure charged on the Cpnsqhdated Fund
are not subjéct to the vote of the Legislative Council. Only the Legislative Assembly

is empowered to vote the Budget. !
(Paragraph 11.)

506-32—9
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“11L: -“DEMANDS ' FOR 'GRANTS!
[T T E A KN TR

P AR K] wh e i

f ‘the budget statements presented to the Legislature. Ordinatily,

there is a demand prescribed in respect of every.major Jiead, ol, account,,: Flowever in

some cases where the contrclling ofiicer is the same, more than one major heal sy be

included in & demand. On the other hand, where the contrblling’ officets’ aré’ different

more than one demand may be presented for a,ipajox, ks ‘Lhe :Assembly may assent

or refuse to assent to any demand or asse . et to a, reduction ol the
amount specified therein. . e

e 4 |

dragraph 11.)
nilor T g
II?. giant shall

ai Rliggis I I

18. According to article 203 (3) of the Constitutio
be made except on the recommendation of the Governor! ! ol

sl b

S O T TS B TS

aunidaish I Vie APRRQRRIATION: AGTs ) tnnlqu e
_ 19. Alter the voting ol al' the Denil6itdsJorsfrant:hs. beeh completed;:an. Approptia-

. tiony Bill 9, introduced to |u'0\:idl(;nl'or_\l iation, out of the Consolidated L'und of
' sd” : by’ tHe Législative A8

Z0e

ﬁe”‘«i‘r'ﬁ"o‘uqt»é'[" E'b‘#fl‘_éi-é the Tlegislati
‘both the Hou

‘polisy

eetiicted b

e il poiies d s
covered by the Bill which have not already been raixed” lot a1 weldviintdbmaids or
.grants; were ,under . considavatiqn.j..Axticle; 204, ,(2). of the, ... Goustitution of Indja,, prohibits
the moving of any amendment to an Appropriation’ Bill  which has {he ¢ Of! ”\'ul'ying

Tetingd dai

the amount or altering the destination of any grant made by the Assembly or of varyihg
the améuit: of auy “e¥pendituro: charged . on the Consolidated:Fund!- Aftens)thie Aippropria-
_tion, Bill has been, considered and passed by, th islati bly it i smitted to
“{hie’ Législativé Council for ‘its Yecornsiienilut étmpowered
to meke recommendations and is required een days of ' tits
receipt to the Legisiative: Assembly- with.or without ;any. recommendations. . The : Legisla-
tive Assembly may. either accept or reject any of the recominendations of the [.egislative
Cauneil.. If if-acce y of the recommendations, the Appropriation Bill is deemed to
Yave been parséd By Loth th¥ Houges' &vith the areéndment recommeénded: by <he ‘Liegislal
tive Council and accepted by the Legislative Assembly. If on the otlier Mand it does
1ot kecbptranysofrthe: recommendations,of .the Legislative. Council, the. Bill is. deemed to
Dhave been passed by both the Houses in the form in which it was passed by, the Assembl
Frithout; any of the recomm dations  made by the Legislative Council. The Governor"
‘assent to the B obthing ;tﬁéfﬁzﬂﬁ.“&&ﬂb, 18 G Bveftion Eivesthisassentiftire; amount
hown in the Kbt SSebtEa"Yo BTV F8roroardT tirsesElieatle: tieret
kanctiorfed ‘grants: for expendity der Ahe waxiona; Demands, 1o i1x to sail 7. oo,
ceinieleing Lo s hetaniteg 6 s Eatmaiise o) vl siverqge haheoy(Paragraph, 121)
20. A ‘' unit of iﬂ}’]')'lzgiirf i Hﬁe‘iﬁ?’é"r’éh’é"ébfl’?éét“nﬁb’él'ﬂ!lHéé’d fop sehiidh

appropriation is placed at theidispesal of pespendinganthorisys, Jf-may, ¢ifhex be, a sub-
d head of account. )

) o st dred oF Halnsesiy s16 sinamucolb szadi f[A

socudo lo Gma ot igods vd wateinil e i
ToSTINATE. twody vd 1aleinill soasid

s

25

head or a det
oifr wdus

15 VS QT
" V. Buperr

Sl edf ol

tonmehieelasecloge:-ainy

t. Tistimalfe, thendir
2eceipts siderand-on theiexpenditoié

7deils Bea;

e b

ﬁjﬁ, THOR LD aé,écf}_dlé:'ngiw&_snﬂe'f{;cms{'ﬁn ‘the: t
side. TL 06 arblork, askefitial thiatit> ik praphred. ivith proper-care. In [PavtsT of the
diture should.thedbised: ontstandihg: . sanplions:

Pglggti lg;(zgg%a)ls for receipts and expen
only.
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.. 32, Thy Jollowmg mstmcuam ehould ’b'e:-'car_efull
estimalte: 1o oo
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25. The Revised Estimates are generally based on the actuals of the firs four on s.x
months of the year. Suppose, at the time of preparation of the Revised Lstimate the
actuals for the first four months of the current year are available, the Revised Estimate
will be caleulated as follows :—

(@) by adding to the actuals of the first four months of the current year, those of
the last 8 months of the previous year; or

(b) by taking the proportionate figure 12/4 (i.e., three times) the actuals of the first
4 months; or

(¢) by assuming that the Revised Estimates for the current year will bear the same
proportion to the actuals of the first four months as the actuals of the previous year bore
to those of the first four months of that year.

26. The Heads of Departments and other estimating officers should use their discre-
tion and adopt one or other of the above methods or any other suitable methods for each
particular case in the light of the actual trend of revenue or expenditure during the
previous years.

(Paragraph 50.)

VII. CRARGES IN EENGLAND.

27. The bulk of the State Expenditure is incurred in India; but a small part of it is
incurred abroad. Stores required for the State are purchased in several foreign countries.
Purchases in ilie Uniled Riugduw and in certain European countries are made through the
India Stores Department, London.

(Paragraph 52.)

28. The High Commissioner for India in London is provided with funds by the Union
Government. IExpenditure is met from this and recouped by passing on the debits to
Tamil Nadu Government. The charges incurred in England fall mainly under the
following categories :—

(a) Purchasz of Stores.

(b) Leave selaries and deputation pay payable in England.
(¢) Sterling Overseas pay (where admissible and drawn in England).
(d) Pension and annuities, gratuities, etc.

(e) Miscellaneous items like scholarships, contributions, stipends, cost of publica-
tions, indented through the High Commissioner, etc.

(Paragruph 53.)

29. The High Commissioner is the disbursing officer in regard to charges in England
under his control; but he makes payments as a rule only in accordance with the sanctions
accorded by the Tamil Nadu Government and their officers. Hence, the Heads of
Departments and other estimating officers should prepate the estimate for these charges in
the first instance. The High Commissioner is empowered to correct the estimate sent to
him wherever necessary on the basis of further information available with him with regard
to the progress of expenditure, the prise of stores and the dates on which the stores will he
ready and payments made. ©
(Paragraph 54.)

30. For purposes of budget-estimates, the rate of 18 Rupees to a pound is adopted.

(Paragraph 55.)
31. In the case of direct purchase of stores in a foreign country other than the United
Kingdom and the United States of America, payments are made direot to the suppliers

by ther purchasing officers like any other payment in India.

(Paragraph 52.)
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VIII. PART II—ESTIMATES.

32. Part, 11 Estimates are the estimates of the cost of schemes involving new expendi-
ture or abandonment of existing revenues. The estimates should be sent to Government
before 1st October of each year. They are prepared in two parts—one for Plan Schemes
and the other for Non-plan Schemes.

33. The following classes of new expenditure will be considered under Part IT of
the Budget Estimates :—

(@) All schemes of new expenditure, the cost of which exceeds Ra. 10,000 per year
recurring or Rs. 50,000 non-recurring.

(b) Schemes involving the abandonment of existing revenue when the amount of
revenue to be forgone exceeds Rs. 25,000 per annum recurring or Rs. 1,00,000 non-recur-
ring or when the scheme involves a change of policy.

34. The exceptions to this rule are—

(i) Temporary additions to cadres purely for temporary work, e.g., revision of
departmental manuals, ete.

(ii) Temporary additional posts in the Public Works Department to supplement the
quasi-permanent and permanent cadres for the execution of original major and minor
works for which special temporary establishments have not been employed.

(iii) Additional posts, the cost together with leave and pension contribution of
which is recovercd so as to bear only a trivial amount to be debited {o the Siate Consoli-
dated Fund.

(iv) Permanent retention of establishments which have been sanctioned on a
temporary basis in the first instance.

(v) Extension of temporary additions to cadres within the budget year when
such extension is considered essential.
(Parargraph 65.)

35. Every proposal or scheme must be explained fully and consisely and its fmancial
implications, both immediate and ultimate, as also to physical targets clearly brought
out. Schemes relating to works must be accompanied by sketch plans and approximate

estimates.
(Paragraphs 66 and 69.).

IX. CONTROL OF EXPENDITURE.

86. The Head of the Department is the Chief Conirolling Officer. The Head of the
digtrict is the Subordinate Controlling Officer. ‘The Head of an ofiice is a disbursing officer
under the oontrol of the Chief Controlling Officer and the Subordinate-Conirolling Officer.
The Chief Controlling Officers will be responsible for controtling expenditure from the
charged appropriations placed at their disposal and will exercise control through the Subor-
dinate Controlling Officers and the disbursing officers subordinate to them.

‘(Paragraph 115.)

37. The Chief Controlling Officer will ensure (1) that the grant placed at his disposal
is spent only on the objects for which it has been provided, (2) that the expenditure is
kept within the sanctioned grant and (8) that all financial rules and regulations are
obgerved in expenditure by himself and by his subordinafes.

v (Paragraph 118.)
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XI. CoMMITTEE ON EETIMATES.

50. The Commitiee on Estimates is a Committee constituted by the ILegislative
’\ssembly for the exanination of such of the estimates as the Committee may choose to
examine or are specifically referred to it by the House or Government. The constitutien
and the functions of the Committee are regulated by the Tamil Nadu Yegislative Assembly

TRules as may be in force from time to time.
(Paragraph 187.)
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61. The functions of the Committee are—(l) to suggest improvements in organi-
sation, efficiency or edminisirative reform consistent with the policy of the Government.
{2) to suggest alternative policies in order to bring ebout efficiency and economy in admini-
stration, (3) to examine whether the money is well laid out within the limits of the policy
implied in the estimates and (4) to suggest reformsin which the estimates should be
presented to the Legislature.

(Paragraph 188.)

52. The Commitiee will consist of 14 members in addition to the Finance Minister
and the Chairman of the Committee on Public Accounts who will be ex-officio members.
They will be elected from the Assembly from among the members. The term of office
will be one year.

(Paragraph 189.)

53. The Chairman of the Committee is nominated by the Speaker from among the
members of the Committee.

(Paragraph 190.)

XII. CoMMyITTEE ON PUBLIC ACCOUNTS.

54. The Committee on Public Accounts is a Committee of the Legislature. It is
intended for the examination of the accounts showing the appropriation of sums granted
by the House for the expenditure of the State Government, the annual finance accounts
of the State Government and such other accounts laid before the House as the Committee
may think fit to examine.

(Paragraph 200.)

55. The Committee will consist of not more than nineteen members in addition to
the Finance Mnister and the Chairman of the Committee on Lstimates, who will be ex-
officio members. Of these members, not more than fourteen members will be elected by
the Assembly from among its members and not more than five members will be elected by
the Council from among the members. The term of office of the Committee will not exceed
one year. The Chairman of the Committee will be nominated by the Speaker from
among the members of the Assembly elected to the Committee.

(Paragraph 201.)

56. The functions of the Committee are to scrutinise the appropriation of accounts
of the State and the report of the Comptroller and Auditor-Genersl of India. The Com-
mittee has to ensure that the moneys shown in the accounts as having been disbursed were
legally available for and applicable to the service or purpose to which they have been
applied or charged. The Committee has also to ensure that the expenditure conforms to
the authority which governs it and that every re-appropriation has been made in accordance
with the rules prescribed. The Committee will bring to the notice of the Assembly every
case in which it is nol so satisfied. Any case which the Finance Department has requested
it to bring to the notice of the Assembly will also be reported by the Committee.

(Paragraph 202.)



CHAPTER XII.
THE MADRAS ACCOUNT CODE,

I. INTRODUCTORY.

1. The Madras Account Code comprises three volumes. Volume I of the Code
describes the functions of the Auditor-General of India in relation to Government accounts.
It also gives in brief the general principles and methods of accounting. Volume II of the
Code contains the directions of the Auditor-General of India relating to the initial accounts
kept by treasuries and the forms in which accounts are rendered by them to the Audit and
Account offices under his control. Volume IIT containg the Auditor-General's directions
regarding the initial and subsidiary accounts kept by the Public Works and Iforest Depart-
ment offices and the accounts submitted by these officers to the Audit and Account Officer.
The Treasury accounts and the forms mentioned in Volume II are briefly discussed in this
Chapter.

2. The Government accounts are kept in the following three parts:—
Part I—Consolidated Fund. A
Part II—Contingency Fund.
Part 1IIT- —Public Account.
Each State Government has got separate accounts under the three parts.

3. Part I—Consolidated Fund consists of—

(i) “ Reyenue'' Division dealing with the proceeds of taxation and other receipts
classed as revenue and the expenditure, the net result of which represents the revenue
surplus or deficit for the year, Liand Revenue receipts, establishment charges, etc.

(ii) ‘' Capital "’ Division dealing with the expenditure met usually from borrowed
funds. It also includes receipts of capital nature intended to be applied as a set off to
capital expenditure. e.g., espenditure on construction of buildings, etc., expenditure of
capital nature and capital receipts.

(iii) ** Debt'’ Division comprises loans rsised by Government of a purely
temporary nature classed as ‘‘ Floating Debt ’*, e.g., Public debt incurred and discharged
loans to local bodies, ete., and recoveries from them.

4. Part II—Contingency Fund of the State is in the nature of an imprest created
from' a non-recurting contribution from.the Coneolidated Fund under the Contingency
Fund Act, 1954, as provided in Article 267 of the Constitution. It is intended to provide
for advances for meeting unforeseen expenditure arising in the course of a year, pending
authorisation of such expenditure by law to be passed by the State Iegislature.

5. Part JII—Public Account pertains to moneys received by Goverumenf which are
not creditable to the Consclidated Fund. It comprises -

(a) Unfunded Debt (State Provident Fund) ;

. (b) Deposits and Advances; and

(o) Remiitances.

6. The accounts relating to (a) and (b) above record transactions in respect of which
the Government act as bankers receiving amounts which they afterwards repay and paying
out amounts which they subsequently recover. The remittances comprise. merely adjusting:
heads and all entries under them are cleared eventually by adjustment under final heads
(1) Forest, (2) Publiz Works Department Remittances. '

506-32—10
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7. The struclure of mecounts consists mainly of the following divisions :—
(1) Major Head,
(3) Group Head,
(8) Minor Head,
(4) Bub-head,
(5) Bub-head of appropriation, and
6) Detailed Head.
Ezamples :

(1) Major Head—19. General Administration.

(2) Group Head—District Administration.

(3) Minor Head—o, General Establishment.

(4) Sub-head—A. Collectors and Magistrates.

(3) Sub-head of appropriation—3. Allowances and Honoraria.
(6) Detailed Head—Travelling Allowance.

8. '* Majcr Head '’ means & main head of account for the purpose of recording and
classifying ths receipts and disbursements of public revenues.

9. *' Minor Head "’ means a head subordinate to a Major Head or a Group Head.

10. ‘* Group Head '’ .means an intermediate head of account introduced between a
major and the minor heads under it when the minor heads are numerous and can con-
veniently be grouped together under such intermediate heads.

11. ** Sub-head ”” mesns s head subordinate to a minor head.

12. *‘ Sub-head of appropriation ”’ means a head subordinate to & minor head or
where a minor head is split up into one or more sub-heads to a sub-head for whicL an
appropriation is separately made in the Budget Estimates.

13. '* Detailed Head '’ means the correct accounting unit under which the transactions
of Government are recorded in the accounts and is also the lowest unit for which figures
are givea in the Budget Estimate.

14. To avoid confusion, all receipt heads have a Roman number affixed to the head
of account and charges head ‘' an Arabic number '*. Example: IX. Land Revenue
(Receipts)—19. General Administration—(Expenditure).

15. For each department, there is & major head of account for recording the total
receipts and disbursements of that department. Expenditure under a major bhead is
classified under several minor heads and sub-heads and lastly under detailed heads.
Group Heads are introduced only where necessary.

II. CILASSIFIOATION OF TRANSAOTIONS IN TREASURY ACGCOUNTS.

16. Tach item of receipt and payment that takes place at a treasury is bmhdly classi-
fied in the treasury acoounts— .

(1) with reference to the Government to which ‘the transaction relates, viz., the
Central or the Btate Government; and

(ii) with réference to the department or heads of receiprs and expenditure as pres-
aribed by the Accountant-General.
(Article 4.)
17. Any transsction which cannot be allocated directly to any particular department
or %o any of the prescribed heads of classification should be entered in the accounts as an
* unclassified item '’ and the Accountant-General will clarify the position.
(Article 5.)
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18 The transactions of the Central Government are accounhd for in separste sets
of books and registers in the State treasuries.
(Article 6.}

19. The transactions relating to other States are classified in the ‘' State '’ section
of the t'reasury accounts under the suspense head ‘' Inter-State Suspense Account—
Government of -....ociivunniene

(Article 8.)

20. Transactions with or on behalf of Railways, Posts and Telegraphs and Defenca
taking place at a Central or State Treasury should be classified under the heads ‘* Adjust-
ing  Account with Bailways—Railwnys *“ Adjusting Account with Post and
Telegraphs—Post and Telegraphs ", and * ‘\d]ushng Account with Defence—Defence "
respectively in the accounts of the Central or State Tressury. These transactions should
be entered in the Treasury accounts in lumpsum for each Railway, Posts and Telegraphs
and Defence Unit without detail in the manner prescribed for transactions with depart-
ments which draw money by Cheques—Vide Article 12.

(Article 9-A.)

21. Transactions on behalf of other countries (other than the Government of Burmsa

and Pakistan) are classified under appropriate heads of accounts in the Central section ot

‘the treasury accounts; while those relating to Burma and Pakisten ere classified according
to the instructions of the Accountant-General.

(Article 10.)

22. Receipts and payments on account of the Reserve Bank originsting in o State
treasury: or sub-treasury are credited or debited to the hesd ‘‘ Accounts with the Reserve
Bank ’’ in the State section of the Treasury Accounts,

(Article 11.)

23. A remittance between any two treasuries, whether made direct or through currency
chests will be classified in the treasury accounts ss *‘ Local Remittance '’ if both the
treasuries are under a single Government and as ‘‘ Foreign Remittance '* if the treasuries
are under different Governments,

(Article 17.)

24. Remittances between two sub-treasuries in the same districy or between o
treasury and a sub-treasury under its contro} will be treated as merely ‘* Transfers within
the Treasury "’

(Article 19.)

25. Remittances from a District Treasury o the Ming will be accounted for in the
Grensury accounts as payments on account of , Central Government and clessified as

‘ Foreign Remittance *’ X
(Article 20.)

26. When & paymeni is authorised to be made ‘‘ by transfer *’, i.e., by entry of the
amount in the accounts under the same head of receipt, there will be a correspondmg entry
in the accounts under the appropriate head of expenditure.

(Article 25.)
1IT1. RECORDS IN THE TREASURIES.
(i) Non-Banking Treasuries.

27. {The Treasurer in a Districy Treasury (which is not a banking tréasdry), will main-
tain a simple Cash Book (without Bubsidiary legisiers) in which each receipt and pay-
ment will be posted at the time of each transacticn.” Payments made ‘‘ by transfer ** will
not find place in the Cash Book, as there is no payment of cash.

(Artiels 9.5

28. In a sub-treasury, the Shrc(f will maintain the Cash Book in two volumes—one
for receipts and the other for disbursements,

' (Form T.A.L)

506-32—10A
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28. A Cash Balance Liegister in Form T.A. II will also be maintained.

. (Atticle 20—L.R.1.)
30. A Day-Book in Form T.A. IIT will be maintained in each treasury and every
receipt into or payment from the treasury will be entered in it. Receipts and payments
relating to certain departments and classes of transactions will be entered in detail 1
the subsidiary Registers and not in detail in the Day Book. The total reccipt of payments
recorded in detail in each Subsidiary Register will be carried to the Day Book at the close
of each working day.
(Articles 32—34 L.R.)
31. The receipts and disbursements on behalf of Railways, Posts and Telegrapha
and Defence Units originating at a Central or State Treasury should be posted separately
for each Railways, Posts and Telegraphs and Defence Unit in Forms T.A. 10 and T.A. 11
prescribed in Article 57, for departments which draw money by Cheques.

(Article 38-A)

(ii) Banking Treasuries.
32. Where the cash business of a treasury is conducted by the Bank, the Banl renders
two daily accounts of receipts and disbursements for Central and Btate Governments.
(Article 42.)
83. The trensactions reported by the Benk in the daily statement of receipts and

payments will be posted into the Cash Book either direct or through some Subsidiary
Regisier in the same way as transactions taking place in non-banking treasuries.

(Article 43.)

IV. INOORPORATION OF SUB-TREABURY ACCOUNTS.

34, The transacticns that occur at a sub-tressury are reported to the district treasury
in a daily sheet in Form T.A. 8 supported by vouchers showing receipts, disbursements
and balance of the day. The transactions of the Central Government and the State
Government are reported in separate daily sheets.

(Articles 47 and 49.)

35. The sub-treasuries in Tami] Nadu render monthly classified ‘accounts to the
district treasury. The sub-treasury transactions are incorporated into the accounts of the
district freasury only monthly,

(Article 47—T.ocal Ruling 1.)

86. The cash balance in a treasury/sub-treasury is verified daily by the Treasury
Officer/Sub-Treasury Officor and any amount found surplus or deficit should be brought
to account as such in the cash. book on the receipt or payment side, as the case may be.

(Article 54.).
o
V. DEpOSITS.

37. Au amount should be credited as & deposit only under the orders of a competent
anthority. Any amount which can etraightaway be credited to any head of account
sbould not be placed ardong ‘* Deposits '’

(Article 62.)
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33. Each item of deposit received is entered in a Register (Form T.A. 20) and
numbered. It is recorded in the name of the person from whorn it has been received and
.not in the nane of the Government servant through whom it is received.

’ (Articles 64 and 65.)

39. Each ropayment of deposits will be recorded both in the Register of Repayments
(Form 1'.A. 21) and in that of Receipts (T.A, 20). In the latter register, the date and
amoung of the repayment are also noted.

(Article 66.)

40. When a deposit is adjusted by transfer to some other head of account, the head
of account and the item in which it is included in the treasury accounts should be noted
both in the Register of Receipts and in the Register of Repayments.

(Artiele (7.)

41. The amount of a lapsed deposit, when refunded will be shown in the treasury
accounts as a ‘' miecellaneous refund '’ and not as a ‘‘ Repayment of Deposil *’.

(Article 63.)

492. Deposits made at a sub-treasury should be brought, item by item, through the
daily sheet to the District Treasury Ilegisters and must be numbered in the general series.
In respect of transactions relating to Persona] deposits—such as Wards, Estates, Dispen-
saries, Municipalitics, etc., the daily totals of the ‘transactions may be mnoted in the
Registers in the district treasury. -

) (Article 75.)

43. The Receipt Registers and the Repayment Registers are muintained in Form T.A.
20 and Form VI respectively as at a district treasury.

(Articles 76-77—L.R.2.)

VI. MI1SCELLANEOUS ACOOUNTS.

44. In every treasury from which revenue advances are made, one or more plus and
minus memoranda (I'orm T.A. 46) will be maintained. The advances when made will be
debited and all recoveries, when effected, credited. In Tamil Nadu, the treasury keeps
plus and minus memoranda for the following classes of advances and other recoverable
gmounts :(—

(1) Cost of Survey of estates not under the management of the Court of Wards.

(2) Advances to cultivators made by officers of the Revenue Department, the Agri-
culture Department and the Industries Department.

(3) Imprests for minor irrigation works.
(4) Burvey advances.

(5) Advances under special laws.

(6) Miscellaneous loans end advances.

(Article 90 and T.R. 1.)
VII. ACCOUNTS BETURNS TO BE BENDERED BY TREASURIES.

45. The Tressury Officer will render separate monthly classified accounts to the
Accountant-General for transactions of the Central Government and the State Govérn-
ment. These accounts will be supported by, separate lists of payments, schedules,
vouchers, etc. A classified list of each day’s receipts and payments will be prepared in
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Form T.A. VII from the Accountante’ Day-book. The receipts and charges entered in the
classified list will be totalled and agreed with the totals in the Day-book. There is an inter-
mediate register called ** The Posting Register ** and it is used in compiling the monthly
account from the daily accounts. The Sub-Treasury Posting Register will be posted from
the daily classified lists before the despatch of the vouchers to the district freasury. The
Posting Register of a district treasury is used for compiling the transnctions of the entire
district. The grant totals from the Posting Registers will be posted against the heads in the
appropriate classified district treasury account and the details of vouchers are given on the
expenditure side in the column provided. There is a separate account for each department
or group of departments as fixed by the Accountant-General and a separate account for the
transactions relating to Debt and Remittance heads. The main. treasury account will
contain only the major head totals of the revenue, service, debt, remittance, etc. After all
the subsidiary accounts prescribed have been compiled and the major head totals posled
into the main treasury accounts, the figures in the main account will be totalled and the
account closed.

(Articles 95-99—L.R. 1 and 4.)

46, The district treasury vouchers and the vouchers received from the sub-treasuries
will be listed in Form Nos. T.A., X-A and X-B of Madras Account Code, Volume II,
and sent to the Accountant-General in two batches—the first and the second list of pay-
ments. The first list will include all transactions taking place at the district treasury from
1st to 6th of the month and all transactions taldng place at the sub-treasury from the date
following the date of the closing of accounts for the previous month upto Rth of the
month. The second list will include transactions of the treasury and &ub-treasuries for
the rest of the month. The list of payments will be prepared separately for each major
tead of sccount. '

(Articles 95-99—L.R. 11.)



CHAPTER XII1.
THE MADRAS TREASURY CODE.
I. INTRODUCTORY.

1. The Madras Treasury Code comprises two volumes ; the firat contains the text of
the Code and tho second contains the appendices and forms. The first volume has been
divided into three parts as noted below :—

Part I~The Madras Treasury Rules.
Part II—The Subsidisry Rules and the executive instructions under the Madras
Treasury Rules.

Part ITI—Miscellaneous Statutory Rules and executive instructions.

9. The Code deals with the procedure for the payment of moneys into, withdrawal of
moneys from and the custody of moneys in the Government account of the State. It also
sets out the detailed procedure to be followed by the departmental officers in regard to
Government money before it is paid into the treasury or bank and after it 18 withdrawn
from the treasury or bank. The subsidiary rules and executive instructions relate to
drawal and disbursement of pay, ellowances, pensions and other charges, recoveries and
refunds of revenue, deposits, preparation of vouchers, charges, etc., and the relation of
the departmental officers with the treasury.

II. GENERAL SYSTEM OF CORTROL OVER TREASURY.

3. The Directr of [ressuries is the Head of the Department of the Directorate of
Treasuries and Accounts. The general administrative control of the treasuries and the sub-
treasuries in the Tamil Nadu Btate is vested in him. He is responsible for the management,
supervision and functioning of the Treasury and Accounts Organisation. .

4. There is a District Treasury in all the district headquarters except the Madras
District. In Madras, the Pay and Accounts Office, Madras functions as a Treasury in
respect of claeimg against Government. Treasuries are of two kinds, viz., (1) Banking
Treasuries and (2) Non-Banking Treasuries. The former does not keep cash while the
latter keeps sufficient cash balance. Banking treasuries make payments through the
Reserve Bank of India or through the State Bank of India acting as the Agent of the
Reserve Banis of India. At a Banking tressury each day’s transactions are posted imime-
diately on the following day on receipt of daily statements from the Bank. In the case of -
non-banking treasuries, the day’s transactions are accounled for in the books on the same
dag. All the District Treasuries in this State are Banking treasuries. The Treasury
Officer is the immediate executive controller of treasury. He attends to the day-to-day
administration of the treesury in accordance with the Treasury Rules, the Subsidiary
ruoles ot instructions prescribed under them and the orders issued by the Government, the
Director and the Accountant-General from time to time.

5. There is a sub-treasury at the headquarters of every taluk and some important sub-
taluks. There are 124 sub-treasuries in the State. Only 18 sub-treasuries are non-banking,
sub-treasuries while the remaining are banking treasurics. A sub-treasury is under the
general charge of the sub-treasury officer who atfends to the day-to-day administration of
the sub-treasure in accordance with the rules, orders contained in the codes and instructions
issued by the Accountant-General, Madras, the Director and the Treasury Officer from
time to time. “The sub-freasury officer is personally responsible to the Treasury Officer
for the due accounting of all moneys received in the sub-treasury and for the safe custody
of cash, notes, stamps, opium, securities and other Government property.

6. There are also collection depota in the offices of sonie of the Deputy Tahsildars. A
collection depot is not a eub-treasury; but merely a depot for the receipt of Government
moneys. It hes been established in the offices of some of the Deputy Tahsildars whick
are at a considorable distance from the nearest treasury, in tracts, where communicstions
are diffionls. A lia} of these collection depots is given in Appendix 6 of Madras Treasury
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Code, Volume 1I. The Accountant-General, Madras, is the head of the office or Audit
and Accounts Iie is subordinate to comptroller and Auditor-general of India. He keeps
the accounts of the State and exercises audit functions in relation to these accounts
on behalf of the Comptroller and Auditor-General of India. At the begin-
ning ot each 1nonth, he receives from the treasuries monthly compiled accounts supported
by requisite schedule, vouchers, etc., in respect of transactions which would have taken
place in the treasury during the previous month. All treasuries shall submit two sets
of accounts, one for transactions of the State Government and the other for trausactions
of the Union Government.
7. Bvery district treasury is the local depot for the custody and the sale of stamps

of all descriptions. The stamps are of different kinds, viz :—

(1) Non-Judicial Stamps.

(2) Judicial—Part I.

(8) Juodicial—Part II.

(4) Copy Stamps.

(5) Revenue Stamps.

(6) Service Postage Stamps.

(7) Tobacco Excise duty labels..

(8) Central Excise Revenue Stamps.

The treasuries oblain their requirements by placing indents on the CTontroller of
Stamps, India Security Press ot Nasik Road. Fach treasury (local depot) maintains a
reserve stock equal to the probable consumption of three months in the case of postage
stamps and other stamps which are the property of the Central Government, tobacco
excise duty labels, match excise bandrols and four months in the case of non-postal
stamps in addition to the stock required for the current quarter of four months, as the
case may be.

8. The issue of licence discs for motor vehicles is being donc at the banking and
non-banking sub-treasuries and some of the district treasuries. The sub-treasury officers
concerned are the motor licencing officers for this purpose. The party remits the amount
of the tax due for a particular vehicle for a quarter into the sub-treasury or into the
bank and obtains the licence discs from the Motor Licensing Officer (Sub-Treasury
- Officer).

TII. RECEIPT AND PAYMENT OF MONEYS.

3. Every officer receiving money of the Government should maintain 'a Cash Book
in M.T.C. Form No. 5. All monetary transactions should be entered in the Cash Book
ag soon as-they occur and be attested by the officer in token of check. The cash book;
should be closed daily and be completely checked.

[T.R. 10—8.R. 3 (a)]

10. Moneys received by Government servants in their official capacity should be
paid in full into the Treasury or into the Bank without any undue delay. Moneys
Teceived by any department of Government on Government account should not be kept
out of that account. Generally the moneys received as receipts should not be appropriated
to meet the departmental expenditure. :

[T.R. 7-(1)]

11 Ia certail excepted cases, direct -appropriation of depsrtmental receipts for the

departmental expenditure is authorised. A few examples are given below:—

(1) Diet money -of witnesses. .

(2) Cattle Pound receipts to meet feeding charges, dishursement of commission to
pound-keepers, etc. ) ) .

(3) Village collections- for disbursing the allowances to temples, etc., treated ag
beriz deductions.

The other cases are detailed in T.R. 7 (2). )

Tn all these cages. the receipts and expenditure should be included under 1eceipts and
disbursement of Government by means of adjustment in Government accounta,
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12. Any person paying money into the treasury shall present wifh it a memorandum

or chalan in ths form prescribed by the Government. The Chalart M.T.C. Form 9 or 10
contains the following information :—

(1) The Government servant or other person on whose account the payment is
made with authority.

(2) The amount paid in words and figures.,

(3) The nature of remittance.

(4) The head of account to which the amount should be classified.

(3) The allocation of the amount between Government and departments (if any
such allocation has to be made).

(6) Signature of Remitter.

It should be prepared in friplicate. The chalans relating to each Subsidiary
Register should be numbered in a separate monthly consecutive series and those which
are entered directly in the Day Book should bear a separate series of numbers.

[T.R. 10—S.R. 12]

13. All moneys paid into the Government account at a treasury should be credited
immediately on receipt under the appropriate heads of account in the Government accounts
and will form part of the general treasury balance. As a general rule, no money should
be kept in a treasury strong roon unless it has been paid into the Government account
and it forms part ol the general treasury balance. IHowever, there are some exceptions
to this rule. I'he [ollowing amounts when received at the treasury are brought to a
Register called ‘' Treasurer's/Shroff's (Amanath) Balance Register *' in Form 18 of the
Madras Treasury Code, Volume II. The amounts are brought to account immediately
when the treasury opens on the next working day.

(a) A village remittance which is received when the treasury is not open for
transactions.

(b) A trcasury or currency remittance which is received when the treasury id
not open for transactions.

(¢) Other money sent by a Government servant from a distance for payment into
the treasury (or paid in respect of postal money orders) which is received when thq
treasury is not open for transactions.

[T.R. 10—S.R. 15]

14. The Treasury Officer or the Sub-Treasury Officer is responsible for the safe cus-
tody of the amounts in the Treasury or the Sub-Treasury. Similarly, the Bank is re<pon«
sible for the safe custody of Government moneys deposited in the Bank.

[T.R. 11]

15. The Accountant-General may permit withdrawal of money for any purpose.
[T.R. 14]}

16. A Treasury Officer may permit withdrawal of money for all or any of the
following purposes :— .
(i) Tp pay sums due from the Government to the drawing officer ;
(i) to provide the drawing officer with funds to meet claims likely to be presented
against the Government in the immediate future by—
(1) other Government servants: or

(2) private parties;

(i) to enable the drawing officer to supply funds to another Government servant
from which to meet similar claims;
50G-32—11
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(iv) ta pay direet from the treasury or from the bank sums due by the Govern-
ment to a private party; and
_(v) in the case of an officer or authority empowered to make investments of moneys
standing in the Governnent account for the purpose ol such investments.
: [T.R. 15]
17. A Treasury Oflicer cannot permit withdrawal for any purpose nol specified above
unless expressly authorised by the Accountant-General.
[r.R. 151

18. A claim against the Government will be made by presenting at the treasury a
bill or other voucher in the prescribed form duly receipted and stamped when necessary.
Every bill or other voucher will contain [ull details as to the amount and lhe nature
of the claim and all particulars necessary [or the proper classification of the payment in
the accounts. A bill or ofher voucher drawn by a Government servant will be signed
and when necessary counter-signed by the Government servani competent to do so under
the relevant rules. The Treasury or Sub-Treasury will receive and carelully scrutinise
ull bills and other vouchers prescribed. If the Treasury or Sub-Treasury Officer is satisiied
thar a bill or other voucher is in order and that the claim is one which he 1s authorised
to pay he will sign a payment order on it. Payment will then be made accordingly
and entries made in the accounts.

: [L.R. 16—8.R. 1]

19. Every receipt for a sum exceeding Rs. 20 should be duly stamped by the payee
with 2 10 P. Revenue Stamp. There are also exceptions to this rule. The exceptions
are found in Appendix 11 of Madras I'reasury Code, Volume IT.

Ezamples.—Receipls given by, or on behalf of, Government.

20. A Treasury Officer has no authority to act under an order of the Government
sanctioning a payment unlese the order is an express order to him to make the payment
and even such special orders, in the absence of urgency, should be sent through the
Accountant-Geeneral.

[T.R. 17]

21. A Treasury Oflicer should not hanour a claim which he considers to be disputable.
He should require the claimant to refer it to the Accountant-General.
[T.R. 18]

92. Generally, a payment will be made in the dislrict in which the claiin arises
unless the Government by a gencral or special order direct otherwise.
T.R. 19]
23. The leave salary of a Gazetted Government servant who draws his leave salary
in India may be paid in any district of the State. The leave salary of a non-gazetted
Governinent servant may be paid in that district only in which his pay could be drawn,
if he were on duty.

[T.R. 20]
24. Pensions payable in India may be paid in any district of the State.

[1.R. 21]

25. A Gazetted Governmnent servant can draw his pay, leave salary or allowance,
elc., only on receipt of an authorisation (Pay Slip) from the Accountant-General, Madras.
if there.is any change in the emoluments also, due to sauction of increment, ctc., the
revised rates of pay. etc., can be drawn only on receipt of the pay slip from the Account-
tant-General, Madras. Ivery freasury.will keep a register showing the names of all
(iagettel Gavernment servanis who draw their pay from it. As soon as each pay slip
igsued by the Accountant-General is reccived, the amonunt mentioned in it should be
‘entered against the nane of the Government servant concerned.

[T.R. 22]
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26. In respect of a claim of pay or allowances 1o'a Government servant for the firat
time in a district, the claini should be supported by a last pay certificate issued by the
aruwing oflicer or (he "Lreasury_ Officer of the former station. 'The last pay certificate
will be in the forra preseribed in Appendix 17—>Madras Treasury Code, Volume IIL. [t
will contain details of the date of handing over charge of the previous post, the pay and
allowances drawn up to the date of relief, advances taken and outstanding and other
recoveries to be eflected on account of funds, income-tax, ete. Any payments which
may be dus ar: also indicated in it. Tay in the new station is claimed and deduciions
eflected with reference to the entries in the last pay certificate. No payment can be
made at the new siation without the productiou of the last pay certificate. The pro-
duction of the last pay certificate is not necessary in the case of persons newly appointed.
to Governmen: service. When once a last pay certificate is issued to a Government
servant, the 'Lreasury Officer will not permit any withdrawal in respect of pay or
allowances of a Governinent servant unless the certificate is surrendered.

[T.R. 23]

27. The District Collector may in urgent circumstances like floods, earthquake and
the like authorise and require a Treasary Officer to make a payment without complying
with the provisions of these rules. In all such cases, a copy of the order in writing
should be sent to {he Treasury Officer, who in turn will report, at once, the payment
to the Accountant-General. When the Collector is absent on tour froin headquarters
or is incagacitated, the Headquarters Sub-Collector or the Divisional Officer or auy other
Giazetted Officer perforining the duties of the Collector may exercise these powers. \Vhen
money is very urgently required for the expenditure connected with defence or other
emergent purposes, if no such officer is on the spot, the Treasury Officer himself may
make such payment.

[T.R. 27—Iustructions]

28. A Government servant wlo is authorised to draw moneys by cheques shall notify
to the bank or treasury the number of cach cheque book brought into use aud the number
of cheques it contains.

[T.R. 23]

29. A Government servant who is authorised to draw or countersign cheques or bills
pavable at the treasury or the bank should send a specimen of his signature through the
superior or other officer whose specimen signature is already with the Treasurv. When
the Government servant makes over charge of his office to another, lie should send a
specimen of the relieving Government servant’s signature to the Treasury Officer or tlre
Bank. The Treasurv Officer should keep the specimen signature slips of Government
servants who draw on his treasury pasted in a Register for reference.

ITR. 29]

80. The Treasury Officer is responsible for recovering {rom a drawing officer, as
s0on as an audit objectiun regarding the payment of an amount is received from the
Acconntant-General, Madras, without regard to any correspondence’ undertaken or .ou-
templated. The drawing officer should also repay the amount as directed by the
Acconntant-General.

[T.R. 81}

31. A Government servant supplied with funds for expenditure is respansible for
the funds until an account -of them has been rendered to the satisfaction of the Account-
ant-General. He is also responsible for seeing thut payments are made to persons entiiled
to receive them. He should maintain the prescribed accounts for watehing the correct
disposal of the money (e.g. by disbursement of pay. allowances, etc., among the stafD
and for checking the cash halance in the office. )

{T.R. 32 (]

506-32—114a
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1V. PAYMENT TO GAZETTED OFFICERS.

82. Pay allowances, etc., will be paid to o Gazetted Officer on hig personal claim in
the pay bill forn (Form 42 M.T.C.) and to his personal receipt. At his rejuest, the
amount may be paid {o a messenger at his own risk. A life-certificate ghould be furnished
on a leave salary hill hy a well-known person, if the Government servant does not appear
1 person to take payment. 1f the bill is presented through a bank which has executed
an indemnity bond, no life-certificate is necessary.

[T.R. 16—S. Rs. 3, 4, 5 and 6 @]

V. BILLS OF NON-GAZETTED (GOVERNMENT SERVANTS.

33. Generally. the bills of the non-gnzelted Government servants will be drawn by
the head of the office. Separate bills should be prepared for :—
(1) Permanent establishments.
(2) Temporary establishments. N

(3) The Government Servants for whom no establishment returns are submitieu
and no service books maintained.

In respect of temporary establishments, the G.O. number and the date upto wlich
retention was sanctioned should be specified.

34. The following documents ghould be attached o the Pay Bill of an office establish-
ment :—

(1) Average pay calculated sheet, when leave salary is claimed. This shows how
the leave salary amount is arrived at.

(2) Absentee statement showing the name and designation of each absentee, his
pay, the nature of the absence, leave salary, if he is on leave, the name, designation and
pay of the officiating Government servant and the additional pay for officiating.

(8) Last Pay Cettificate—When the name of a Government servant appears [or
the first time in the establishment bill, unless it is a first appointment.

(4) Increment certificate in support of increment, if claimed in the bill.

(5) Schedule of deductions in the prescribed forms on account of advances, Postal
Life Insuranc?, Provident Fund, etc., to facilitate proper classification and for posting
in the ledgers in the Accountant-General’s office.

35. Lvery drawing officer should attach to each bill or voucher presented at the
treasury/sub-ireasury for encashment, a slip in Madras Treasury Code, Form 100 in
which the particulars of the major head, minor head, sub-head of appropriation, previous
expenditure ani expenditure up-to-date should be noted. The Treasury Officer will
return the slips to the drawing officer concerned after noting the voucher number of the
bill to enable the Accountant-General to correspond, if necessary, with the departmental
officers concerned direct without the intervention of the treasury. A Register in Form
100-A will be maintained in the treasury for keeping a record of the disposal of the
treasury voucher sglips. On receipt of the treasury vouchers slips from the treasury, the
drawing and disbursing officer will note down the treasury voucher number and date in
column. 11 of the Register i Madras ‘Treasury Code No. 70.

[T.R. 16—S.R. 2 (0]

36. After.the grant of a pensiup to a retired Government servant by the competent
authority, the Accountant-General issnes a Pension Payment Order in two halves of
which one: known as the dishursers’s half, is kept in the treasury at which' payment is
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fo he made and the other is delivered to the pensioner. Payments of pension should he
recorded in both halves of the Pension Payient Order and aitested by ihe initials of
the disbursing ofiicer in the cages provided for each month on the reverse.

['T.R. 16—S. Rs. 64 and 72 (b)]

37. The detailed procedure for the payment of pensions and identification of pen-
stoners ig found in  subsidiary rules 64 10 91 of Treasury Rule 16.

38. The mouthly account is an account for the district comprising the opening
balance ol the previous month, 1he receipts and outgoings duaring the month and the
closing balance for the month. The accounts of receipts and payments at a sah-treasury
must bz included, monthly in the accounts of the district treasury. The accounts in the
district lreasury are closed monthly on the last working day of the month. However, the
monthly accounts of every sub-treasury should be closed at noon on the dates specified
below. If th2 daies specified fall on a Sunday or a public holiday, the accounts may Le
closed on the previous working day :

Months. Closing date.
1. (a) February with 28 days 22nd
(b) February with 29 days 23rd
2. Months with 30 days 24th
3. Months with 31 davs except \I'u(.lx 25th
4. March 3lst
[T.R. 5]

39. Currency chests are ordinarily established by the Reserve Bank of India at &
treasury /sub-treasury which does not transact its cash business through the bank. Al
the district treasuries and some of the sub-treasuries in Tamil Nadu are banking ones.
A separate currency chest has been kept at each of the non-banking sub-treasuries. The
currency chest halance consists partly of notes and partly of coins. The contents of the
currency chest are the property of the Reserve Bank: but the Government are responsible
to the Reserve Bank for their safety. All the Government servants should take the
same oare to safeguard the currency chest balance as they are required to safeguard the
money belonging to Government. A currency chest hook in Form No. 36 of the Madras
Treasmry Code, Volume IT should be kept in the chest. FEvery transaction relating to
the currency chest should be entered in the book, proved and signed at every trans-
action by the officiale in joint charge of the chest. They should satlsfy themselves that
the transaction has been correctly entered and that the balances have been correctly
calculated.

[T.R. 11—Instruction 14]



CGHADPTER X1V,
THE MADRAS FINANCIAL CODE.
I, Introductory.

L. The Madras Financial Code consists of two volumes. Tle firsi volume contains
the text of the Code and the forms. The second volume contains the appendices. 'Lhis
Code containy the financial rules of the Government, such as rules tor ensuring that
revenue is collected properly, rules relating to financial powers of administrative authori-
ties, rules for the purchase of stores, etc. It includes the rules and procedure regulating
the various classes of receipt and expenditure—such as pay and allowances, contingency
(including works and stores), grants, advances, etc. The rules of this Code apply to all
departments. However, the detailed rulés governing the demand and  collection  of
revenue under the control ol the various departments are contained in  the respective
departinental manuals. Some of the financial rules contained in the Madras Public
Works Department Code, the Madras Tublic Works® Account Code and the Madras
Forest Department Accounts Code have also been included in this Code. The officers
of the Public Works Department, the Llectricity Department and the Torest Depart-
ment should follow these rules supplemented by the special instructions, contained in
their departmental Codes.

2. Every Government servant who is enirusted with the duty of collecting revenues
due to the Government should assess the demands carefully and collect the revenues
promptly. As regards expenditure, the general rule is that no Government servant may
incur any item of expenditure from public revenues unless the expenditure has  bheen
sanctioned by a general or special order of the authority competent to sanction  such
expenditure and that sufficient funds have been provided for the expenditure in (he
Appropriation Act for the current financial year or by re-appropriafion of [unds sane-
tioned by a competent authority. All Government servants should see that proper
accounts are maintained for all Government financial transactions with which they are
concerned—whether it is a receipt or an expenditure. The Government will liold them
personally responsible for any loss that may be found to he due to any, neglect q( the
duties laid upon them by the provisions of this Code and the other 1financial Codes issued
by the Government. In this Code, the expression ‘* Head of a Department ™" refers to
anv authority specially declared by the Government to be the head of a department.
A list of sucli heads of departments is given in Appendix I of the Madras TFinancial Code,
Volume TI. The financial year means the year heginning with the 1st of April and
ending with the following 31st of March.

»
Il. RecmirT, COULECTION AND CHECK.

3. The responsibility [or the recovery of rent in respect of any Government building
in charge of a department other than the Public Works Departinent or the Highways and
Rural Works Department which is wholly or partially used as a residence rests on the
departmental officers. In respect of the buildings in charge of the Public Works Depart-
ment or the Highways and Rural Works Department, the respousibility rests mainly on
the ixecutive Engineer or the Divisional Tngineer respectively of the division conecrned

in which the building is located. FArticle 14.]
4. The duty of realising fines and of checking the receipts and refunds rests with the
departmental Governinent servants. [Axticle 26 (a)]

5. The Government have delegated powers {o the departmental authorities to sanction
refunds of revenues and they are found in Appendix 2 of the Madras Financial Code
Vélume II. [Article 82.1
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1II. LIIxPENDITERE: G

ERAL PRINCIPLES aND RULES.

6. A sanction for any {resh charge accorded by the Government or an authority sub-
ordinate ta the Government, lapses, if it Las not been acted upon for a year aud, if 1t is
not specially renewed. [Article 30.]

7. Novmally, a claim against the Government should be preferred within a year of its
beconiing due. 1f it exceeds vne year, the authority of the Accountant-General, Madras
has to be obluined. [Article 52.

8. There is a period of limitation for arrear claims against the Government. The
period in respect of the claims of the kinds mentioned below is normally 3 years {rom the
date on which the amounts claimed first became due for payment :—

(1) Pay and allowancee, including leave salary.

(2) Pensions,

(3) 'L'ravelling Allowances.

(4) Payments made in contingent bille for supplies made or services rendered to the

Government.

1f the delay in making a claim in the first instance under any of the items (1), (2)
and (3! above is due to a mistake, the period of limitation is three years from the Jate
on whicih the mistake was discovered. [Article 55.7

9. The Accountant-Geiieral is responsible for the auditing of all expendilus¢ clurged
against the Government. If any item of expenditnre is found to be irregular or in
excess ol what is due ; iie takes action to remove the irregularity or recover the excess
amount pail tlirough the Treasury Officer und the Drawing Oliicer.

[A 51.]
10. Every Government servant should give proper attention to all objections and
orders received from the Accountant-General without any avoidable delay.

[Article 59.]
IV. IsTABLISEMENT : CLAIMS OF GOVERNMENT SERVANTS AND RECOVERIES.

11. The Government have power to create or abolish eny posts in connection with the
alfairs of the State. [Article 62.]

12. The scales of pay for the various services and posts under the Government are
generally fixed by the slatutory rules governing the conditions of service relating to those
gervices or posts respectively. TArticle 61]

13. Generally. the pay, leave salary and other monthly recurring paytnents of a
Government servant become due for payment only on the expiry of the monih to which
they relate. Such payment should not be made before the 1st working day of the next
month. T Article 72 (a).]

14. When the, first lwo days (including Sunday) of a month (other than the mouth of
ApriD are public holidays the pay of the Governient servants for the preceding month may
be paid on the last working day before the holidays. [Article 72 €e) (i).]

15. The payment due for a month is paid for the whole month only at the end of
the month. However. in the following cases payment due for part of a month mnav be
made at once without waiting till the end of the wonth :— B

(1> When a Government servan{ proceeds oul of India on deputation, leave or
vacation and does not elect to draw leave salary in Indix under the provisions of Funda-
menfal Rule 01 ;



88

(2) When a Government servant is transferred to another Audit Circle and from
one deparlment {o another involving change in the controlling authority ;

(3) When a Government servani is promoted {rom a non-Gazetted o the Gazetted
post or reverted [rom a Gazetled to a non-Gazetled post in circumstances involving a
transfer from one office to another ;

(1) When a Governient servant linally quits the service of the Government or is
transferred to foreign service. [Article 72 (d).]

16. Drawing officers should not sign pay bills earlier than is reasonably necessary in
advance of the dat2 ol presentation at the {reasury. Pay bills may be presenied at the
treasury duly signed five days belore the last working day of the month to which they
relate. [Article 78.]

17. The drawal of an increment in pay should be supported by attachinig an increment

certificate (in the prescribed form and signed by the competent authority) to the pay bill
in which the periodical increment is drawn. [Article 75.]

18. Pay, leave salary and other emoluments can be drawn for the day of a Govern-
ment servant’s death. ~ The hour at which the dealh takes place does not aflect the
claim.

[Article 80 (a).]

19. A Travelling Allowance bill requiring the counter-signature of the controlling
officer should be counter-signed by him before it is paid unless the payment before counter-
signature is specially authorized by the Government. [Article 82 (4).]

20. Travelling allowance claims are normally made at the end of each month. How-
ever, the T.A. bills of Assiclant’s and other subordinates who accompany an officer on tour
should be prepared and cashed at convenient intervals during the tour and, as a general
rule, immediately on return to the headquarters station.

[Article 82 (L).]

21. A Govermment servant included in the list shown in Article 84, may be granted
an adavnce by the competent authority towards the travelling expenses during a journey
on tour, including any journey for which travelling ellowance is admissible as for a
journey on tour under Article 100. The amount advanced should not exceed the amount
of Travelling Allowance to which the sanctioning authority expects the Government
servant to become entitled for the journey which has not already commenced and should
also not exceed the sum likely to be required to meet the Government servant’s personal
“travelling expenses for the month or for the probable duration of the tour, whichever is
shorter. "The advance should be charged to the final head of expenditure concerned and
not exhibited in the accounts as ‘* Advances'’. It should be adjusted in full at once in
the detailed Travelling Allowance bill for the month for. which the advance has been
drawn, when the Government servant returns to headquarters, on completing the tour, if
it has not already bheen fully adjusted. The drawal of the second advance under this
head ie permissible only if the incumbent has given an account for the adjustrment
of the first advance amourt. [Article 84.7

V. CoNTINGENT CHARGES.

22. I'he term * Contingent  Charges ™ or  “‘ Contingencies ' is applicable (o the
incidental expenditure which is necessarily incurred for yunning an office. The main
1ems are common to most oftiees, e.g.. expenditure on furniture, hooks and periodicals,
wervice postage and :r!ograms_. bicycles. electric current, cleaning charges, customs duty
on- iported stores. freight and tour charges. [Article 91.]
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s cotipetent to  sanction contingent charges  are mentioncd in
Article 93, Madras Finaneial Code. Volume L.

21, As a general rule, no money can be drawn from the trewsary autil it is required
for immediate disbursement and on a proper voucher showing the precise nature o the
expenditure. The permanent advance system is an exception to these rules. The Heads
of offices have been granted an advauce called ** Permanent Advance ™' to meet unforeseen
expenditure under © contiugencies 7 because it would be inconvenient, il the expenditure
is {0 he incwrred only afver preparing a bill and drawing the amount frow the treasury.

[Article 1. |

. 'Phe permanent advance of the head of 2 deparunent has (o be fixed and
sanctioned by the Govermment.  The head of a department may sanction the permanent
advance to a Govermment servant serving under him after getting the sanction of the
\ceountani-Giener Madra The  authorisation of the  Accountant-Greneral, Madras
should e obtained Tor the inttial drawal of the permanent advance. T Article 95.]

26. Application for the initial grant el permanent advance or for the revision of the
amount of the existing permanent advance should be submitied to the authority
competent 1o sanction it through the Accountant-General, Madras. FArticle 96.]

27 At the end of each calendar montli, the head of the oflice should take steps to
reiburse the amounts covered by the vouchers. 'This may be done during the course of
the calendar month ulso, when a transfer of charge ol the liead of the oflice takes place
or when it is lound necessary to draw money for contingent expenses. ‘I'bis may alzo be
done at any time when the balance of the peranent advance in hand las become small.

[Article 106.]

25. When a contingent charge of Lis. 75 or iuore is  payable to a single privale
party, a sepavale contingent bill should be prepared for the amount and endorsed for
payment to the party concerned. The other instructions regarding the endorsement of
contingent bills in favour of private parties, etc., are described in Article 114,

29. Temporary advauces are sanctioned by Government for meeting couiingent
expenditure of a specified kind or on a specific occasion either by a standing sanciion or
by individual orders on each occasion. Such advances may be drawn up to the awmount
ol sauciion in full or in instalinents as may be necessary subject to the conditiuns specified
m cach case.  Ior example, a Treasury or a Sub-Treasury QOfficer is authorised to advance
under a standing sanction an amount not exceeding Rs. 300 in all (in one or more instal-
ments) or Ks. 200, as may be required, to meet contingent expenditure in connection
with the examination to ihe Chief Superintendent of any examination held under the
direction of (a) to Tamil Nadu Public Service Comiuission or (b) the Commissioner for,
Government Examinations.  The advance should be adjusted by detailed  bills and
vouchers as soon as possible.

[Article 99.1
30. The difference belween thie permanent advance and the temporary advance is as
follows : —

The permanent advance when spent is recouped. However, a temporary advanve
cannot be recouped. It is adjusted by detailed bills and vouchers and is closed. Tle
awmount of advance rewaining unspent is remitted into the treasury,

31. Service postage stanips are postage stamps issued by the State Government witl
the words “‘Service’’ embossed on tlie stamps. They should be used only for prepaying
postage on communications other than telegrams which arc bona fide on the service of the
Government and for meeting otlier charges payable to the post oftice [or
postage slamps are accepted.  Proper accounis should be maintained in
for the receipt and use of the stamps.

which service
all the offices

[Article 119.7
506-32—12
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8. blunicipal avd other local taxes luve to be paid by the Government also for the
several buildings under the control of the State Government. If the building is occupied
by a single departinent, that department should pay the tax.

[Article 120-L(a).]
_ 33. In the building is oceupied by more than one department or if taxes ure payable
in @ Jump-sum for a number of buildings in 2 municipal or other local area, th taxes should
l)‘e pnid by the Revenue Department, if it is ono of the occupants. Tf this is nol so, the
Government department which occupies the major portion of the building bas to pay the
smonnt. In any case of doubt, the Superintending Lingineer will decide the iuafter.

[Article 120-1 (b).]

34. As a general rale, the tax paid by or passed on to a department occupying the
whole or part of the building should be charged to the contingencies of that department.
‘When, the whole or part of the tax is paid by the Public Works Department or another
department, e.g., the Excise Department or the Forest Department, the payment should
be charged to the maintenance estimate ol the building.

[Article 120-1 (¢).]

35. The taxes on Governmeni buildings occupied as residences (including those
required by the Governor and his staff) should be paid by the Public Works Department
or the department which iy in adwninistrative control of the building.

[Article 120-2 (a).]

36. When a number of small offices are located close to one another one sweeper or
waterman may be employed for all the offices put together. However, where small offices
are scattered and a common full-time sweeper or waterman cannot be employed, only
part-time arrangements should be made. 'I'he heads of departments may, if they consi-
der it absolutely necessary, employ a full-time sweeper or waterman in their own offices.

[Article 120-\.]

VI. STORES.

37. Lxpenditure on slores is treated as contingeni expenditure (except where storus
are purchased for use on works) and is subject to the rules governing contingent charges.

38. A competent authority may incur expenditure on stores, subject to the limits on
his power as prescribed in Appendix & of Madras Financial Code, Volume II and the
existence of hudget provision. Purchases may be made by the competent authority in
the open market 1n India or through the Agency of the India Supply Mission, Londou,
or direct from manufacturers abroad or from the jail departments or other Government
Institutions.

[Article 123.]

VII, WoRKS.

30. The termn ‘‘works’’ covers construction and repairs of buildings, roads,. irrigation
projects, electrical works, as well as the manufacture, supply, carriage and repairs of tools
and plant and other stores. Original works include all new constructions, additions :luf_li
altera:ions 1o existing works and all repairg to ne¥_vly purchased or prevlqusly ubn.ndonf,(
buildings repaired to make them usable. Repairs and maintenance include ell ]1 1e
operations required to maintain existing propertios in proper condition. These are either
¢*ordinary’’, e.g., white washing or “‘special”” such as re-roofiing, ete. i

[Article 147.]
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.40, Works are classified as ‘‘Productive *‘or'” Unproductive’ in accordance with the
rules in Appendix 1 of the Madras Accounts Code, Volume III.

[Article 145.]

41. I'he Iuislic Works Department is responsible for the execution of all works which
the Government have not specifically allotied to other departments.  In special cirenms-
tances, a work for which the Public Works Department is responsible may be executed by
another departiment on behalf of the Publio Works Departiment by agreement between
the two departments.

[Article 149.]

42. The Governmient have allotted to Forest Department all its own works as these

are exccnted in out-of-the  way localities and under special circumstances. It has a

special engincering staff. The Government have allotted to the Lxcise Department its
own works which do not require skilled labour.

[Article 150.7

43. In respect of Public Works Department buildings, Government lave allotted te
the departments which use them, works of petty construction and repairs with an estimated
cost nol exceeding Rs. 5,000 for any one work. In respect of buildings owned by depar:-
menls ofher than P’ublic Works Department all works are allotted to them.

[Article 151.]

44. As a rule, all original electrical works connected with Governmentg buildings ate
executed by the Llectricity Depariment. If the head of a dejwutiient wishes to arrange
for the execution of an clectrical work himself he should apply 1o 1:1¢ Government for the
allotment of the work to his department. e should also send the detailed plans and
estimates prepared by a cowpetent agency, call for tenders and get the work exccuted
under a lumpsum contract method by a suitable agency.

[Article 154 (a).]

45. A micor irrigation source which irrigates less than 200 acres is in the charge of
the Revenue Department.  The Revenue Department will execute from the funds placed
al its disposal all works connected with the minor irrigation works in its charge except

- those which require the technical skill and professional supervision of an officer of the
Public Works Deparlinent.
[Article 155.]

46, A work can ordinarily be started only ql'ter a proper estimale [or it has been
prepared and sanctioned by the competent authority.
TArticle 157.]

47. The powers delegated by the Governme:t to the various departinental authorities
to sanction expenditure on works of construction and repairs allolted to the respective
departments are specified in Appendix 11 of Madras Financial Code. Volume IL:

[Article 158 (a).]

48. Works are executed by one of the following methods :—

(1) The deparimental method.—The Departinent itself purchases materials by
inviting tenders and engaging the necossary daily labour. This method is adopted where
no contractor is availablo or when it is considered economical.

(2) The piece-work contract method.—The piece-worker agrees to cxecute a speci-
fied work at specified rates without referring to quantity or the time of work. The
method is adopted -for pelty works.

(8) The hunpsum contract method.—The contractor agree to execute a 2cmplete
work in accordanee with the specifications for o lumsum payment.

506.-32—124
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(4) The Sl‘h.C{hfh_‘ contract method.—Lhe conlracior agrees lo execute parl of werk
at fised rates. This method is adopted in the Forest and Agricnlture Deparhents,
[Arnicle 163,73

VITL MISCELLANEOUS  [EXPENDITURE,

19, The powers which the Government have delegated 10 various authoritics  to
sanction items of wmiscellaneous expenditure are given in Appendix 14 of  the Madras
Financial Code, Volume IL. Miscellaneous expenditure mecans all expendilure other than
that falling under pay and allowances, contingencies and works.

[Article 209.]

50. Discrelionary grants are grants sanctioued at the diseretion ol the authorities
concerned. - They may be sanctioned by (i) the Governor, (ii) the Collectors of districts,
iiii) the Deputy Inspector-General of Police, C.I.1)., (iv) the Dircctor of Farijan Wellure
and (v) the Director of Iisheries. 'T'he objects for which such grants can be made
and the other conditions and principles whick apply to themn are detailed in Article 213.

TX. LoaNs aND ADvaNces.
51. The Goverment grant loans and advances under the following main beads :—
Loans bearing interest.

1. Loans to Municipalities, Port funds, etc., including-advances lo cultivators.
I1. Loans 1o (rovernment servants,

Joouns not bearing inlorest.

1. Advances repayable.
IV, Permanent Advance.
[Article 214.]

22, Advance of pay and/or iravelling allowance are granled (J) lo a Government
servant who receives an order of transfer during dutly or leave, (2) a Goverument servant
cmployed in the Secretariat in respect of each auihorised nove to and froin Oolucamund,
) a Gazetted or non-gazetted Government servant of Raj 1havan [or the move to
and from Qotacamund every year in connection with the annual change of headquarters
ol the Governor.

[Article 239 (a).]

53. An advance should pot excced the monthly pay that the Government Servant
is in receipt of inmediately before transier or the pay that he will be cntitled to after
the transfer whichever is less plus the travelling allowance to which he may be entitled
under {hie rules in consequence of the transfer or move to or from Qotacamnund, as the
case may be. The advance of pay will be recovered from (he Governnient =ervani’s-pay
in three equal monthly instalments. The first instalment should he dedncled from the
first full month's pay drawn after the transfer or move.  The first two instaliments
should be fixed in whole mpees.  ‘The remaining balance (ineluding any fraclion of a
i) will be recovered in the third instalment. The advance of "the travelling
alowance will be recovered in full in the Government Servant’s travelling allowance
bill for the jonrney.

[Ariicle 239 (0).]
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X. Drrosits,
51, In conncction with the transaction of public business, the Governinent eive
moneys deposited with them for various purposes by or on belialf of various pnblic bodies
and memhers of the public. ‘I'he Government afterwards account {or them hy repayment
or otherw Any department of the Government way receive sucl: (!1-1\0' The
trangactions relating o monevs of this kind are accounted Tor in the = Deposits &
of the Government Aceounts

-tion

[Article 261.)

53 Civil Deposits include-—
i) Revenne Deposits.
.« Civil Court’s Deyorits.
(D) Criminal Court’s Deposils.
(iv) Personal Deposits.
)} Publie: Works Deposite.
(vi) Trusy Interest Funds,

(vii) Deposits Tor work done for public hodies or privare individual.

(viii' Uinclaimed Provident Ifund Deposits.

(ix¥ Deposits of subscriptions for a Goverement loan.
(x) Deposits in connection with clections.
T Article 262 3

XI. GENERAL.
£6. ‘I'he Government will hold a Government servant  personally responeible for
any loss sustained by the Government through fraud or negligence on his part and also
for any loss sustained through fraud or negligence on the part of any other Grovernment
servant to the extent to which it may be shown that he contributed (o the loss by lLis
own action. or negligence. [<very Government servant should. therefore, excreise the
same diligence and care in respect of all expenditure frora public funds under hix coutrol
as a person ol ordinary prudence would exercise in respect of the expenditure of his
owl noney.

[Article 273.]



CHAI'TER XV,

THIE FUNDAMIXNTAL RULES AND LI TAMIT NADU LIEAVE RULES, 1933.
INTRODUCTORY.

1. The Fundamental Rules of the Government of ‘[amil Nadu contain thic Funda-
mental Rules which were originally made by the Sccretary ol State-in-Council in 1922
under section 96-13 of the Government of India Act, 1919. These Rules were framed
w regulate the conartions ot service of the Civil Services in India in regard to pay,
allowances, leave, joining lime, foreign service, etc. The rules were suitably altered after
 Constitution of India ' came into force on 26th January 1950. Under the Funda-
mental Rules, there arc several subsidiary rules and insiructions issued by the Govern-
went of Tamil Nadu.

. The Fundamental Rules came inio force with effect from 1st January 1922. They
appl) to all Government servants paid from the Consolidated Fund of the State. They
also apply to auny other class of Government servants to which Government may, by a
general or special order, declare them to be applicable.

[I".Rs. 1 and 2.]

3. Definitions.—(1) ** Pay "’ means the amount drawn monthly by a Government
servant as (i) thbe pay other than special pay or pay granted in view of his personal
qualifications which has been sanctioned for a post Teld by him substantively or in an
officiating capacily or 1o which he is entitled by reason of his position in a cadre,

(ii) special pay and personal pay: and

(iii) any other emolmnents which may be specially claimed as pay by Government.

(2) “ Personal Pay ~* means additional pay granted to a Government servant, (a)
to save him from a loss in substantive pay in respect of a permanent post other than a
tenure post duc to a revision of pay or to any reduction of such substantive pay other-
wise than as a disciplinary measure, or (b) in exceptional circumstances on other personal
considerations.

(3) “* Special Pay ' means an addition, in the nature of pay, to the emoluments
of a post of a Government servant granted in consideration of—

(a) the specially arduouns nalure of the duties, or
(b} o specific addition to the work or responsibility, or
(¢) the unhealthiness of the locality in which the work is perforined.
(4) “* Substantive Pay ' means the pay other than special pay, personal pay or
emoluments classed as pay by the Government under Rule 9 (21) (a) (iii) to which a

Government servant is entitled on account of a post to which he hag been appointed
snhstantively or by recason of his substantive position in a cadre.

(3) ' T.eave on average (or half or quarter average) pay ' means leave on leave
salary equal to average (or half or quarter average) pay, as regulated by rules 8 and 90.

(6) *‘ T.eave Salary '" means the monthly amount paid by Government to a
Government servant on leave.

(7) The “* Tueave Salary * of the Government servants (both Gazelted and non-
Giazetted) will be hased on the pay last drawn by then immeidately prior to their going
on leave plus special pay, personal pay and any other emoluments classificd as pay.
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(8 ** Month ** meuns a « Jendar month.  Iu caleulaling a period  expres-ed 1
lertus of months and days, cosplete ealendar guonths, frrespeciive of the number of
days in each, should first be calcuiated 2ud the odd number of days calculated subsequently.

(@ “ Joining time ' means the time allowed to a Government servant in which
o join @ new post or to truvel to or fiom a station to which he is posted,

(1w “* Lien” means the title of o Government  servant to hold  substantively
cither jmnediatoly or on the termination of a period or periods of absence, a permanent
post including a tonure post to which he has been appointed substantively,

(L1 Time-Scale ’ay " means pay which, subject 1o any conditions preseribed
in these rules, raises by periodical increivents from a miniruum te maximum.

Nork.—Thne scales are said to Le identical if the minimum, maximam, the period
of incremeunt and Lhe rate of inerement of the timne-scales are identical.

(12) ** Compensatory Allowance ™ iucans an allowance granted to wmeet personal
expenditure neecessitated by the special circumstances in which daty is performed. 1t
includes travelling allowance.

(13) ** Foreign Service ' means service in which a Government servant receives
substantive or officiating pay wiith the sanction of {he Govermment {rom any source
other than the Consolidated Fund of the Union or of the State.

4. General conditions of Service.—(1) A person (except a Military Pensioner) can be
appointed substantively to a post in Government service only if he produces a certificate
ol plysical fitness in the formn prescribed in Aunexure 1-A 1o the Rules. The Govern-
ment may, in individual cases, dispense with the production of such certificate and may,
by general order, exempt any specified class of Government servan(s from the opera-
tion of this rule. The certificate must be signed by a Commiesioned Medical Officer or
a Civil Medical Ofilicer of a rank not lower than a Civil Surgeon or an Honorary Medical
Officer of Civil Surgeon’s rank or District Medical Oflicer.

[F.R. 10.]

(2) The whole time of a Government servant is at tbe disposal of the Govern-
ment which pay bim and he may be cmployed in any manner required by proper
aathority without claim for additional remuneration.

[F.R. 11.]

(3) Two or more Governiuent servanls cannot be appointed subslantively to
the same permanent post al the same time.
[F.R. 12 (a;.]

(4) A Government servant cannot be appointed substantively to two or wmore
permanent posis at the same time.
[F.R. 12 (b).]

(5) A Government servant cannot be appointed substantively to a post on which
another Government servant holds a lien.

[F.R. 12 (c}.]

(6) A Govermnenl servant on substantive appointwent to any permanent post
acquires a lien on that post and ceases to hold any iien previously acquired on any other
post.

[F.R. 12-A.]

(7) The Government can suspend the lien of a Goverument servant on a permoanent

post which he holds substuntively if he is appointed in a substantive capacity to a

tenure post or provisionally to a post which another Qovernwent servant would hold a

lien had his lien not been suspended under the rnle. The lien of an officer cannoi be
suspended whila he is on a probation in another post.

[F.R. 14.3
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B The Govermment may (rausler a  Government servant [rom  one post lu
another. However, he will not be transferred substantively o or appointed io officiate
i a post eureying  less pay than the pay ol the  permanent post on which he holds a
ll(‘ll

(e 15.]

) A Govermment servant s entitled 1o draw the pay and allowances attached
10 his tenure of a post with cflect from the date (forenoon or alternoon) on which he
asswines the duties ol that post.  Le will cease to draw the pay and allowances as
roon as he ceases to discharge those duties.  Lhe transfer of an oflicer is complete only
when the certificate of transler of charge has been signed by  both the relieving and
ilic reficved Government servants.

(1R, 17.]

(X0) A Governmen( servant cannot be granted leave of any king for a continuous
period exceeding five years. Il a Government servani does not reswue duty alter remain-
ing on leave for a conlinuous period of five years, he will be deemed to have resigned and
lie will cease to be a Government employee.

[F.R.18.]

5. Puy—(1) The pay of a Government servant appointed Lo a post in a time-scale
of pay caunot be increased to exceed the maxitnum in the time-scale of pay without
the sanction of the authority compelent to create the post.

[F.R. 19 (1).]

(2) The Government may grant (i) personal pay or (ii) special pay lo any Govern-
went servant and the personal pay or special pay or hoth should not exceed one-filth of
tlie pay of the Government servant or Rs. 300 per month whichever is less.

[F.R. 19 (2).]

(3) There are two rules regulating the initial fixation of pay on promoiion io a
higher post, i.e., ona carrving higher responsibilities. [F.R. 22 (1) (&) (i) or (b) (1) #nd
IR, 22-B.] Rule 22 applies to a Government servant who holds a lien on a permanent
post and an approved probationer if he is appointed ecither substantively to a perianent
post or to officiate in a permanent post or temporary post. I*.1R. 22-B '11)phes lo & Sovarn-
went servant holding u post in a substantive or officiating capacity. Rule 22 (1) (a) (i)
or (b) (i) will apply to a Government servant only if he s opted within 15 days [rom
the date of receipt of oxdexs of promotion to have his pay fixed under this rule. Il he
has not done so, F.R. 22-13 should be applied.

(4) The fixation of pay in cases ol appointmenis to posts where higher responsi-
bility is not involved is regulated by I'.IR. 22 (1) (a) (i) and 22 (1) (b) ().

(5) An increment sbould ordinarily be drawn as a malter of course unless it is
withlield. It may be withheld from a Government servant by Government or by any
nuthority to whom the Government may delegate this power under rule 6, if his conduct
Lias not been good or his work has not been satasl‘actm} ‘While ordering the withhold-
ing of an 1m,rement the withholding authority should state the period for which it is
vlthheld and whether the postponemeut shall have the effect of postponing future
increments. The authority competent to withhold increments [rom a Gmemmem
servant ig the authority in which such power has been vested under NRule 14 of the
Tamil Naduo Civil Services (Classificalion, Control and Appeal) Rules. The authority with-
Lolding an increntent of an officer without enmulative effect should expressly state in
(he order that the period for which ihe inecrement has been stopped will be exclusive
of any period spent on leave belore the period is completed. IE the stoppage of incre-
ment ig with cumulative eflect the penod of stoppage will be inclusive of interval spent

on leave
[F.R: 24.]
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(6) Where an efficiency bar is prescribed in a time-seale, the increment next
above the bar should be given lo & Government servant only with the specific sanction
of the authority empowered to withhold increments.

[F.R. 25]

(7) All duly in a post on a time-scale counts for increments in that lime-scale.
[F.R. 26 (a)]
(8) Service in anotler post, olher than a post carrying less pay, whether in a
substantive or officiating capuacity counts for increment in the time-scale applicable to

the post on which a Government servant Liolds a lien as well as in a time-scale applicable
to the post or posts, if any, on which he holds a lien had his lien not been suspended.

[F.R. 26 (b)]

(9) All leave except extraordinary leave taken otherwise than on medical certi-
ficate counts [or increments in the time-scale applicable to a post in which the Govern-
ment servant was officiating at the time he proceeded on leave and would have continued
to officiate in the post but for his proceceding on leave. The appointing authority or
other authority specially empowered by Government in this behalf should certify in
each case that the Government servant would have actually continued to officiate ip the
post but for his proceeding on leave. "The period of leave will count for inerement only
to the extent it is covered by the certificate.

[F.R. 26 (bb)]

(10) If a Government servant, while officiating on a post or holding a temporary
post on a time-scale of pay, is appointed Lo officiate in a higher post or to hold a higher
teruporary post his ofiiciating or temporary service in the higher post will, if he is re-
appointed to the lower post or is appointed or re-appointed to a post on the same time-scale
of pay, count for increment in the time-scale applicable to such lower post, to the extent
he would have officiated in the post but for his absence on other duty.

[F.R. 26 (o)1

(11) Foreign service counts for increment.

[F.R. 2% (9]

(12) Joining time counis for increment. (In cases of promotion or reversion in
the lower post only).
[F.R. 26 (e)]

(13) A probationer in any service on duty who does not hold a permanent post will
draw pay as follows :—

(i) While undergoing a course of instruction or training, the pay specified in
the Special Rules on Lhat behalf; and

(ii) After completion of the course of instruction or training or where there is
no prescribed course of instruction or training the pay of the lowest grade or the minimum
pay in the time-scale of pay as the case may be, applicable to his class or category.

An approved probationer will draw the pay that would be admissiblo to him if be
were a full member of the service in the class or category in which he is holding the
t.
pos [F.R. 31-A(1)]
8. Additions to Pay.—'' Compensatory allowance '’ attached to a post will be
drawn in full by a Government servant performing the duties of the post. The authority
who sanctions the leave may permit a Government servant on leave to draw these
allowances for a period not exceeding four months without prejudice to the Government
servant officinting for him also drawing it subject to the following conditions :—
(1) that the Government servant is oxpected to retnrn to a post to which a
similar allowance is attached ; and
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(2) that he will continue to incur during the above period, the expenses to meet
which, the compensatory allowance was granted.
(F.R. 44)

7. Allotment of Buildings owned or leased by Government.—(1) Buildings acquired,
constructed or leased by Government [or the occupants of particular posts will be occupied
only by the officers holding these posts.

[F.R. 45(1)]

(2) Any two oflicers at a slation may exchange the buildings alloited to themn
with each other as a purely private arrangement but each officer will continue to be
responsible for the rent of the-building assigned to him.

[F.R. 45 @]

(3) The sub-letting of an official residence is permissible only with the previous
sanction of the Government. Iiven then the Government will not recognise the sub-
tenancy. The Officer concerned will still remain personally responsible for the rent
and for any damwages caused to the building beyond fair wear and tear.

[F.R. 45 3]

(4) An officer who goes on leave will be held to have ceased to be in occupation
of the building from the date of commencement of leave. However, the head of the
department is competent to permit the officer proceeding on leave on average pay not
exceeding four months to occupy the Government quarters. 1n other cases, the permis-
sion of the Government is necessary.

[F.R. 45 (4)]

(5) The- standard rent of a residence will be calculated as follows :—

(i) in the case of a leased residence the sum paid to the lessor.

(ii) in the case of a requisitioned residence, the compensation amount payable
to the owner of the building plus, in either case, the amount determined for both ordinary
and special maintenance and repairs and for capital expenditure on additions or altera-
tons and also municipal and other taxes payable by Government for the building during
the period of lease or requisition.

(ii1) in the case of residences owned by Government and occupied for the first
time after 19th June 1922 the standard rent will be calculated at 6 per cent per year
on the capital cost of the residence.

The standard rent will be expressed for a calendar month and will be equal to 1/12th
of the annual rent so calculated.

(F.R. 45A. IID

(6) When a Government servant is provided with a residence leased or requisitioned

or owned by the Government, the rent payable by him should not normally exceed 10

per cent of his monthly emoluments. In certain cases, rent is also recovered in cxcess
of 10 per cent of his emoluments.

. (F.R. 45-A. 1IV)

(7' Tha Government, may, by general or special order, grant rent-free accommoda-
tica to any officer or class of officers. The Government may also waive or reduce the
amount of rent to be recovered from any officer. They may also waive or reduce ilie
amount of municipal and other faxes to be recovered from any officer or class of officers.

(F.R. 45-A. V)

8. Combinalion of Appointmenis.—(1) If a Government servant is appointed to
hold full additional charge of one or more posts, the additional pay that will be granted
to him in respect of each post will be one fifth of his substantive pay or one-fifth of
the average of the substantive pay he would have drawn hut for liis officiating in another
nost and the actual pay drawn by him in that officiating post whichever is higher.

[F.R. 49 (1) (a) U]
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(@) If the Government servant is appointed to discharge only the current duties
of one or more posts, the additional pay that will Le granted to him will be one-tenth
of his substantive pay or one-tenth of the average pay of the substantive pay he would
have drawn but for lis offilating in another posi and the actual pay drawn by him in
that officiating post whichever is higher.

[F.R. 49 (1) (@) (D]

(3) If an ofiiciating Government servant, who has no lien on a permanent post
under Government is appointed to hold [ull additional charge of one or more posts, the
additional pay thai may be granted to him in respect of each posi of which he holds
full additional charge will be one-tenth of his officiating pay. If he is appointed to dis-
charge only the current duties, the additional pay will be only one-twentieth of his
officiating pay.

[F.R. 49 () (b) () & (D]

(4) In addition to the additional pay, the Government servant may also be
permilted to draw—

(i) in case of full additional charge of one or more posts () the cowpensatory
allowance in full, if it is attached to only one of {he posts including his own: or (b)
the highest of the compensatory allowances if it is attached to more than one of the posts
(including his own).

(il) in case of discharging the current duties of one or more posts, the compen-
satory allowance, if any, admissible in his regular post.

[F.R. 49 (2)]

9. Deputation out of India.—(1) A Governwent servant will be deputed out of India
only with the previous approval of the Central Government.
[F.R. 50]

(2) A Government servant while on deputation out of India will be allowed to
draw during the period of deputation the same pay which he would have drawn hLad he
remained on duty in India. He will also be granted compensatory allowance in a foreign
country as fixed by the Central Government.

[F.R. 51]

(3) When a Government servant is deputed for duty out of India to hold a regularly
constituted permanent or quasi-permanent post other than a post borne on the cadre of
the service to which he belongs, his pay will be regulated by the orders of the Central
Government.

[F R. 51a]

10. Dismissal, Removal and Suspension.—(1) The pay and allowances of a Govern-
ment servant who is dismissed or removed from service cease from the date of such dis-

missal or removal.
EP.R. 52]
(2) A Government servant who is placed under suspeasion is entiiled to receive
the following payments :—
(a) Subsistence allowance equal to the leave salary which the Government ser-
vant would have drawn, if he had been on leave on half-average pay or on half-pay ani i

addition, dearness allowance, if admissible on the basis of such leave salary. The amount
of dearness allowance shall be based on the increase or the decrease, as the case may be.
(b) The competent authority may direct that the Government servant shall be
granted such compensatory allowances as are a(flmissihlc from time to timne on the basis
of pay of which the Government servant was in receipt on the date of suspension as

the Government may sanclion by general or special order.
[F. R. 33 (]
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{8) The Government servant should furnish a certificate while claiming the sub-

sistence allowance that he is not engaged, in any other employment, business, profession
or vocalion.

[F.R. 53 (2)]
(4) If a Government servant under suspension is dismissed or removed from service

with refrospective cffect, the recovery of the subsistence allowance already granted to Lim
is not necessary.

(F.R. 583—Ruling 1)

(5) The subsistence allowance is free from the recovery of certain kinds. The
recovery of certain types is optional and some other items compulsory. Details are fur-
nished in the Rulings under 1'.R. 53.

(F.R. 53—Ruling 2)
(6) A Government servant under suspension is not eligible to be granted leave.

(P.R. 55,

11. Retirement.—(1) The date of compulsory retirement of a Government servant,
whether he holds o substantive or officiating post, is the date on which he attains the
ego of 35 years. He will not be retained in service after that age except with the sanc-
tion of the Government and on public grounds which must be recorded in writing, No

Government servant will be retained after the age of 60 years except in  very special
circumstances.

Exceptions to this Rules are as follows :—
(i) All last grade Government servants will retire on attaining the age of 60 years.

(ii) Trained Teachers in Government Elementary, Secondary, Training and
Special Schools and Anglo-Indian Schools will retire on attaining the age of 58 years.

[F.R. 56 (a)]

(2) If the day on which a Government servant reaches the retiring age is a non-
working day, he will retire with effect from and including that day.

[F.R. 56 (a) and Note (1)]

(3) A Government servant under suspension on a charge of mis-conduct should
not be required or permitted to retire on his reaching the date of compulsory retirement.
He should be retained in service until the enquiry into the charge is concluded and a
final order passed thereon by the competent authority.

[F.R. 56 (c)]

(4) A record of services of each Gazetted officer called ‘* History of Services'' is
maintained by the Audit Officer. For non-gazetted officers, Service Books are maintained
in departmental offices. The record shows the date of birth and his official services. The
Heads of the offices should ensure that all the Service Registers in their offices are kept
up-to-date and all the service entries are duly made and attested. It is also the duty
of every Government servant to see that bis Service Book is properly maintained and
that all erasures in it are attested. The Head of the office will allow a Government
servant 10 examine his service book, if he so desires, at anytime. In the case of 3
Government servant, if the year of birth alone is known but not the month and date,
the 1st July of the year should be treated as the date of birth. When both the yeer

and month are known but not the date of birth, the 16th of the month should be taken
as the date of birth.

12. Leave.—(1) Leave is earned by duty only. The period spent in foreign s'el‘ViCe
counts as duty if contribution towards leave salary is paid on account of such period.

(F.R. 60)
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. (2) Leave cannot be claimed as a matter of right. When the exigencies of the
public service so require, discretion to rofuse or revoke leave of any description is reserved
to the authority empowered to grant it.

(F.IR. 67)
(3) Leave ordinarily bhegins on the day on which transfer of charge is effected and
ends on the day preceding that on which charge is resumed.
(F.RR. 68)
(1) A Government servant on leave should not take any service or accept any
employment without obtaining the previous sanction of Government.
[F.R. 69 (1)]
(5) All orders re-calling a Government servant to duty before the expiry of his
leave should state whether the return to duty is optional or compulsory. 1f the return
is optional, the Government servant is not entitled to any concession. If it is compulsory,
he i entitled to be treated as on duty from the date on which he starls for the station
to which he is ordered to join duty and {o draw travelling allowance. However, he will
draw leave salary only until he joins his post.
(F.R. 70)
(6) A Government servant who has been granted leave on  medical certificate
cannot return to duty without first producing a medical certificate of fiiiness in the form
given in Annexure 1-A of the 1'undamental Rules.

(F.R. 7)
(7) A Government servant desiring to relurn o duty within the period of his leave
should communicate his desire to the authority which sunctioned the leave sufliciently
early to enable suitable arrangements to be made.
. [F.R. 72—Instruction (1)]
(8) No formal cancellation of the unexpired porlion of leave is nccessary when a
Government servant returns to duty belore the expiry of his leave.
[T.R. 72—Instruction (3)]
(9) All Government servants will be subject to ordinary leave rules.
(F.R. 75}
(10) A leave account will be maintained for each Government servant governed
by the Leave Rules in I'.Rs. in terms of leave on average pay. In the case of those
governed by the T'amil Nadu Leave Rules the leave account is maintained in 2 parts—
Part I earned leave in terme of days, Part II unearned leave in terms of moaths and
days.
(F.R. 76,
(11) The various kinds of leave admissible to the Government servants in  the
State are given below :—
(i) The ordinary Leave Rules in the Fundamental Rules.
(iiy The Tamil Nadu Leave Rules, 1933.
(iii) Leave Rules in the Fundamental Rules common to all Government servants
governed by the Tamil Nadu Leave Rules and Fundamental Rules.

(12) The Ordinary Leave Rules in the Fundamental Rules apply to all  State
Government servants appointed before 4th September 1933 who had not elected to the
Tamil Nad 1 Leave Rules, 1933—

(i) Total leave \creditable in the leave accouni.—2/11 period of duty without
any limit in respect of 1/11 and a limit of 2} years in respect of the balance of 2/11 of
duty. The limit is in terms of leave on average pay.

[FR. 81 (ay1
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(i) Maximum leave on average pay or full pay for whole service-1/11 period
of duly plus one vear.

[F.R. 81 (b) Proviso.]

(iii) Maximum leave on average pay or full pay ag a time—four months. 1If it is
not leave preparatory to retirement, it may be extended up to 8 months on Medical
Certificate. If leave is out of India—upto 8 months at a time.

[F.R. 81 (1))

(18) Leave not due may be granted on medical certificate without limit of amount
and if it is without medical certificate for not more than 3 months at any one time and
six months, in all, reckoned in terms of leave on average pay.

| FR. 81 (o)]

(14) The Tamil Nadu Leave Rules, 1933.—The Tamil Nadu Leave Runles 1933,
rame into force on 4th September 1933. They apply (i) to those employed in State
services for th= first time on or after 4th September 1933; and (ii) to those who were
subject to the leavs rules in the Fundamental Rules, but who had elected to corme under
these rules within six months from 4th September 1933.

Note.—For tliose who have elected to be governed by these rules, leave on everage
pay earned before 4th September 1933 (up to the maximum earned leave admissible) can
be carried (orward.

Total Lieava creditable in the Iueave Account (Superior Service) :

(i) 1/11 period of duty (earned leave on fnll pay) ceasing to carn leave when
there is a credit of 180 days in the leave account.

(i) Lieave on private affairs—six ruonths in all and up to a maximum of three
months at a time in terms of leave on half-pay.

(iii)) Leave on Medical Certificate—One year in all plus six months, in all, in
special cases in terms of leave on half-pay.

Maximum earned leave on full pay for whole service.—1/11 period of duty—-credits
in leave account limited to 180 days at any time.

Maximurn earned leave at a time—120 days at a time.

Notre.-—There is no provision ior the grant of leave not due. Only leave on loss of
pay can be taken when credit in the leave account is exhausted.

(13) Earned leave (on full pay).—The credits up to the limit allowed and all earned
leave taken are recorded in Part I—'' Farned leave account '’. This leave account is
maintained in terms of days-only for duty periods and leave earned and leave periods with
reference to the aclual number of days in each month. In the case of leave earned,
fractions of half and above should be rounded as one day and fractions of less than half
ignored.

(16) A permaunent Government servant or an approved probationer in  superior
gervice earns leave at 1/11 of the period spent on duty and he will cease to earn leave
while he has to his credit leave amounting to 180 days. The maximum earned leave
that may be granted to bim at a time is 120 days.

(Rules 8 and 11 of Tamil Nadu Leave Rules.)

(17) A probationer earns leave at 1/22 of the duty period up to 30 days [Rule ‘2_0

(i) of the Tamil Nadu lieave Rules]. If there is a break of service during probation or i
an interroption of duty other than leave occurs in the service of a  probationer, leave
earned will lapase (Rules 24). If an approved probationer is ousted for want of a vacancy
and is later re-appointed, after a break, earned leave al his credit will he carried forward.
(Rule 25.)
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(18) Unearned leave (on half-pay).—(i) T.eave on private affairs for 6 months in
all and up to a masiwum of 3 months at one time may be given to an approved pwoba-
tioner and to a permancnt Government servant in superior service (Rules 13 and 25!.
This may be combined with earned leave but the total shall be limited to six months
at a time.

(Rule 14.)

(i) Leave on medical certificate may he granted to an approved probationer

and to a permanent Government servant in superior service up to 1 year in all on produc-

tion of Medical Certificate and at a time to the extent of the period recommsnded in

the Medical Certificate. After this period of one vear has been exlausted, further leave

on Medical Certificate up 1o six months in all may be granted in  exceptional cases on the
recommendation of the medical authority.

(Rules 15 and 25.}

(iii) The leave on medical certificate may be commuled into six months leave
on full pay and sach commuted leave will not be granted for more than two months at
any one time and six months during the entire service.

(19) Leave on Medical Certificate for six months in all and up to a limit of two
montl'a at a time may be granted to non-permanent Government servants and praba-
tioners, il they had served for not less than two years conlinuously (excluding emergency
services if any). Such leave may be commuted into leave on fuil pay for half the period
i.e., three months in all and one month at a time.

[Rule 23 (a) (i) and Ruling 2 thereunder.]

(20) Vacation Depurtment.—A Vacation Department is a department or part of
department in which regular vacations are allowed. During the vacations, the Govern-
ment servants serving in the departmient are permitted to be absent from duty. Any
period of recess which exceeds 15 days in duration is treated as a vacation.

[F.R. 82 (a) Instructions 1 and 2.]

(21) A vacation is held as having been enjoyed if a Government servant has not
worked for more than 15 days.

[F.R. 82 (a) Tostruction 6.7

(22) 1. Superior Service.—(i) A permanent Government servant in superior service
in a vacation department earns earned leave for each year of duty in which he has availed
himself of the vacation as follows :—

1/11 of the duty period minus 30 days.
[Rule 9 (a).]
(ii) A non-permanent Government servant in superior service in a vacation
department earns earned leave for each year of duty in which he has availed himself of
the vacation as follows:
1/22 of the duty period minus 15 days.

IT. Last Grade Service.—(i) A permanent Govermment servant in last grade service
in a vacation department earns earned leave [or each year of duty in which he hay availed
himself of the vacation as follows :—

1/22nd of the duty period mibus 15 days.

[Rule 17 (1).7
(i) Tiast Grade Government servants whe have put in a service of 15 vears and
more will be allowed the same privileges on the same terms as in the case of Govern-

ment servants in superior service. )
(G.0. No. 226, Finance, dated 8th February 1971.)
(iii) Farned leave is not admissible to a temporary eandidate or a probationer in a

last grode service in & vacation department.

[Rule 20 Note.]
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(23) Transfer from vacalion fo non-vacalion deparlment and vice versa.—For vurposes
of leave account, the tranefer in ecach case should be deemed to have taken place
immediately after the date of expiry of (he last vacation enjoyed or the last vacation in
the vacation departineni previous to such {ransfer.

[F.R. 82 (a) Instruction 7.]

(24) When a Government servant combines vacation with leave i.c., where leave
immediately follows or precedes the vacalion, the period of vacation will be reckoncd as
leave in calculating the maximum leave on average pay or earned leave admissible at a
time. However, vacation should not be debited in the leave account.

[F.R. 82 (d).]

(25) Last Grade Servants : I Permanent :—THe carns earned leave at 1/22 of the duty
period up to a credit in leave account of 60 days,

[Rule 17 (1) T.L.R.]

He may be granted leave on medical certificate [or six months in all during his
service.
[Rule 18 of Tamil Nadu Leave Rules.]
He may commute four months leave out of six months leave on medical certificate
into two months leave on full pay. Such commuted leave will not be granted for more
than one month at any one time.
[Rule 18-B—Tamil Nadu Leave Rules.]

Last Grade Government servants who have put in a service of 15 years and more will
be allowed the same privileges on the same terms as in the case of Government Servants
in superior service.

(G.O. No. 226, Finance Department, dated 8th February 1971.)

II. Non-permanent.—A non-permanent last grade Government servant or one on
probation earns leave at 1/22nd of the duty period, subject to a maximum of 30 days.
[Rule 20 (i1).]

An’ approved probationer earns leave at the rate of 1/22 of duty period up to &
maximum of 60 days.

[Rule 23 (5i).]

If he has completed cne year's continuous service, he may be granted leave on
medical certificate for a maximum period calculated at ten days for every completed
vear of his service less the amount of leave taken under this rule. This may Le com-
muted into leate ¢n full pay for one-half of the period. However, leave will be grauted
only for 15 doys at any one time.

[Rule 23-C and Ruling 2 thereunder.]

(26) ' Extraordinary '’ leave may be granted on loss of pay when no other leave is
sdmissihle or when the Government servant applies for it. This leave may also be
combined with other kinds of leave up to 5 years.

[F.R. 85 (a) and (b).]

(27) J.eave Rules in [Fundamental Rules common to all Government servants
soperned by Fundamentsl Rule Leave Rules and Tamil Nadu Leave Rules—(1) Special
Disability Leave.—(i) A Government servant, permanent or non-permanent, if he is
disabled by injury intentionally inflicted or accidentally incurred * while-on duty or in
consequence of the due performance of his official duties. is eligible for disability leave
for the period certified by the Medical Board upto a maximum of 24 months in respect
of any one disability. The Heads of Departments are competent to grant such leave.

(i} T.eave salary in the case of persons subject to the Fundamental Rule Leave
Rules during the first four months is equal to the average pay and for the remaining
period of ths leave on half-average.pay. In the case of those subject to Tamil Nadu
Teave Rules. 120 or 60 or 80 days, as the case may be on full pay and the resl on balf-
pay. The leare salary during the whole period of such leave on average pay or full pay i
aubject to the maximum-of Ra. 1,500 per mensem and the leave salary during leave om
half-average pay or half-pay is subject to the maximum of Rs. 750 per mensera.
[F.R. 83 and 83-A.]
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(2) Study leave.—Study leave is granted by the State Government to enable
Governnimeny servants to study sciontific or technical or similar probleins or to undergo
special courses ol instructions in or outside India,

[F.R. 81.]

(3) Maternity leave.—Maternity leave is granted to permanent snd officiating
marricd women Government servants who are approved prohationers up to two months in
respect of cach maiernity. Non-permanent matried women Governmeni servants
iprobationers and temporary candidates) are eligible to be given such period of maternity
leave as will make up two months when added to the leave on average pay or earned leave
in full pay to which they are otherwise eligible at the time the maternity leave is applied
tor. Marrizl women Government servants employed under emergency provisions, i.e., not
in a regular capacily should have completed one year of continuous service including leave
petiod to become eligible for the grant of this leave. Xieave salary cligible is the avera::s
pay under T'undamental Rules or full pay under Tamil Nadu Xieave Rules. Maternity
leave is not debited to the leave account.

[F.R. 10.()]

(4) Hospital leave.--Hospital leave is granted on account of ill-health io permanent
members of the subordinate services whose duties expose them to special risk of accident
or illness. This leave may be granted on average pay for the entire period during which
the Giovernment servant is treated as an in-patient in the hospital. Tor the period during
which he is treated -as an out-paticnt, leave on half-average pay to the extent recommended
by the Medical anthority may be granted. The grant of leave as indicated above is subject
to the existing restrictions that ihe total period of leave with pay should not exceed a
continnons period of 28 months. A Government servant who holds only a temporary or
officiating post and has no lien on a permanent post is not entitled to hospital leave. ’

[Tundamental Rule 101 (h) as amended in G.0. Ms. No. 1108, Finance (SIV) Depart-
ment dated 19th December 1968.]

() Surrender and encashment of Leave.—(i) Government servants (both -Gazetted
anl non-Gazctted) who take earned leave for a perind of not less than 30/15 days will be
allowed to surrender the balance of the earned leave to their credit on the date of
commencement of the leave or any portion thereof at their option subject to a maximum of
30/15 days and will be sanctioned leave salary and allowances for the leave so
survendered.

(ii) The authorities who are empowered to sanction earned leave will he competent
to accept surrenders of earned leave. Applications for surrender of earned leave may be
made either along with the application for grant of leave or before the expiry of the
thirty days of earned leave granted.
fifteen

(iii) The number of days of earned leave surrendered will not be referred io any
particular period but will be reckoned as surrendered on the date of commencement of
the actual leave taken and debited against the leave account of the Government servant.

(iv) There should be an interval of not less than twenty-four months hetween
. Ttwelve
sumrender of earned leave. That is, a Government servant who avails himself of {his
benefit will be entitled to apply for surrender of earned leave apain, only sfter the lapse
of tweuty four months from the date of expiry of the period of earned leave to which the
twelve
previous surrender related.

(v) The total of the earned leave actually availed of and the earned leave surreirdered
shonld not cxceed the maximum leave admissible to the Government servants at auy one
time. VIZ., 120 days under Tamil Nadu Leave Rules and four months on leave cn Average
Pay under Fundarnental' Rules, :

506-32—14
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(vi) In the cases of Government servants who are on the verge of retirement, the
period of leave surrendered should not exceed the period of duty between the dale of expiry
of the earned leave actually availed of and the date of compulsory retirement.

(vii) The leave salary and allowances admissible for the lcave surrendered will be
equivalent 1o the leave salary and the allowances for the first thirty days ol the lcave
fifteen
enjoyed. The Jeave salary and allowances for the period of surrendered leave will he paid,
along with the leave salary and allowance for the earned leave of not less than thirty days
Flteen
actually taken by the Government servant. Tf the leave salary for the first thirty days of
filteen
the actual leave availed of is deawn in two instalmenis consequent on the leave [alling
partly in two months, {he leave salary for the surrendered leave will be drawn along with!
the second spell of such leave sulary. The leave salary for the surrendered leave is not
liable to deductions on account of Provident Fund Subscriptions and repayment of any
advances, etc., to Government and repayment of any dues to Co-operative Socicties, etc.

(viii) This concession will apply to the Government Servants who are on foreign
service or on deputation with Government of India or other State Governments.

(ix) I"he benefit of surrender of earned leave will not be allowed in cases of leave
prepuratory to retirement or refused leave granted under the Tamil Nadu Fundamental
Rules, Tamil Nadu Leave Rules, 1933 or the corresponding Rules in the Travancore
Service Itegulations.

(x) If a Government servant who is permitted to surrender leave, voluntarily. returns

to duty before the expiry of the thirty days leave, he will not ordinarily be permitted to
fifteen

rejoin duty. If, however, such a Government servant is permiited to rejoin duty, the
orders regarding surrender of leave will he cancelled. As regards cases of compulsory
recall to duty, such recall will be made only when such a cause is absolutely warranted by
the exigencies of public services and as soon as the service of the Government servant can
be spared, he will be relieved of his duties to enjoy the balance portion of the minimum
period of leave.

(G.0. Ms. No. 783, Finance, STV Department, Dated 10th September 1968)
and
(G.0. No. 226, Finance Department, dated 8th Febrauary 1971).

(xi) Government servants are given the choice either to go on earned leave for
thirty days and encash a maximum of thirty days earned leave with an interval of 24
mcenths or to go on earned leave for fifteen days and surrender a maximum of fifteen days
earned leave with an interval of twelve months. Government servants whoe go on earned
Jeave for thirty days and encash a maximum of thirty days may avail of fifteen days earned
leave and surrender a maximum of fifteen days of earned leave after an interval of twelve
monthg and Government servants who go on earned leave for fifteen dayvs and encash
maximum of fifteen days carned leave may avail of thirty days earned leave and surrender
a maximum of thirty days earned leave after an interval of 24 months, subject to the
conditions laid down above.

(Government Memo. No. 32820 A/FR/71-1, Finance, dated 241h March 1971).

(6) Refused Leave.—Under Fundamental Rule 86 (@) leave at the credit of a Govern-
ment servant shall lapse on the date of retirement unless he was prevented in admini-
strative interest from enjoying this leave prior to retirement. Government have
now ordered that Government servants may be psrmitl’ed to encash the earned leave atf
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their credit, on the dale of super-annuation, subject to a maximum of 120 days by the
authority sanctioning the pension. The Government servants will be paid leave salary
less peusion and pension equivalent to Death-cum-Retirement Gratuity for this period.

(G.0. No. 226, Finance, dated 8th January 1971).

(7) Ka-gralia Allowance for the Leprosy, Tuberculosis and Cancer Patients.—Govern-
eng servants on a pay not exceeding Rs. 300 per mensein while on extraordinary leave for
treatiment on tuberculosis, leprosy and cancer are entitled to an ex-gratia allowance equal
to half their pay subject to a maximuwm of Rs. 75 per mensem and a minimum of Ks. 40
per mensein.

(28) Holidays prefized to leave.~If holidays are affixed to leave, the leave and
any conscquent arrangement of pay and allowances take eitect irom the first day after the
holiday s.

[Fundamental Rule 68—Instruction 3 (a).]

(29) Holidays afixed t1 leave.—I1{ holidays ave arlixed to leave, the leave is treated
as having terminated on and any conseyuent re-arrangeinent of pay ad allowances take
eflicet from the first day on which the leave would have ended, if holidays had not bheen
allixed.

[Fundamental Rule 68—Iusiruction 3 (b).]

(30) Previous sanction of Government is necessary to accept any employment or to
take up any service during leave. Gazetted Governinent servants whether permanent or
officiating are not allowed to take up private employment while on lcave preparatory to
retirenient.

[Fundamental Rules 69 (1) and (2).]

13. Joining time.—(l) Joining time may be granted to a Government servent to
enuble him—

(a) to join a new post either at the same or a new station without availing himself
of any leave on relinquishing charge of his old post ; or

(b) to join a new post in a new station on return from (i) any kind of leave of not
wore than six months or 180 days,

(it) when be had not suflicient notice of his appointment to the new post ;

(¢) (i) to proceed on transfer or on the expiry of leave from a specified station
to join a post in a place in a remote locality which is not easy of access ;

(ii) to proceed on relinquishing charge of a post on transfer aor leave, in a place
in remote locality which is not easy of access to a specified station.
[Fundamental Rule 105.]

(2) One day joining time is allowed to a Government servant in order to join a new
post when the appointment does not necessarily involve a change of residence from the
station to another. A loliday or Sunday counts as a day [or the purpose of this rule. No
joining time is admissible in cases where the change of post does not involve an actual
change of office. } )

[Fundamental Rule 105—Instruction 1.]

(3) In cases invol\;ing a change of station, six days are allowed for preparation and,

in addition a period to cover the actual journey calculated as follows :—

(a) Tor that portion of the journey which he travels or might travel—

By Railway -
Y One day of each

By Railway—400 kilometres
v y [Rules 11 (1) and (@]

406 32—14a
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Ono day for each

By Ocean Steamer 320 Kilometres bl

By River steamer or by 130 Kilometros Or any longer time actually veeupiod
steam Launch. in the journey.

By Motor car or Horsce- 130 Kilometres
drawn conveyanco
plying for public hire.

In any other way 25 Kilometres

(a) For that portion of journey which he iravels by aircraft, only actual time
occupied in the journey.

(b) For any {raclional portion of any distance prescribed in clause («), an extra
day is allowed.

(¢) When part of the journey ig by steamer, the limit of six days for preparation

may be estended to cover any period unavoidably spent in awaiting the departure of the
steainer.

(d) Travel by road not exceeding eight kilometres to or from a Railway Station
at the beginning or end of a journey does not count for joining time.

(¢) Sundays do not count as days for the purpose of calculation in this rule but
they are included in the maximum period of 30 days.

(4) Within the maximum of thirty days, the Head of Department may oxtead the
joining time admissible under tle rules.
[Fundamental Rule 106.]
(Ruling 5)

(5) A Government servant on joining time will be regarded as on duty and is
entitled to pay and allowances udimissible for that period.

[Fundamental Rule 107.]

(6) A Governwent servant who does not join liis post within his joining time is not
entitled to any pay or leave salury after the c¢nd of the joining time. Willul absence from
duty alter the expiry of joining time may be treated as misbehaviour for the purpose of
Rule 15.

[Fundamental Rule 108.]

. Forcign Service. (1) A Government servant cannot be transferred to a foreign
service against his will, unless the transfer is to the service of a body incorporated or not
whicli is whelly or substantially owned or controlled by Government.

[Fundamental Rule 110.]

(2) A Government servant transferred to foreign service will remain in the cadre
in which he was included in a substantive or officiating capacity immediately before his
transfer and may be given promotion in the cadre durmg his abscuce on foreign service.

[Fundamental Rule 113.]

(3) A Government servant in foreign service will draw pay from the foreign
employer from the dale on which he relinquishes charge of his post in Governmenb
service,

[Fundamental Rule 114.]

(4) When a Government servant is in foreign service, contributions towards the

cost of his pension and leave salary must be paid to the Consolidated Fund. ‘L'he amonnts

may be paid on his bebalf by the foreign employer, if he consents to pay them. If not,
the amounts have to he paid by the Government servant himself,

[Fundamental Rule 115.]
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(5) The rate of contributions payable on acconnt of pension and leave salary is
given in the table under Fundamental Rule 116,

(6) When a Governmen| scrvaut  reverts [rom  foreign service to (iovernment

service, his pay will cease to be lmul by the loreign cimployer, .md his contributions will be
discontinued Irom the date of reversion.

{Fundamental Rule 126.]

15. Service under Local Funds.—l) 't'he Govermment servants paid from local
funds which ar¢ administered by Government are subjeet to the provisious of Chapiers T
to Al in the I'undamental Rules.

[Fundamental Rule 128.]

(2) The transfer of Government servants (o service under local funds which are
not adminislered hy Governinent will be regulated by rules in Chapter XII.

[Fundamental Rule 129, ]

(3) Persons lranslerred lo Government service from a local fund which is not
adwinistered hy Government will be treated as joining a first post under Government.
Their previous service will not count as duty perfortned. The Government may, however,
allow previous service in such cuses to count as duly performed on such Llerms as it
thinks fit.

[I"'undamental Rule 130.]

16. Casual leave.—(1) Casual leave is not a regulsr leave. Tt is o concession given
to a Government servant to factilitate casual absence from duty for attending to his
private worl. It is treated as on duty for purposes of service conditions.

(2) A Government servant wmay be granled casual leave for a raaximum number
of 12 days only in a calendar year. In addition, he may take optional holidays for 3 days
in a calendar year. Casual leave can be combined wilh conipensatory leave, optional

holidays and authorised holidays hut the tolal absence should noi exceed 10 days iv
all

(3) Casual leave cannot be taken in combination with any leave rccognised by
the Fundamental Rules. It cannot also be combined with joining time or vacation.

(4) Special casual leave (not counting as ordinary casual leave) is granted to a
Government servant in special cucumsmnces e.g., when he is detained in plague cawmp
on the way to rejoin duty or when he is barred from attending office on account of
infection in his house. Special casual leave is limited to the period of necessity in each
such case. Ilowever, it sbould not ordinarily exceed 21 days and in exceptional cases
it may go up to 30 da When the Government servant himself catches the infection,
Le shoulﬂ take 1e<ruh1 leave admissible to him for the period of his absence from duty
on that account.

(3) Occasions on which special casual leave may be given are detailed in Aubexure
VII to Tundamental Rules.

17. Compensatory Holidays.—Compensatory holidays are being granted to Govern-
went servants for attending office on holidays, the toial number lLeing restricted 1o 20 in
a year. This leave has to be availed of within n period of six months. This leave accoant
is also transforable when the Government servants are transferred: to other offices to
enable them to avail of this concession in the offices to which they are transferred.

(G.0. No. 226, TFinance Depaviment, dated Sth February 1971.).



CHAPITR XVI.
THE MADRAS MANUAT, OI" SPLCIAL PAY AND ALLOWANCES,

I. INTRODUCTOLY.

1. The Madras Manuwal of Special Pay and Allowances is i two volumes. Volume 1
has 3 paris, viz.,
Parg I.—Special L'ay and Allowances.
Part II.—Madras Travelling Allowanco Rules and Annexures thereto.
Part 111.—Travelling Allowance Rules of persons other (han Government Servants.

Part IV.—Travelling Allowance Rules applicable o mewmbers of the Secrelariat
stafi ol the Governor.

Part V.—The scale of rent leviable for the use of Govermmnent Boals and lorries.

Volume IT contains Appendices to rules in Part T of Volume I.

1T Fart I—SPECIAL PAY AND ALLOWANCES.

2. The Madras Special Pay and Allowances Rules apply {o all Government servants
who are subject (o the Fundamental Rules and whose pay is debitable to State revenues
and who are under the administrative control of the Government of Tamil Nadu. They
do not apply to (1) Governmenl servants who are under the administrative control of the
Government of T'amil Nadu if their pay is debitable to the Consolidated Fund of India
and (2) Governinent servants who are under the administrative control of the Govern-
ment of India even though their pay is debitable to State revenues. The rules have come
into force with cileet from 1 October 1926.

(Rule 1).

3. (i) ‘ Personal I’ay ' means additional pay granted to a Government servant
(a) to save him from a loss of substantive pay in respect of a permanent post
due to revision of pay or to any reduction of the substantive pay otherwise than as a
disciplinary measure; or
(b) in exceptional circumstances on other considerations.
(ii) * Special Pay ' means an addition of the nature of pay, to the emoluments of
a post or of Government servant, granted in consideration of
() the specially arduous nature of the duties; or
(b) a specific addition to the work or responsibility; or
(¢) ihe unhealthiness of the locality in which the work is-performed.
(iii) The term ‘Pay ’ includes special pay, personal pay and charge allowance buf
not ° compensatory allowance.’
i (Rule 2

4. Special Pay falls into three classes :

(lass T—Special pay for special work—
Speciul Pay in this class is assigned to posts to which special responsibility is
attached or which involve work of a specially difficult and arduous nature.
- (Rule 5)
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Class JI—Special pay of exvtra work.—
Special pay in this class is assigned to duties, if the duties afe specific addition
to the normal work of the service and really justify the grant of a separate remuneration
(Rule 6)
Class 11T—Special pay for visk lo lhealth.—
Specinl pay for *“ Dangerous duty "’ is sanclioned in cases which involve spucific
risk or danger to those engaged thercin.

Rule 9)
IIT. ALLOWANCES.

5. Madras Ilouse Allowance.—The scheme of Madras Touse Allowance has heen
abolished with eflect from 2nd Octoher 1970, i.e., the date on which the revised schvme
of House Ient Allowance has heen bronght into force.

6. Hounse Rent Allowance.~—~The details of the Revised Scheme of [Touse Tent

Allowance which will be implemented with eltect from 2nd October 1970 are as follows :—-

() Tamil Nadu has been divided into three aveas (Grades T, IT and ITI). The

rates of House Rent Allowance in the three areas in the State are given bLelow. The
allowance will he given as a flat rate payment.

(@) " (©
Pay upio From the datu of From st From st
Areu. which eligible. implementalion April. 1972, April, 1973,
of ‘pay revision.
1 @) @) (4) (5)
1. Grade }I (a) All 8 per cent of pay 12 per cent of pay I35 per cent of pay
Madras City. subject to & subject to a subject to a
minimum of ninimum of wazimum of
Rs. 15. Rs. 20 and o Rs. 300,
masimum of
Rs. 300.

2, Grade I (b) Nob excoeding 6 per cent of pay. 8 per cent of pay. 10 per cent of pay.
Madurai. Rs. 500 in
the first year,
thoreafter up
to Rs. 1,000.

3. Grade TI. Not  exceeding 5 per cent of pay 6 per cent of pay. 8 per cent of pay.
Rs. 500 in the subject fto a
firet year, minimum of

thereafter up Rs. 8,
to Rs. 1,000,

4. Grade IIIL Not exceeding Rs 6. 4 per cent of pay 3 per cent of pay
Rs. 350 in subject to a subject to a
the first year, minimum of minimum of
thereafter up Rs. 8. Rs. 10.
to Rs. 500.

(This allowance will be rounded up to nearest 30 paise).

The names of the places in the State which are eligible for House Rent Allowance
according to the pay ranges are given in the Annexure to G.O. No. 224, Finance, dated
8th Tebruary 1971. The House Rent Allowance is also applicable to Government
gervants employed in offices at a distance of not more than 32 Kilometres and 16 Kilo-
‘metres from the liniits of Madras City and Madurai City respectively.

(b) The Flouse Rent Allowance will be paid to Government Scrvants residing in
their own houses also.

(¢) Government servants who are provided with Government quarters or State
Housing Board quarters on payment of only 10 per cent of their pay, as rent, are not
eligible for the House IRent Allowance.
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(d) For the purpose of caleulating the amount of TTouse Rent Allowance admissi-
ble to a Government Servaut, the special pay drawn by him is also decrued as pay.

. . (@ Government servanis are entitled lor the TTouse Rent Allowance during the
period of leave at the rates at which they were entitled lo it prior to going on leave
irrespective of whether they are re-posted to the same station or not.

() In the case of Government servants occupying houses allotted by the Accom-
modation Coutroller, Madras, the cligibility for Honse Ttent Allowance should be limited
to the aclnal rent paid by the Government servant lesa 10 per cent of hig pay to be met
by him subject to the limits ordered above.

(y) Theso orders will apply also to the officers of the All Tndia Sevvices serving this
State.

(Jo The rates of House Rent Allowance admissible to (he personnel of the Polica
force, if they are not provide: with free quarters, will be as follows : —

Madras City and ir 32 Kilomelres around the borders of Madras Citby :

Rates per mensem.
A

“Prom ema_ 197273, 1973-74.
October 1970
to 3lst

March 1972,
Deputy Inspector-General of Police 250 275 300
Superintendent of Police .. 200 226 250
Additional Superintendent of Police 176 200 225
Deputy Suporintendent of Police 150 175 200
Inspector .. . 100 125 160
Deputy Inspector 75 90 100
Sub-Inspeotor 75 90 100
Asgistant Sub-Inspector . .. a0 65 75
Head Constable/Police Constalle Grade I 25 35 40
Police Constable Grade IL 20 25 30

Other arcas in the State.

Inspector .. 80 90 100
Deputy Inspector GO 70 80
Sub-Inspector .. (o] 70 80
Assistant Sub-Tnspector .. .. .. 50 50 60
Head Constable/Police Constable Grade I 25 25 30
Police Constahle Grade II” 20 20 25

{7 Indian Administrative Service Officers in Madras City who are equivalent in
rank to Collectors are eligible for rent relief in such a manner that their emoluments
after meeting. Honse Rent Allowance will not be less then Rs. 1,400 per mensem
subject to » maximum of Rs. 200 per mensem or the actual rent paid, whichever is less.
his allowance is admissible for officers residing in their own’ houses also.

(j) The Stato Police Officers and Indian Police Officers who are poasted as
Superintendents of Police in_the disiricts and as Commandants of Armed Police batta-
lions are cligible for rent reliel of Rs. 200 per wensen: or actual rent paid, whichever
ig less, if their pay including special pay is less than Ns. 1,200 per mensem and propor-
tionate reliel if the tolal emolumenis exceed Rs. 1,200 per mengem in such a manner
that their emoluments «fter mceting their housc rent will not be less than Rs. 1,200 per

mens2m.
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. 1. City Compensatory Allowance.—(a) Goveroment servants employed within the
limits of Madras City and Madurai City and certain places adjecent to them are eligible
to draw City Compensalory Allowance with effect from 2nd October 1970 as detasiled
below : —

Area. Pay Range. Rate.
(8] 2) "3)
(1) Madras City and arcas around the City at & (a) Below Rs. 150. 10 per’.cent of pay.
distance not exceeding 32 Kilometres from )
the City limits,

(b) Rs. 150 and 8 per cent of pay
above. subject to a
minimum of

Re. 15 and o

maximom of

Ra. 100.

(2) Madurai City and areas around it at o () Below Ra. 800. 5 per cont of pay
distanco not excoeding 16 Kilometres from the subject to a
City limits. maximum of

Rs. 30.
(b) Rs. 800 and Amount by which
above. pay falla shor
of Re. 830.

(b) Under rule 3 of the All-India Services (Compensatory Allowance) Rules, 1945,
these orders will apply to the officers of the All-Indis Services serving this Btate in
Madras and Madurai Cities and their suburbs.

(¢) For the purpose of calenlating the City Compensatory Allowance due to a
Government servant, the expression ‘‘ Pay '’ means ‘‘ Pay as defined in Fundamental
Rule 9 (21) (a) "'

(d) A Government servant whose place of duty falls within the limits of aress
to which the allowance is admissible will be eligible for the sallowance irrespective of
whether his place of residence is within such limits or outside.

(e) The allowance will be admissible to all Government servants employed in a
regular or temporary capacity who are whole-time employees and to members belonging
to non-provincialised work-charged establishients. But it will not be admissible to (a)
Staff paid from contingencies; (b) Part-time employees, piece-rate workers snd casual
labourers on daily rates of wages.

(f) If both husband and wife are in service, both will draw the allowance at the
rates applicable to each.

(9) A Government servant will be entitled to draw the allowance during leave at
the same rates at which he was drawing this allowance before he proceeded on leave
irrespective of whether the Government servant is re-posted to the same station or not.
For this purpose, the expression ‘‘leave '’ means ‘‘ total leave of all kinds not exceed-
ing four months. other than extraordinary leave, or in the caste of Government servants
govern:d by the Tamil Nadu Leave Rules, 1923, 120 days, and the first four months/120
days of the leave if the actual duration of the leave exceeds that period, but does not
fnclude leave preparatory to retirement and refused leave "’. When vacation or holidays sre
combined with leave, the entire period of vacation or holidays and leave will be taken
as one spell of leave.

(h) The allowance will not be admissible to Government servants on study leave
whether in Indie or abroad.

(#) The allowance will not be admissible during the period of suspenaion.

() The allowance during joining time will be regulated as per instructions under
Fundamental Rale 107.

506-32—16
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8. Mufassal (Compensalory allowance).—The localities which have been recognised
us sufficiently expensice (Hill Stations and other expensive localities) to justify the grant
of special compensatory allowances are detailed in Rule 14 (i) and 14 (ii). Hill allowance
is admissible to all Government servants while expensive locality allowance is admissible
only to non-gazetted Government servants. The rates of allowances sancticned arg
detailed- in Rule 15.

9. Conveyance allowance.—Conveyance allowance is an allowance granted to a
Government servant who has to tour regularly within a specified area for the maintenance
of a specified conveyance. It is one of the kinds of travelling allowance.

[Raule 19 (1)]

10. Conveyance allowance is granted in lien of all travelling allowances admissible
for journeys within his jurisdiction. For journeys outside his sphere of duty, he may
draw ordinary travelling allowance for the entire tour beyond the specified area including
the connected transit to and fro in the specified area or the conveyance allowance for
the days on which such {ow is made, whichever is greater.

[Rule 19 (2)]

IV. Parr II—MADRAS TRAVELLING ALLOWANCE RULES.

11. These rules apply to all Government servants subject to the Fundamental Rules
who are under the administrative control of the Government of Tamil Nadu whether their
pay is debitable to the State or the Consolidated Fund of India. They do not apply to
Government servants under the administrative control of the President of Indis whether
paid from the Consolidated Fund of India or State Funds.

[Rule 1]

12. Travelling uilownce.—Travelling allowance is an allowance granted to a Govern-
ment servant o cover lhe exrpenses which he incurs in travelling in the interesls of the
public service. It 13 not intended to be a source of profit.

[Rule 11]

13. There are four kinds of travelling allowances which may be drawn in different

circumstaaces under these rules :—
(1) Fixed travelling allowance.
(2) Mileage allowance.
(8) Daily allowance.
(4) Actual expenses.

Normally, a bill for travelling allowance, other than fixed travelling allowance,
should be countersigned by the Controlling Officer of the Government servant who
presents it.

[Rule 4]

14. The Government and the Heads of Departments are competent to declare thé
suthorities competent to countersign the Travelling Allowance bill of their subordinates
under their control. The authorities declared by the Government and the Heads of
Departments as controlling officers for countersigning of travelling allowance bills are
listed iri Annexure IX of the Manual of Special Pay and Allowances.

[Rule 3—Ruling 1.]
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15. Ministers, Judges of High Courts, Heads of Departments, etc., may present
travelling allowance bills without the countersignature of a controlling officer. Such
persons are listed in Rule § (a), (b), (¢) and the rulings thereunder.

16. There are special rules for the grant of travelling allowance to—
(1) High Officials like the Governor;
(2) Ministers ;

(3) Other high officials like the Chief Secretary to Governmeni or Members of
the Board of Revenue ; and

(4) Officers in particular departments.

These rules are printed in the Annexures to the Manual of Special Pay and Allowances.
The ordinary rules are detailed below.

17. Figed Travelling allowance.—Fized Travelling allowance is an allowanco given
to a Government servant whe is required to tour within a specified area for not less than
a given period in a specitied period.

[Rule 18.3

For example, a Tahsildar of a Taluk is paid a Fixed Travelling Allowance of
Rs. 100 p.m. He should {our for a minimum number of 120 days in a half-year in his
taluk. If he has not toured for the prescribed number of days, his fixed travellng
allowance will be cut proportionately for each day of deficit. Suppose the Tahsildar
has actually toured for 110 days in & half-year, his fixed travelling allowance will be
cut for 10 days as indicated below :—
120—110 10

— == —— X 100 X 6 = Rs. 5000
120 120

18. If the Government servant in receipt of fixed travelling allowance proceeds on
tour beyond the specified area, he may draw travelling allowance according to the Madras
Travelling Allowance Rules and tbhe proportionate fixed travelling allowance for that
period will be deducted.

[Rule 12.].

19. The fixed travelling allowance is claimed along with the pay in the pay bills
every month.
. [Rule 17—Ruling 1.]

20. For the purpose of determining the rates of travelling allowance to which the
Government servants are entitled, they have been divided into various grades as shown
in Appendix according to the pay drawn by them. l?s.y includes perso_nal pay, special
pay, etc., a3 defined in I".R. 49 (b). The rates of Daily Allowance, Railway fare, etc.,
admissible to the several grades are given in the Appendix. In case of transfer trom
higher to a lower post or vice versa, the pay of the lower post should be taken.

[Rules 8 and 10.}

a1. A journey is reckoned as journey on four only if it reaches s point outside a
radius of more than 8 kilometres (5 miles) from headquarters. 'Hnwever, one travelling
on duty within a radius of 8 kilometres of his headquarters is eligible to get the actuai fare
paid by him for journeys by railway or other public conveyances.

[Rule 64.1
506-32—16A



116

23. A journey performed within Madras City limits though it may cxceed 8 kilo-
‘metres will not be treated as a journey on tour.

(Rule 64—Ruling 2.)

23. Daily allowance.—* Daily allowance '’ is an allowance given to s Government
servant for each day of tour. Daily sllowance will be sllowed for every 24 hours ol
absence from headquarters, irrespective of the fact whether the time is spent wn jonrney
or halt in camp. For compensation of extra expenses regarding porterage, reservation
charges, etc., which are not ‘reimbursed separately, one half daily allowance will be paid
for the day of departure from headquarters and one half daily allowance for the day of
arrival back, in respect of journeys by train, bus and air travel. The same principle will
be followed for bus, train and air journeys from camp to camp subject to the condition
that not more than one additional half daily allwonce will be available for every block of
24 hours of absence {rom headquarters.

(G.0. No. 227, Finance, dated 8th Tebruary 1971.)

24. For fraction of 24 hours, fractional daily allowance will be paid. Fractions up
to 6 hours will be disregarded, 6 to 12 hours be entitled to hall the daily allowance and
beyond to full daily sllowance. In the case of journeys from headquarters and back to
headquarters on the ssme day, the full daily allowance will be admissible only for an
absence of 18 hours or more.

(G.0O. No. 227, Finance, dated 8th February 1971.)

25. Daily sallowance is not admissible during casual leave while on tour and for
eny dey whether any Sunday or holidsy unless the officer is actually on camp. -

[Rule 43 (a).]

26. A daily allowance cannot be drawn for continuous halt of more than fifteen days
at any one place. The heads of departments are competent to grant the allowance at
rates not exceeding three-fourths of the prescribed rates for the period in excess of fifteen

days up to thirty days, if the prolonged halt is necessary in the interest of the public
service,

[Rule 44 (1).]

27. The drawsl of halting allowance for periods in excess of 30 days requires the
sanction of the Government.

[Rule 44 (1).]

98, A list of Government servants and establishments who have been exempted
from the opration of thig rule is found in Annexure IV of the Manual of Special Pay
and Allowances.

[Rule 44 (2).]

29, Mileage allowance.—A *' Mileage allowance "’ is an allowance calculated on
the distence travelled and it is given to mest the cost of a -particular journey.

[Rule 18.]
80. Mileage allowance for a journey between two st»ptibp’s will be calculated with
reference to the shortest ordinary route or to the route which is declared by the Govern-

ment to be the shortest route for the purposes of these rules. When two or more routes
are equally short, the allowance will ‘be calculated by the cheapest route.

[Rule 20.
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~ 8l. Road mileage is admissible only for journeys of more than 32 k.m. (20 miles)
I a day (calendar day or up to 24 hours absence from headquarters). For journeys of
32 k.m. (20 miles) or less, only daily allowance is admissible,

{Rale 23 (a).]

32. The head of the department is authorised to permit a Government servani to
travel and draw mileage allowance by a route other than the shortest for specially
recorded reasons.

(Rule 21.)

33. Tor road journeys from or back to headquarters, the disance should b ecalculated
from or to the central point at the Governwent servant's headquarters and not his
residence. The Military Route Book will be take nas a generarl guide for calculating the
distance in the case of all journeys. The Book gives distances between places. If
not. the book ‘* List of Distances’ which gives distances between railway stations
and the Gxcd or central points in those stations should be consulted. When any distanco
cannot be calculated with reference to these two books, the Collector of the district will
decide the question.

{Rule 22.)

34, For travel by bus, officers will not be entitled to mileage or half mileage but to
the actual bus fare plus daily allowance for every 24 hours of absence from headquarters
including {he time spent on bus travel. Tor bus journey combined with rail journey, the
total hours taken for both the journeys may be taken into account for calculating the daily
allowance. For to and fro journey on the same day, the daily allowance will be calculated
based on the total period of journey on that day.

35. The Officers who are permitted to trabsport at Government expenses motor ecar
on transfer a3 prescribed in Annexure VI of the Tamil Nadu Travelling Allowance Rules
conta’ned in I'art IT of the Tamil Nadu Manual of Special Pay and Allowances. Volume I
will be allowed mileage at the following rates for all car journeys irrespective of the fact
whether it is performed from headquarters or from camp, or whether it involves change
of camp or not.

(i) For the first 100 Kilometres.—I'ull mileage at 26 paise per Kilometre,
.(ii) For the next 100 Kilometres.—3/4 mileage.
(iii) For the journey exceeding 200 kilometres.—1/2 mileage.

36. The mileage for journeys by car not involving change of camp or from head-
quarters and back ‘to headquarters on theé same day will be limited to Rs. 25.

37. An Officer performing a journey by-car, will, in addition to the mileage, be
eligible to draw daily allowance for every 24 hours of absence from headquarters. He
will, bowever, be not eligible for the extra half daily allowance as in the case of air,
bus or rail journey for the day of departure and arrival back at headquarters. In the
case of journey from headquarters and back to headquarters in the same calendar day,
the absence should be 18 hours or more for entitlement of full daily allowance.

28. Mileage will be allowed for journeys, by motor cycle or scooter at half the
rates admissible for car journey. For journeys from heazdquarters and back to head-
quarters and from camp and back to same camp in a calendar day, the mileage will be
limited to & maximum of Rs. 15. ‘In addition, daily allowance may be drawn separately
ss in the case of car journeys.

' PR (G.O. No. 227, Finance, dated Sth February 1971).

89. Journeys by Railways.—For journeys by railway, the Government servants draw
single first class, second alass or third class as the cas emay be, plus the daily allowance
admissible.
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i 40. thn 8 Government, servant travels at a concessional rate, his reilway allowance
will be restricted to the actual cost of reilway ticket plus the daily allowance admissible.

41. If a Government servant travels by a class lower than the one to which he is
entitled to travel, he will be eligible to claim only the fare of the class in which he
actually travelled plus the daily allowance admissible.

42. When a Government servant entitled to higher class travels in third class and
peys the extra charges for sleeping accommodation provided by the railways for third
class passengers duriag night journeys, the fare of the accommodation actually used
(inclusive of the charges for the sleeping accommodation) may be claimed, if the amount
does noi exceed the fare of the class by which the Government servant is entitled to
travel. ‘lhese concessions will apply to journeys on tour and also transfer.

(Rule 32 Ruling 2.)

43. When there ave two routes by rail, if an officer travels by the longer route for
the reason that the shorter route does not provide the class of accommodation which he is
eligible for under the rules, he can be allowed railway fare calculated by the shorter
route only by the cla:s of accommodation to which he is entitled.

(Rule 21 Ruling.)

44. A journey will be reckoned as a night journey when a government servant travels
by train for atleast 8 hours between 9 p. m. and 6 a.m.

45. Transfer Traveliing allowance.—A Government servant on transfer from one
place to anotber is normally eligible for transfer travelling sllowance. However, if ihe
transfer is at his own request, he would not be entitled for any transfer travelling
allowance. The travelling allowance claim should be preferred within three months of
the completion of each journey. The three months time limit is to be calculated
separately for self, family and personal effect where the dates are different. ‘‘ IPamily "
includes wife ani children dependent on the Government servant. If a Governmend
servaat has got more than one wife, travelling allowance can be claimed only for ond
wife. Children includes adopted child, step children, married daughter not placed under
ber husband's protection, widowed daughter residing with and wholly dependent on the
Government servant. A busband dependent on the woman Government servaut is also
eligible for the travelling allowance. In respect of non-fiazetted oofficers, the expréssion
*“ family ' includes alsv their parents who are wholly dependent on them. When both
the husband and the wife are Government servants and.are transferred at the same time
or within 6 months from the same station to another station, both cannot slaita transfer
travelling allowance. Either of them may claim transfer travelling allowance, the other
being treated as a member of his or her family and not in State Government's employ.

46. The following provisions will cover the grant of travelling allowance for journeys
on transfer :

(i) For travel by rail or bus, the Government servant and the members of the
family will be paid the actual fare by the actual mode of conveyance used. ,

(ii) For covering personal expenses during travel on transfer, daily allowance
will be paid to the officer and the members of his family. Children below 12 years
will be eligible for half daily allowance. The fractional half daily allowance at point of
embarking and disembarking will be allowed to cover extra charges on porterage in the
case of travel by bus and rail.

(iii) 1f the car, Scooter/Motor Cycle or any other conveyance which & Govern-
ment servant is entitled to transfer, is transported between two places, the distance
between which does not exceed 130 Kilometres no charges will he admissible. If the
distance exceeds 130 Kilometres actual charges paid to railway if transported by rail
will be allowed. If the conveyance is transported by road, charges will be allowed at
the rate of 8 paise per kilometre for motor car and 4 paise per kilometre for motor cycle
or scooter irrespective of the fact whether the places are connected by rail or not. If
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the conveyance is transported by propulsion on road, the mileage rate as on tour,
without, however, siding the scale after the first 100 kilometres will be allowed.

(iv) If the r.fficer or any member of his family travels in his own car, scooter or
motor cycle durir.g transfer, daily allowance for every 24 hours of journey as on tour
will be paid to ‘ne Government servant and all the members of his family and no rail
. fare is admissivle to them. Children below 12 years of age will be eligible for half
daily allowance. No rail fare is admissible to them.

47. A member of the Government servant’s family who follows himn within six
months {rom the date ol his transfer or precedes him by not more than one month may
be treated as accompanying him.

[Rule 75.]

48. After receipt of transfer orders, the family of a Government servant may travel
to a station other than the new headquarters station. In such cases the travelling
allowance for this journey of the family may be drawn subject to the condition that it
does not exceed the travelling allowance that would have been admissible if the family
had proceeded to the new headquarters station.

[Rule 74.]

49. If a member of the family travels to the new station from a place other than the
old station of the Government servant, the Government servant may draw either the
actual fare for the journey made or the fare admissible for the journey from the old to the
new station, whichever i3 less.

[Rule 75.

50. Travelling allowance may be admitted under Rule 75 for journeys ‘performed by
an officer’s sons or daughters from their place of study to any new station to which be
is transferred. The fare from the place of duty to the new station or from the old
station to the new staticn, whichever is less, is admissible.

[Rule 75—Ruling 3.1

51. (i) For transporting personal effects, the actual {ransportation charges by rail,
the actual charges paid for carrying by goods train or passenger train subject to the limits
laid down below will be allowed. For transportation by road, the actual expenses incurred
subject to the maximum of what would bave been admissible had it been carried by rail
will be allowed.

Maximum number of kilogram allowed.

Grades of government scrvants. — <
By goods By passenger Total.

train, train.
Kg. Kg. Kg.
1) 2) 3) 4)
Grades I and II .. 4,300 200 4,500
Grades III and IV . 1,926 75 2,000
Grades V and VI - 960 40 1,000
(ii) Officers will be eligible to taske personal servants as follows :—
Grade 1—3. ’ )
Grade T1—2.
Grade IIT—1.

Actual bus/railway fare alone will be allowed but no incidental charges hy way of
daily allowance. The personal servant should have been in the employ of the officer
at the time of his transfer and the fare should have been actually paid.
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. 52. A lump-sum fravel grant at the following rates will be paid to cover the packing,
loading and unpacking charges at either end as well as the unquantitishle expenses in
conveyance of transfer :—

Grados. of If tho new 1If tho now
governmont station is station is
servants. within 60 boyond 80
kilometres. kilometres.
RS, RS.
1) (2) ()
}[ N 200 300
o [ 160 225
3{}’ } 100 150
Vi 30 50

53. A Government servant while proceeding on leave is not entitled for any travelling
allowance. When he returns from leave of any kind for a period not exceeding six
months or 180 days, he is entitled to draw travelling allowance from the old station to
the new station to which he may have been transferred on the expiry of the leave.

[Rule 90.]

6. MISCELLANEOUS.

54. A Government servant is not entitled to any travelilng allowance for a journey
made by him after retirement or dismissal from Government service. or alter the
termination of such .service.

[Rule 93.]

55. If a Government servant dies while in service, the members of his family may
be granted travelling allowance for the journey to his home or to any other place where
they wish to reside either from his headquarters or from the place of his death, subject
to the limit of the amount admissible from his headquarters to his home. The travelling
allowance is admissible only when the distance to be travelled exceeds eighty kilometres..

[Rule 110.]

56. The travelling allowance of the secretarial and the housebold staff of the
Governor ordered to proceed to Ootacamund to transact business when the Governor
takes up his residence there will be regulated by the provisions contained in Part IV and
Annexure VIII of the Manual of Special Pay and Allowances.

[Rule 81.]



APPENDIX
Qrade Pay Range. Diily Allowance. Railwvay
Journey,
[} @ 3
Rs, P.

Qrade.I Members of the Tamil Nadu Pablio 12 50 Air.conditioned  accom-

Bervico Commiasion, Scoretarios modation if  available
to Governmeni, Heads of or I.Class,
Depertments, Collectors (inclu-
ding holdors of posts which are
declared oquivalent in rank to
those of Cullectors from time to
time), Registrar, High-Court,
Madras, Dietrict and Sessions
Judgen, Consorvators of Forests
bolonging to the IFS. end
Deputy Inspectors-General of
Police.

Grag :.11 All Officors of All India Sorvices 10 00 I.Claes,
not-coming under Grade I and
Ganettod Officers drawing pay
of Rs. 1,000 por mensem and
sbovoe.

Grade 111 All other Guxeued Officers. 8 00 I.Class.

Grade LV AN 1 Officosr d I3 ¢ 00 II.Class,
pay of Rs. 400 por monscm
and above.

Grade-V. All Non.Gagotted Officors drawing 4 30 (u) Oﬂinoru on pay of Bs.
a pay of Rs. 200 and abovo, ond abovoe per
but below Re. 400 por monse m. menuom

II Class.
(b) Offioers on pay of less
than Ra. 300 per
mensem.
III Class.
Grale VI All Non.Gazotted (ovornment 3 00 I Class.

Officers on pay of less than Rs.
200 por mensem.

506-32—16



CHAPTER XVI.
PENSION BENEFRITS AND LIBERALISED PENSION RULLES.
I. INTRODUCTORY.

L. The Madras Dension Code consists of seven parts. Part I contaius the Civil
Service llegulations (C.8.1R8.) which define the condiiione under which pension is
calculated. The rate of pension and gratuity payable to those who opted o remain under
the old Pension Rules is given in Article 474. 'Chese rates apply to those (1) Governmnent
servants who retired or died before the 1st July 1460, (2) those who opted to remain under
the Civil Service legulations Pension Rules, (3) the personnel of the Malabar Special
Police and Armed Police who have elected to come under the Civil Service Regulations
Pension rules and (4) those governed by Article 802, Civil Service Regulations i.e., Local
Iund Government servants whose pensionary liabilities are borne by Government in return
for pensionary coniributions received. Part 1I contains the Mrdras Liberalised Pension
Lules of 1960. 'These rules together with the Civil Service Regulalions (other than those
relating to the rate of pensions), apply in the case of Government servants who retire or
who retired on or after the 1st July 1960 except those who opted to remain under the
Civil Service Regulations. Parts II1 to VIT contain other pension and gratuity rules.

2. Phe conditions of service of the members of the Indian Civil Service include special
rules for pension and they are printed in Chapter XNV of the Madras Pension Code.
[Article 349. ]

8. (1) Future good conduct will be an implied condition of every grant of peusion.
The pension sanctioning authority may, by order in writing, withhold or withdraw a
pension or pari thereof whether permanently or for a specified period it the pensioner is
convicted of a serious crime or is found guilty of grave misconduct :

Provided that an order under this clause will nof be passed by an authority subordi-
nate to the authority competent to make an appointment to the post held by the
pensioner immediately before his retirement from service.

(2) where a pensioner is convicted of a serious erime by a court of law, attion under
clause (1) will be taken in the light of the judgment of the court relating te such convictien
after issuing a show cause notice and taking into account the representation, if any,
received, within the period specified in such notice.

(3) In case not falling under clause (2), if the competent authority under clause (1)
considers that the pensioner is prima facie guilty of grave misconduct, it will, before passing
an order under clause (1)—

(a) serve upon the pensioner a potice specifving the action proposed te be taken
against him and the ground on which it is proposed to be taken and calling upon him to
submit within fifteen days of the receipt of the notice or such further time not exceeding
fifteen days as may he allowed by the pension sanctioning authority, such representation as
he may wish to make against the proposal: and

(b) take thie representation, if any, submitted by the pensioner under clause (1)
into consideration.

(4) Where the authority competent to pass an order under clause (1) is the
Government, the Tamil Nadu Public Service Commission will be consulted before passing
the order.

(5) An appeal agzainst an order under clause (1) passed by any authm‘ity other than
the Government, will lie to the- Government and the Government will. in consuliation
with the Tamil Nadu Pubhc Service Commiesion, pass such orders on the appeal ae
they deem fit..

[Aricle 351.]
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4. An clficer dimnissed or removed for miscomduct, insolvency or iuefficiency is 106
eligible for the grant of pension. However, the officers so dismissed or removed, 1nay be
granted compassiouate allowances when they deserve special consideraiion. ‘The
.allowance granted te any  officer under this rule should not exceed two-thirds of the
pension which would hiave been admissible 1o kim if hie had retired on medical certificate.

{Araicle 333.7

(A) Classificalion ef Pensions.

3, Peusions are divided inte four clusses—
(#) Compensation pensien.
(h) Invalid
(e1 Superanuation pension.
(d) Ketiring penston.

tengion.

[Article 424.3

6. An ofticer is eligible for compensation pensien, if he is discharged owing 10 tLe
abolition ol a permanent post and it he is not appointed te auother poat.
[Article 126.]

An ollicer is eligible for invalid pension on his retirement from the public service
if he is permanently incapacitated for the public service or for the particular branch of it
te which ne belongs by mental or bodily infirmity. [Article 411.]

$. "Lhe pension is granted only on production of a medical certificate of incapacity
as prescribed in the rules. [Article 442.}

9. A superannuation pension is granted to an oflicer who is entitled or compelled hy
rule lo retire af a particular age. [Article 15¢.}

10. Retiring pension is  granted to an ollicer who, as a measure of pupisliuent, i
compulsorily retired from service before or after cowpleting qualilying superior service ol
25 years. [Article 465-B.]

11. Tle essential conditions ol qualification for pension are as follows :—
(1) The service must be under Government.
(2) The employment must be substantive and permanent.
(3) T'he nmervice must be paid by Government.
[Ariicle 361.]
. 'The Govermmment 1uay, in the cidse of service paid from Consolidated I'und,
deulale ibat any spacified kind of service rendered in a non-gazetled capacity will qualify
for pension and in individual cases allow service rendered by an officer to conng for pension.
[Article 361-A.]

13. In respect of officers who retire or who die on or alter the Ist April 1963, all
peviods of leavs with allowances will count as service.
[Article 103-A.]

14, The authority who sanctions the pension way comwute retrospectively periods
of akseace without leave, into leave without allowances. [Article 421.]

15. An officer’s service does not qualify for pension till he bas completed 18 years of
age. The service put in by a Government servant before his corupleling 18 yeara of age
is called ** Boy Service '. It is ext:luﬂeﬂ for counting the qualif¥ing zervice. '1}"5
rule does-not apply to person who were in service on 14th March 1961 and. in whose
case a lower age limit has been prescribed. [Article 858-(a).]

506-32—16a
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(B) dAmount of Pensions.

16. The amount of pension is determined by the lengtb of qualifying service.
LArticle 468. ]

17. The length of qualifying service is calculated from the date of appointinent to
Government service to the date of retirement excluding the poriods spent on the
following :—

(i) Non-continuous service and breaks.

(ii) Boy Service.

(iii Leave without allowance.

(iv) Suspension periods.

(v) Overstayal of leave not regularised.

(vi) Refused leave taken after the date of compulsory retirement. [Article 420.]

18. If the qualifying service is less than 10 years, no pension is ndmmmbla but only
a gratuity is admissible. This ‘' gratuity ' is called ‘' Bervice Gratuity '

19. Services Gratuily.—For a period of 1 to 19 completed six-monthly periods (i.c.,
for a service of less than ten years) half montb’s emoluments for each cowmpleted
m-nthly period. [Article 474-(u;.]

20. Pension —-For 20 completed six-monthly periods to 50 completed six-
monthly periods and above, the scale of pension ranges from 10/60 to 30/60 of " avernge
emoluments ' subject to 8 maximwn annuel limit of Rse. 2,000 for 10/60 to Rs. 5,000

for 30,60. [Article 474 (0}.]

21 After a service of not.less than ten years and in cases of retirement on the ground
of inefficiency and compulsory retirement contemplated in Article 465-B, the pension
admissible up to and inclusive of 24} years of service will be the same as in Article 474 (b);
but for services of 25 years and more (51 to 59 completed six-montly periods) it is slightly
reduced as indicated in the Article. [Article 474 (c).]

92 The term ‘‘* Average Emoluments '’ means the average celculated upon the last
twelve months’ salary of his service before retirement, in the case of a Government servant
reliring from service on or after 26th February 1970. In respect of a Government
servant, who has retired prior to 26th February 1970, the term ‘‘ Average Emoluments '’
means the average calculated upon the last three years of service. [Article 487.7

23. Ia respect of officers who retired from service on or after the st July 19G0.,
fractions of a year equal to six months and above will be treated as a completed six-
monthly periods for the purpose of calculation of any pension admissible to such an
officer. In calculaling length of service and adding together broken periods of a monti,
a month should be teken to consist of 30 days only, irrespective of the actual number
of days contained in each month. [Proviso to and ruling under Article 468.]

The authority sanctioning the pension is competent to make any reduction in
the full amount of pension admissible under the rules, if the service of the incumbent has
. not been thoroughly satisfactory. [Article 470.]

(C) Commutdtion of. Pension.

25. Commutation is a process by which the Government servant is entitled to receive
a lump-sum amount in lieu of a portion of his penswu In other words, it is the
conversion of a portion of recurring monthly pension into a lump-sum cash amount. The
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comuwmulation of pensions is governed by Civil Service (Pension) Commutation Kules whick
came into force on 1st April 1925. The Government servants governed by the Old
Pension Rules can conmute their persion to the extent of half and those governed by
the Madras Liiberalised Pension Rules of 1960 to the extent of 1/3rd of their pension,

subject to the condition that the amount of pension rctained is not less than Rs. %0 per
yeoar.

(D) Retirement.

26. (0 An officer in superior service whether ministorial or non-ministerial retires
wwhen he attains the age of 63 years,
(i) A Government servent in last grade service retires when he autains the age of
GC years. [Article 458-Ruling 1.}
(iii) The date of retirement of trained teachers of elementary, secondary, training
and special schools under the management of CGovernment is the date on which they
attain the age of 58 years. [Article 458—Ruling 2.]
(iv) In the case of persons who had taken part in the [reedom struggle and wourted
imprisonment and who have been appointed to the posts of Social Welfare workers up td
the end of December 1965, the date of superannuation shall be the date oo which they
attain the age of 60 years. [Article 458—Ruling 3.]
(v) All-India Service Officers retire at the age of 58.
(Rule 16, Appendix 1 to Madras Pension Code.)
(vi) An officer in superior service who has attained the age of 55 years may, at
his optioa, retire ou superanustion pension. .

[Article 464.1

(E) Miscellaneous.

27, It is the duty of every Government servant to clear all Government dues before
the date of his retirement. Where a retiring Government servant does not clear
Government dues and these are ascertainable, an equivalent cash deposit may be teken
from him or out of the gratuity payable to him, an amount equal to thai recoverable on
account of ascertainable Government dues, such as balance of House Building or conva-
yance Advence, 'alresrs of rent, etc., etc.

{Ariiets 923.]
28. The pension is payable monthly on and after the first day of the following month
on receipt of the Pension Payment Order. [Article 943 (1).7
29. A pension is payable for the day on which the pensioner dies.
[Article 943 (3]
30. An officer emitleg to a pension caunot take a gratvity instead of a pension.
[Article 471.]

31. The pension is fixed in rupeea.' In the case of a Government servant retiring
from service on ar after 1st July 1966, pension is rounded off to the next higher rupes.

[Proviso to Article 468-A.]



126
111, THe Mapras LiseraLisep Pexsiox Rures, 196U.

3) The Madras  Liberalised Dension Rules provide for the grant of (L) ** Service
gratuity " ani * pension "’ as in Schedule to Rule 3, (2) '* Death-cum-Retirement
gruthty " a8 in Rule 4 and (3) “ Family Pension ’' as in Rule 6 and as revised in
Family Lension Rules, 1964, The Rules apply to &ll Government Servants who retired/
or retire from service on or after 1st July 1960 except the following, namely—

(i) Gerermnent servants who are employed in Government industrial undertakings
t whom the Ifactoriex Act, 1948 (Central Act LXIII of 1048) or the melovces
Provident Funds Act, 1952 (Central Act XIX of 1952) are applicable, excluding thoso
who are governed by statutory service rules and belong to pensionable service.

(ii) Governinent servanis who belong o non-pensionable service.

(iii} Government scrvants who elect to continue under (heir old pension rules
i accordanmcz with the provisions in rule 8; and

(iv) Government servants who belong to the State Higher Judicial Service.

[Rule 2].

33. The winimum qualifying service for lat.umrr ponsion has been fixed as 30
vears. A Government servant may retire from service any time alter completing 30 ycars
of qualifying service after giving three months notice to the Governmens. ‘I'he Govern-
ment may likewise requixe a Government servant to rotire after he compleics the 30
vears of qualifying service by giving 3 months notice to the Government servant concerned
or he will be paid tLzee months pay and allowances in lieu of such notice.

[Rule 3 (2).]

34. The details of gratuily and pension admissible under the Iiberalised Pension
Rules for both superior and last grade Government servants are given below :—

() Service gratuity.—TFor 1 to 19 completed six-monthly periods, 1/2 month's
emoluments to 8-1/8 nonths’ emoluments.

(ii) Pensions.—For 20 completed six-monthly periods to 60 completed six-monthly
periods and above, the scale ranges from 10/80 to 30/80 of average emoluments.

[Schedule to Madras Liberalised Pension Rules].

(iii) Death-cum-Retirement gratuity.—(a) On Retiremenl—A  Governwent
servant who has completed 5 years’ of qualifying service will be granted additional gratuity
as follows on his retirement.

One-fourth of the emoluments for each completed six-monthly period of qualifying
service, emoluments being subject to a maximum of 15 times the emoluments.
[Rule 4 (3).]

(b) On death while in service.—(i) In the event of the death of a Government
servant who has completed five years of service while in service, the gratuity payable to
the members of the family is subject to a minimum of twelve times the emoluments of
the officer at the time of his death. It whould not exceed Ra. 24,000.

[Rule 4 (3).]

(ii) In the event of the death of a permanenf{ Government servant subject to
Madras ‘Liberalised Pension Rules, before completing 5 years qualifying service, his
family will be eligible for death gratuily as under:

Length of service. Gratuity.
(i) On death before completion of one year service. T'svo months pay. )
(ii) On deatt afler & service of one year but -before Six months pay.

completion of five years.
fRule 4—Ruling 9.]
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{c) On death after relirement.—In the event of the death of a Government servant
aficr retirement if the amoung actually received by him at the time of death on account
of pension and gratuity is not equal to 12 times hig emoluments, a gratuity equal to the
deficiency will be granted to the incumbent.

[Rule 4 (4)]

Nore.—Emoluments at the iime of retirement include pay, etc., referred to in
Article 486-A of tension Code, subjecs to a maximum of Rs. 1,800 p.m. Ii the
cmoluments of the Governmient servant liad been reduced during the last three yeara,
otherwise than as a penulty, (he average emoluments under Article 487 Pension Code an
be taken ar the discretion of the authority sanctioning the Death-cum-Retirement
Gratuity.

[Rule 4 (5)]

35, The Madras Liberalised Pension Rules, 1960 do not prohibit the graat of family
pension;/death-cuni-retirement gratuity to the family of a Government servant whe
comits suicide. Notwithstanding the pendency of any disciplinary proceedings against
a deceased Government Servant, Family Pension and Death-cum-Retirement Gratuity
will be payable to the family subject io the provisions of these rules.

[Rule 4—Ruling 3]

36. A Government servant on appointment to a pensionable post should nominate a
member (or members) of his family specified in Rule 5 (a) to reccive the Death-cum-
Retirement Gratuity in the event of his death while in service. II at the time of making

the nomination, the Government servant has family, the nomination should be in
lavour of any memhers of the family only and not in favour of any outsider.

[Rule 5 (2)]
37. A nomination once made can he cancelled at any time by sending a fresh one.
[Rule 5 (6) (b)]

38. Family Pension.—The conditions for the grant of family pension are:—
(i) The officer must have completed not less than 20 years qualifying service; and
(ii) 'he officer should have died while in service or after retirement within 5

vears from the date of his retirement.

(Rule 6 (1)]
89. Th> maximuam period for which a family pension is payable is 10 yesrs. How-
ever, the payment should not extend beyond 5 years from the date of retirement it the

officer dies after retirement and beyond 5 yesrs-from the normal date of superannuation
if he dies while in service.

[Rale 6 (1) Proviso]

40. The maximum.amount of family pension permissible is Rs. 150 p.m. subject
to the following limite :—

(i) If the officer dies after retirement: One-half of the pensien sanctioned to him
less any amount commuted out of it.

(ii) If an officer dies while in serpice—One-half of the superannuation pension that
would be admissible to him had he retired on the date following the date of his death.

{ [Rale 6 (2]

Nore.—Rule 6 of the Madras Liberalised Pension. Rules given above is not appli-
cable after 1st April 1964 as the Madras Government Servant’s Family Pension Rules.
1964 have come into force with effect from Ist April 1964. Hence, Rule 6 applies only
o a few persons of pensionagble Government servants on 31st Mareh 1964, who had



128

wpecially opted hefore 20th Jannary 1965 {o remain under that rule. All others in
service or recruited on or after 1st April 1964 are governed by the Tamil Nadu Govern-
ment Servants’ Family Pension Rules, 1964.

41. Commutation of the pension upto 1/3rd of pension is permissible (instead of 4
pension under the Civil Service Regulations).

[Rule 7]

IV. TEe TauiL NADU GOVERNMENT SERVANTS' FaMILY PENs1oN RuLEs, 1964.

42, These RRules have come into force with effect from lst April 19684.
[Rule 1 (2)]

43. These rules apply to all Government servants appointed to peunsionable establish-
ments whether temporary or parmanent who were in service on the 1st April 1964 or
are recruited after that date except the following : —

(i) Government servants who retired before the 1st April 1964 but are re-employed
on that date or thereafter.

(ii) Government servants who are employed in Government Industrial undertakings
10 whom the Factories Act, 1948 or the Employees Provident Funds Act, 1952 are appli-
cable (excluding those who are governed by statutory service rules and belong to
pensionable service).

(iii) Government servants who belong to non-pensionable service, namely, persons
puid from contlingencies, work charged staff, casuel labour and officers on contract.

(iv) Government servants who belong to the State Higher Judical Service.
[Rule 2]

44. Family Pension ix applicable in the case of the death of Government servant
while in service on or after the 1st April 1964, but before 1st April 1966 if he has
completed 8 minimum period of service of five years. In the case of the death of a
Government Servant while in service on or after lst April 1966, he should have completed
2 minimum period of service of one year.

[Rule 3]

Norg.—(i) Bervice for the purpose of this rule means all continnous temporary or
officiating service including service under emergency provisions also, provided it is follow-
ed by regular appointments.

(ii) Minimum period of service for the purpose of this rule does not include boy
service, extraordinary leave and periods of suspension exceeding the extent specified in
Article 416, Civil Service Regulations.

(iii) This rule does mot prohibit the gr-ant of family pension to the fanily of a
Government servant who commits suicide.

45, Only the family of a Government servant who was in receipt of or was eligible
te be paid.any of the following classes of pension at the time of his death is eligible to
receive family pension under these rules:—

Compensaﬁan, invalid, retiring or 'super-annuntion pension.
' [Rule 3 (2)]

s
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46. The rate of family pension adwissible is as follows 1~
Pay of the Qovernment servant

on the dale of kis death or Rale of family Mazimum or
smmediately before his retirement, pension, minintum,
1) (2) 3
(i) Below Rs. 200 .. . 30%, of the pay Minimum) Ra. 50.
(i) Rs. 200 and above but 15%,. of the pay Minimum Re. 60.
below Rs, 800,
(iii} Rs. 800 and above 129, of the pay Maximum Rs, 300
and Minimum
Rs. 120

[Rule 3(3)]

47. If a Government servant who bas put in not less than 7 years of service dies
while in service on or after the Ist July 1966, the family pension payable as above
will be, for the period of 7 years. The period of 7 years will be reckoned from the
date following the date of the death of the Government servant. The pension ray be
paid for the period ending with the date on which the Government servant would hava
reached the age of superannuation had he remained alive, whicheser period is shorter.
The Government servant shall be paid 5 per cent of the pey last-drawn by him
subject to the maximum of twice the family pension admissible under sub-rule (3). Tha
family pension payable after the expiry of the shorter of the two periods, will be at the
rates specified in sub-rule (8).

[Rule 3-4]

48. Family pension admissible under these rules will be granted to the family of a
deceased Government servant in the following order :—

(i) to the widow, if the deceased Government servant is a male or the widower, if
the deceased Governraent servant is & female.

(ii) Failing a widow or the widower as the case may be, to the minor sons and/
or unmarried minor daughters.

(iii) In the case of an unmarried Government servant, to the father, failing which
to the mother subject to the condition that such person was dependent on the deceased
Government servant for support.

[Rule 43

49. When a Government servant is survived by more than one widow, the pension.

will be paid to the widows in equal share. On the death of a widow her share of the

pension will become payable to her minor child. If at the time of her death, a widow
leaves no minor child, the payment of her share of pension will cease.

[Rule 4—Ruling 3]

50. In the cate of & Government servant governed by the Tamil Nadu Governmeny
Servants’ Family Pension Rules, 1964, the death-cum-retirement gratuity payable to
him of to his Family under the Tamil Nadu Liberalised Pension Rules, 1960 will be
reducel by an amounf equel to one month’s emoluments subject to a maximum of
Rs. 8,600.
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CHAPTER XVIII,

GENERAL PROVIDENT FUND.

According o F.R. 16, a Government servant may be required to subscribe lo a
provident fund or other similar fund in accordance with such rules as the Government
may, by order, prescribe. The General Provident Fund (Madras) Rules have come into
force on 1st April 1935. The Fund is maintained in Rupees. The money in the
Provident ¥und is mtended for '‘ the rainy day '’ after retircment. Mowever, there are
also provisions in tbe Rules for drawing temporary advances and part-final withdrawal
subject to certain restrictions as detailed in paragraphs 9 to 16 below :

2. All Government servants whether permanent, temporary or officiating other than
re-employed servants who are in receipt of total emoluments of Rs. 100 or more per
month should join the fund. Temporary and officiating Government servants should
join the fund from the month following that in which they cowplete one year of
continuous service. The Governmeni servants who are employc:i in a Government
Industrial undertaking (i.e. Government servants to whom the Frctories Act, 1948 is
applicable) and Government servants who are appointed under Rule 10 (a) of the
General Rules for the State and Subordinate Services are not cligible to join the Fund.

[Rule 4 (1).3

8. The following Government servants may join ‘thé Fund at their option subject to
the conditions laid herein :—
(i) Temporary and officiating Government servanls who have mnot completed
continuous service of one year.

(ii) Re-employed Governmenpt servants; and

(i) The Law Officers in the City of Madras, viz., the Advocate-General, the
Government Pleader, the Additional Government Pleader, the Public Prosecutor and the
State Prosecutor.

[Rule 4 (2).]

4. An application for admission to the General Provident Fund should be made
in the prescribed form (in duplicate) to the Accountant-General, Madras, by the intend-
ing subscriber. Along with the application, 2 nomination in the appropriate printed
form conferring on one or more persons the right to receive the amount that may stand
to his credit in the Fund in the event of his death before that amount has become payable
or having become payable bas not been paid, should be sent. If vhe Government servant
has a family at the time of making the nomination, the nomination should be in favour
of & member or members of his family only. A nomination once made may be cancelled
at any time by sending a notice 1n writing-to the Accountant-Cieneral.

[Rule 7.]

&. In the office of the Accountant-General, an account will be opened in the name
of each subscriber.

[Rule 8.

6. A subscriber sbould subscribe to the Fund monthly except during the period of
puspension. If he so desires, he need not subscribe during any period of leave other
than leave on average pay or earned leave of less than one month (or thirty days)
duration.

[Rule 9.]
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7. The amouns of subseription will be fized by the subscriber himself. It may
be any sum not less thau six per cent of his emoluments nnd not more than his total
emoluments. 1g should be expressed in whole rupecs. The amount of subscription once
fixed will remain unchanged throughout the year. It may be enhanced or reduced
once at any time during the course of a year.

[Rule 10.]

8. Government will pay to the credit of the account of a subscriber interest at smch
rate as may be determined for each year according to the method of calculation prescribed
from time to time by the Government of India for the payment of interest on subserip-
tions to the General Provident Fund in respect of Central services. Interest will not pe
credited to the account of a Muslim subscriber if he informs the Accountant-General
that he does not wish to receive it. Fowever, if lie subsequently asks for it, it will be
credited with effeci from the 1st day of the year im which he asks for it or if ne
had joined the ¥und during the year, from the date of his joining the Fund.

[Rule 134.]

9. A temporary advance may be granted to a subscriber from the amount standing
to his credit in the Fund at the discretion of the appropriate authority specified in the
fifth schedule to the Rules subject to the [ollowing conditions :—

(i) The sanctioning authority should be satisfied that the applicant’s pecuniary
circumstances justify it.

(i) The advance is [or paying expenses in connection with the prolonged illness of
the applicant or any person actually dependent on him.

(iii) The advance is to pay for the overseas passage for reasons of health ar
education of the applicant or any person actually dependent on hi

(iv) The advance is to pay the obligatory expenses on a scale appropriate to the
subscriber for vindicating his position in regard to any allegations made against him in
with his marriage, or other ceremonies or 1n connection with the marriage, funeral or
other ceremonies of persons actually dependent .on him.

(v) The advance is to meet the cost of legal proceedings instituted by the
subscriber for vindicating bis position in regard to any allegations made against him in
respect of any act done in the discharge of his official duty.

(vi) The advance is to meet the cost of his defence where the subscriber is
prosecuted by Government in any court of law or where the subscriber engages a legal
practitioner to defend himself in any enquiry in respect of any alleged officisl mis-conduct
on his part.

Normally, the amount to be advanced should not exceed three months’ pay or half
the amount at the credit of the subscriber in the Fund, whichever is less. For special
reasons, the sanctioning authority may grant amount in excess of it. A second advance
may be granted only alter o lapse of 12 months after the final repayment of all previous
advances together with interest thercon. For special reasons, the senctioning authority
may grant the second advance even before the lapse of the 12 month period. In fxing
the amount of an advance, the sanctioning authority will pay due regard to the amount
at the credit of the subscriber in the Fund.

(Rule 14.)

10. The advance granted will be recovered from the subscriber in such number of
equal monthly igstalments as the sanctioning authority may direct. It will not be less
than twelve unless the subscriber so elects and more than twenty four. In special cases,
where the amount of advance exceeds three months’ pay of the subscriber, the eanction«
g authority may fix such number of instalments to be more than twenty-four but not
more than thirty-six. A subscriber may, at his option, repay two or more instalments
in a month. Xach instalment will be a number of whole rupees, the amount of the
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advsnce being raised or reduced, if necessary to admit of the fixation of such instal-
wents,  After the principal of the advance has been fully repaid interest will be paid
thercon as the raie of one-fiflth per eent of the principal for each montii or  broken
portion of a wouth during the period between the drawal and cowmplete repayment of
the principal. Interest will not bo credited to the account of a Muslim subscriber if
his deposit in the Fund carries no interest, as mentioned in paragraph 8--Rule 13.

[Rule 15]

11. Withdrawals froia (bhe Gteneral Provident Fund may be sanctioned by the autho-
rities competent to sanction an advance for special reasons under clause (¢} of sub-rule (1)
of role 14 at uny {ime after the completion of twenty yenrs of service (including broken
period of service, if any) of a subscriber or within ten years before the date of his
retirement or superannuation whichever is earlier from the amount standing to his credit
in the Fund for one or more of the following purposes, namely :(—

(6) meeting the cost of higher education including where necessary, the travei-
ling expenses of any child of the subscriber for education outside India for academic,
technical, professional or vocational course, beyond the High School stage and for
education in India;

(b) metting the expenditure in connection with ihe marriage of the subscriber's
sons or daughters and any other female relation actually dependent on him;

(¢) meeting the expenses in connection with the iliness inclading where necessary
the travelling espeises of the subscriber or any person actually dependent on hin:.

(d) building or acquiring a suitable house for residence including the cost of the site
or repaying any outstanding amounts on account of loan expressly taken for this purpose
or reconstructing or making additions or alterations to a house already owned or acquired
by a subscriber;

(e) purchasing house-site or repaying any outstanding amount on account of loan
expressly taken for this purpose;

(f) for constracting a Louse on a site purchased utilising the sum withdrawn under
clause (e).
(Rule 15-A)

12. Any sum withdrawn by a subscriber at any one time for one or more of the
purposes specified in rule 15-A will not ordinarily exceed ome-half of the amount to Lis
credit it his account or six monthe' pay, whichever is less. The sanctioning suthority
may sanction the withdrawal of an amount in excess of this limits up to 3/4ths of the
balance at his credit in the Fund having due regard to (1) the object for which the with-
drawal is being made; (2) the stalus of the subscriber and (8) the amount to his credit io
the Fund. A subscriber who has been permitted to witbhdraw money from the Fund
under rule 15-A should satisfy the sanctioning authority within a reasonable period as
may be specified by thal authority that the money has been utilised for the purpose for
which it was witkdrawn. If he fails to do so the whole of the amount so withdrawn or
go much thereof as has not been applied for the purpose for which it wag wilhdrawn
shall forthwith be repaid in one lumpsum together with interest thereon at the rate
determined under 1ule 13.

(Rule 15-B).

13. A subscriber who has already drawn or may draw in future an advance under
rule 14 for any of the purposes mentioned in clauses (a), (b) and (c) of sub-rule (1) of rule
15-A may convert at his discretion by written request addressed 10 the A_ccouutant-Geneml
throngh the sanctioning authority, the balance outstunding against }um (with intereet)
ipio a final withdrawal on his satisfving the conditions laid down in Rules 15-A and
15-B.

R ule 16-C).
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14. A subscriber who has completed tweniy-cight years of service and.whose pay is
Rs. 1,000 per mensem or more is entitled to withdraw mouey frora the Fund for the
purchase of a Motor Car. The amount to be withdrawn will be linited to Hs. 12,000 or
one-fourth of the amount outstanding to bis eredit in the Fund or the actyal price of the
car whichever is the least. 'The withdrawal will be allowed only on one occasion.

(Rule 15-D.)
15. (a) Subscriptiong to a family pension fund approved in this behalf by the Govern-

ment and payroents towards a policy of life insurance may, at the option of a suberiber
be substituted in whole or parts for subscription due to the fund.

(b) The amount of subscription with interest thereon standing te the eredit of a
subscriber in the Fund may be withdrawn to meet :—
(i) a payment towards a policy of life insuranco;
(ii) the purchase of a single payment life insurance policy;

(iti) the paywment of a single premium or subscriptions to o family pension fund
approved in this behalf by the Governments.

(c) The number of policies in respect of which substitution for subscription due to
the Fund or withdrawal of subscriptiong from the Fund may be permitted will not exceed
four. The premium for a policy in respeet of which withdrawal of subscriptions from the
Tund may be permitted should be payable only annually.

(Rule 16.)

Norte.—Rules 17 to 26 of the General Provident Fund Rules lay down the other
conditions for the drawal of the amount for the above purposes.

16, If the sanctioning authority is satisfied that the money drawn as advance from the
Fund hay been utilised for a purpose other than that for which sanction was given, the
amount with interest {hereon will be recovered from the subscriber in one lump sum from
the emoluments of the subscriber, even if he is on leave. If the total amount to be repaid
is more than half the snbscriber’s emoluments, recoveries will be made in moutk'y instal-
ments of moielies of his emoluments till the entire amount recoverable is repaid.

(Rule 27.)
17. When a subscriber quits the service, the amount standing to his credit in the
Fund will become payable to him. (Rule 28.)

18. On the death of a subscriber, before the amount standing to his credit has become
payable or where the amount has become payable, before payment has been made, the
amount standing to his credit in the Fund is payable to his nominee or nominces in the
proportion specified in his nomination, if the subscriber leaves a family. If no such
nomination in favour of a member or members of the family of the subscriber subsists,
the amount, notwithstanding the norination, is payable to the members of his family in
equal shares subject to the proviso mentioned in rule 30 (b). When the subscriber leaves
no family, if a nomination made by him in accordance with the rules is in force, the
amount is payable to the nominee. (Rule 30.)

19. When the amouni standing to the credit ol a subscriber in the Fund becomes
payable, the Accountant-General will take action to make the payments. The Heads of
Offices should obtain and forward to the ccountant-General applications from subscibers
for payment of Provident Fund balance under this rule. The applications will be in the
form in Appendix ‘H ' and will be sent so as to reach the Accountant-General within a
fortnight of the event necessitating: the closure of the fund accounts.

(Rule 31.)
20. As soon as possble after the close of each year, the Accountant-General will send

to each subscriber a- statément of his account in the Fund showing the opening balance
a6 on the 1st April of the year, the total amounts credited or debited during the year, the
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total amount of interesi credited as on the 81st March of the year and the closing balance
on that date. Subscribers should satisfy themselves as to the correctness of the annual
statement. Irrors should be brought to the notice of the Accountant-General within three
months from the date of receipt of the statements. The Accountant-General should, ifi
so required by a subscriber, inform the subscriber not more than once a year, of the total
amount standing to his credit at the end of the last month for which his accounts may have
been wriften up.

(Rule 35.)

21. The Government have ordered that in deserving cases an advance from the
General Provident [Fund Accounts of the Non-Gazeiled Government Officers may be
sanctioned for the purchase of spectecles, subject to the condition that the advance is
re-paid according to the General Provident Fund Rules. The following conditions are
imposed in regard to the grant of such advances :—

(1) The advance should be for spectacles for correction of their defective eye-sight.

(ii) The advance should not exceed Rs. 50 (Rupees fifty only) or the cost of
spectacles, whichever is less.

(iii) All Non-Gazetted Government Servants, who are subscribers to Provident
Fund, are eligible for the concession, the other conditions for the eanction of temporary
advance being applicable to this case also.

(iv) The application for the sanction of the advance should be supported by a
certificate from the Authorised Medical Attendant or the Specialist attached to the
Opthalmology Department of a Government Hospital to the eflect that the eye-sight of
the applicant is defective and that spectacles are necessary with the indication of the type
of spectacles and the approximate cost thereof.

(¥) The advance should be recovered in not more than ten equal monthly instal-
ments; and the intercst in one instalment. The recovery should be in whole rupees
except the last instalment and the balances as the last instalment.

(vi) The spectacles should be purchased within one month from the date of drawal
of the advance and necessary vouchers produced. If the cost of the spectacle is less than
the amouns of advance drawn, he/she should immediately refund the excess amount. A
certificate should be furnished by the Head of Office concerned to the Accountant-General
in the usual form to enable him to make necessary re-adjustments.

The scheme will be reviewed after a period of two years to lmow how many Govern-
ment servants have actually availed themselves of this concession before these orders are
incorporated in the Provident Fund Rules.



CHAPTEPR XIX.
LOANS AND ADVANCES TO GOVERNMENT S8ERVANTS.

The Government servents are eligible to get loans and advances (with interest or
without interest) from Government for varied purposes and the various schemes are
discussed below :—

1. FESTIVAL ADVARCE.

All Non-Gazetted State Government servants whose basic pay does mnot exceed
Rs. 500 per mensem, skilled workers in the industrial establishments, members of the
Last Grade service including workers (skilled and unskilled, contingent end work-
charged establishment) remunerated on monthly rates of pay or wages are eligible to
get interest-free advance on the eve of important festivals.

2. The advance is admissible only on one occasion in a calendar year to Non-Gazetted

Government servants in an cstablishment for the following festivals :—

(1) Deepavali.

(2) Pongal.

(3) Ramzan.

(4) Bakrid.

(5) Meeladi Nabi.

(6) Easter.

(7) Christmas.

(8) Onam.

All Non-Gazetted Government gervants irrespective of their religion can be granted
festival advance during any one of the listed festivals of their choice.

3. The advance is admissible to those on duty or on leave on average pay or earned
leave on full pay at the time the advance is drawn.

4. Government servants under suspension are not eligible for the advance.

5. The amount of festival advance will be restricted to two months’ basic pay of
Rs. 150, whichever is less.

6. The advance will be drawn and disbursed before the festival. It can be drawn
within one month immediately preceding the festival.

7. The advance will be recovered compulsorily by deduction from the salaries of
Governmen: servents in ten equal monthly instalments, the first instalment of recovery
commencing from the pay next drawn. In case the festival falls on or after 16th of
the month, the first instalment of recovery will. however commence from the pay of the'
month following: the month of the festivals.

8. A further advance will not be given to a Governinent servant when the recovery
of any portion of e previous fostival advance is outstanding against him.

9. The advance will not be paid to temporary staff workers in industrial establish-
ments, etc., who are not likely to continue in service for a period of at least six months
hevond the month in which the advance is paid.

10. The edvance may be sanctioned' to Government servants employed under the
amergency provisions also, provided that the emergency candidates have put in at least
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oue year of service on the date of drawal of the festival advance, provided that they are
not likely to bs ousted within six months beyond the month in which the advance is made
and provided further that before advances are sanctioned to them sureties from permanent
Government servants or any other form of  security considered adequate by the
sanctioning authority is obtained.

11. The authorities competent to'sanction these advanccs wmay, at their discretion,
dispense with this requirement in the case of temporary stalf, workers, industrial establish-
ment, etc., who have completed three years of continuous service and are likely to
eontinue in service till the adjustnent of the advance.

12. The Head of an office or the Gazetted Government scrvant to whom the Head
of office has delegated the power of drawing establishment pay hill will be the sanctioning
nuthority. In the case of Non-Gazetted Governmnent servants who are empowered to
draw bills on treasuries and draw pay of self or establishments, their immediate Gazetted
Officer will bs the sanctioning authority for the drawal of frstival advance.

13. The recoveries of the advances will be watched by the Flead of office through a
special register.

14. All drawing officers will furnish to the Accountant-General, Madras, with every
bill in which festival advance is claimed, a certificate to the effect that no previous advance
is outstanding in respect of the individual for whom the festival advance is drawn.

15. All Treasury and Sub-Treasury Officers and the Pay and Accounts Officer, Madras
will insist on such a certificate accompanying the bill before it is passed.

II. MARRIAGE ADVANCES.

1. Advances will be sanctioned to Government servants, Gazetted as well as Non-
Gazetted including Last Grade Government Servants for the celebration of the marriages
of themselves and their sons and daughters. In the case of marriages of the Government
servants themselves, the advance is admissible provided the Government servant's father
or mother is not a Government servant or being a Government servant, is not eligible for
the advance or has not applied for it. The sanction of the advance will be subject to
the availability of funds and the advance cannot be demanded or claimed as a matter of
right.

2. The advance will be limited to fifteen months pay or Rupees Two thousand
whichever is less, in the case of marriages of female Government Servants and daughters
of Government servants. In the case of marriages of male Government servants and sons
of Government servants the advance will be limited 1o fifteen months pay or Rupees One
thousand, whichever is less.

3. Government servants employed. in a regular capacity will be eligible for the
advance provided they have put in a service of not less than five years at the time of
application for the advance.

4. Government servants on leave other ‘than extraordinary leave without allowances
are eligible to apply for the advance. o

5. If a Government servant’s wife/husband or bhis/her father or mother is aiso a
Government servant, only one of them - will be enlitled to the advance for the same
marriage in their family.

. 6. Government servants whose ‘‘ carry-home salary '’ falls below 25 per cent of their
rotal emoluments after recovery of {be instalments of this advance, if sanctioned will not
be eligible for the sanction of the advance. )

Nore.—'* Carry-home salary ”’ is the money left behind from the gross salary and
allowances after making all deductions therefrom in a month:
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7. No second or subsequent advance will be xanctioned to a Governmert servant when
a previous advance is pending recovery.

8. 'lhe Advance will be sanctioned by the Heads of Departments including
Secretaries to Grovernment to the Stafl working under their control and in respect of the
District stafl of the Hevenue Department, the advance will be sanctioned by the Distric
Collector concerned. An application for advance should be made in the preseribed form
and sent in duplicate to the Sanciioning Authority through proper channel. It should
be accompanied by an agreement in ihe proper form. An advance copy of the appli-
cation should be sent direct to the sanctioning authority. No applications for an alvance
will be entertained before «ix months of the anticipated date of ihe marriage.

9. Government servants who are uunder suspeunsion or against whom serious charges
are pending which are likely to result in their removal, dismissal or compulsory retirement
from Government service are not eligible for the advance.

10. The advance will be dishursed only after obtaining a personal security boond Jly
executed by the borrower and another permanent Government servant as surety in the
prescribed form.

11. The advance will bear infercst at the samie rate charged on advances taken from
the General Provident Tund Account from time to time.

12. The advance will be disbursed not earlier than two months of the unticipated
date of celebration of the marriage for which it is sanctioned. II. Lowever, it conld not
be drawn or disburzed * belore the marriage due to reasons bevond the control of the
applicant, the advance sanctioned may be drawn and disbursed even after the date of
celebration ol the marringe for which the advance lhias been sanctioned.

13. The principal of the advance will be recovered in not more than 60 (sixty) equal
monthly instalments. The recovery will he regulated in such a wayv as to ensure that
hoth the principal and the interest are fully recovered from the pay of the Government
servant before his retirement.

14. The recovery of the monthly instalments of the advance will comnience from
the pay bill of the Government servant concerned for the calendar month iminediately
subsequent to the month in which the marriage has been celebrated or from the pay hill
of ihe third calendar monih subsequent to the sanction of the advance, whichever is
earlier.

15. The recovery ol interest will commence on completion of the recovery of the
principal. If the amount of interest does not c¢xceed by a large amount, the amonnt of
the monthly instalment fised for the recovery of the principal, it will be recovered in one
instalment, otherwise it will be recovered in amounts not excéeding the monthly instal-
ment fixed for the repayment of the principal.

16. The ‘advance received by a Government servant, if not utilired for the pnrpose
for which it has been sanctioned within three months from ihe date of sanction. siould he
refunded to Government in one lump snm together with interest due thereon. The
advance is also subject fo summary recovery if it is snbsequently proved that it was
not utilised for the purpose for which it was sanctioned.

17. In cases, where Government servants who have drawn the. advance die hefore
the repayment is completed, ihe ontstanding balance and the interest due <hall be the
first charge on ths Deatli-cum-Retirement. gratuity payable to the legal heir of the horrower
as stipulated in the agreement.

18. The Government servant receiving the advance should produes hefore the
sanctioning authority & certificate of utilisation in the preseribed form within one meonth
from the daté of celebration of the marriage or within three months from the adate of
sanction of the advance, whichever is earlier.
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J19. THis schieme takes effect from the Ist April 1969 and will remaiun in force for a
period of ihree years in the fivst instance und the position will be reviewed at the end of
‘this period. : . ’

20. Ti is seen from  ihe experience of the first year of introduclion of the scheme
that the Govermment will not be in a position to provide all the fuuds necessary for
meeting the demands for marrviage advance in a year. Whatever amount is being
provided by the Government for a vear will have to be disbursed 1o those applicants who
get priority by virtne of their earlier applications for the advance. I'hose who apply in
thag part of a year when funds have been exhausted will have 1o go without the advance.
Fither ihey have to mect the expenses [tom their own resources or wait till the next
financial vear when funds become available aud apply for advance ufresh. No priority
will be given to the applications received in a previons financinl vear for sanction of
advances in the course of the next finnncial year and their cases will be exammed only
with reference fo the rules and conditions stand then.

III. MosquiTo NET ADVANCE.

All perinanent Non-Gazetled Government servants resident or working in Govern-
ment offices in places where there is risk ol malaria or filaria are eligible for the grant of
interest-free advances for the purchase of mosquito mnets. Officiating and temporary
Governmens servapts including members of the work-charged establishment of the Public
‘Works, Highways and Rural Works Departments who draw monthly salaries and who
are not likely {0 be ousted within the period of repayment will also be eligible for the
advance.

2. A list of areas where there is risk of malaria or filaria will be drawn up by the
Director of Public Health and communicated {o all Heads of Departments for information.
In areas which are malarial as well as filarial, the advance for the purchase of mosquito
nets should be drawn only once either for malaria or for filaria.

3. The advance will be limited to the amount actually required for the purchase of
mosquilo nets in each case for the use of the Government servant and the members of his
family subject to a maximum of one month’s pay inclnding dearness allowance ov Rs. 50
whichever is less: A eubsequent advance may be sanctioned on the expiry of 5 years
from the date of sanction of a previous advance.

4. The Head of an office or a Gazetted Government servant to whom the Head of
the office has delegated the power of drawing establishment pay bills may sanction the
advance.

5. The advance will be recovered in equal monthly instalments not exceeding 12 by
deduction from pay bills. In the case of Government servants drawing comparatively
higher rates of pav, rceovery may be effected in a smaller number of instalments. 'The
recovery will commence from the month subsqeuent to that in which the advance is
drawn. e.g., if the advance is drawn in January 1969, the first recovery will be on the 1st
February 1969 on pay drawn for Jannary 1969. The recoverics will be made whether
the Govérnment servant is on duty or on leave or under suspension.

6. A Government servant who takes an advance for the purchase of mosjuit: nets
should furnish {o the sanctioning authority, within one month after drawing the advance,
% certificate stating either (a) that he has utilised the full amount of the advance for the
sbjecs for which it was granted or (b) that he has refunded into the treasury the balance
of the advance in excess of the actnal price paid for the mosquito nets.

7. The Garetted Officer or the Liead of the office who draws the pay bill of the
Government servant concerned, should attach a certificate on the first pay bill cashed
after the advance has been drawn and ulilised that he has seen the voucher for ihe
purchasc of the net. If the Government servant draws his own pay bill the certificate
should be furnished by the ‘Gazelted Officer under whose immediate confrol he ig

working.
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1V. ADVANCES FOR THE PURCHASE OF IHAD].

All permanent Government Servants including Last Grade Governwent Servants are
eligible for the grant of interest-free advance for the purchasc of Khadi {rom dupols off
Tamil Nadu State Ihadi and Village Industries Board. Ofliciating und temporary
Government Servants are also eligible for the grant of the advance if ihe advance can be
fully recovered from tbem before they are ousted.

2. The advance will be limited to one month’s pay of the Government Servant
concerned. It will not be paid in cash, but in the form of a sawciion order in favour of
the Government servant permitting him to purchase, on credit basis, Kladi from the
Depots of (he Tamil Nadu State Khadi and Village Industries Board up to the value to
be dpecified in the sanction order, the cost of purchase heing initally et by the
Government on behalt ol the Governinent servaut concerned.

3. The advance is repayable in not more than six instalments in respect of purchasc of
Khadi for amounts up to and inclusive of Rs. 100 and eight instalments in respect of
purchase for amount exceeding Rs. 100 [rom the pay bill of the Government servams
concerned commencing [rom the month of the adjustment of the cost of purclhase at the
Pay and Accounts Ollice, cr Treasury, as the case may be.

4. The Government servant.who desires to purchuse Khadi will submit his appli-
cation in Madras I'inancial Code Form No. 30 to the Head of his office specifying the
value of cloth required with pariiculars of the post held by him and his monthly pay.
The Jlead of the oifice or a Gazetted Government servant to whom the Flead of an Office
has delegated powers of drawing establishment pay bills, will check the particulars
mentioned in the application and record his sanction on the application indicatu:g the
amount up to which Kbadi may be supplied. The sanction order will be in M.F.C. Form
No. 81 and bear the official scal ol the Head of the office. If Xhadi already purchased
in credit by a Government Servant has not been paid for in full on the date of the
application for sanction for a [resh purcliase. the Iresh sanction will be limited to the
amount whicli, together with the outstanding balance, will not ¢xceed one montl's basic
pay ol the purchaser. In ihe case of Gazelted Govermuent servants, sanction for the
purchase of IXhadi on credit basig will be accorded at least by the authority next higher
to the applicant.

5. In ti.2 case of Gazetled Officer the sanction order will be prepared in triplicate.
the original will be given to the applicant along with the application for presenting it to
the Mauvager, Khadi Depot, the duplicate copy will he sent to the Pay and Accounts
Office or the Treasury, as the case may be, and the triplicate copy will be retained in
the office of issue for record. In the case of nou-Gazetted Officers, the sanciion order
will be prepared in duplicate, the original will be given to the applicant along with the
application for presenting it to the Manager, Khadi depot and the duplicute copy will he
retained in the office of issue for record.

6. he applicant should present lis application and the sanction order to the
Manager of the Khadi Sales Depot where he iu}ends to purchaxe Khadi and the Manager
will issue Xhadi up to the limit of-the sanctioned amount. “he Manager will then.
prepare a credit bill in triplicate as usual for the exact price of the Khadi supplied, take
the acknowledgment of the applicant for the cloth received by him ou the bill in triplicate
and send one coliy of the credit bill to the Head of the office who sanctioned the Khadi

‘gdvance.

" 7. The sanclion order will be valid only for one month from the date of izsue. The
Governwment will not accept any responsibility for the sales wade on credit basis on the
strength of the sanction order which is not valid.

8. On receipt of the Bill from the Sales Depot, the Head of the Otfice will prepare
an adjustiment bill for the full value of the Khadi supplicd debiting the entire amount to
the head ‘* Loans and Advances by the State Governmuent—Ioar: to Govermment
servants—d. Other Advances *’. The adjustment bill aloug with the original invoices for
the purchase made will be sent to the Pay and Accounts Office or the ‘Ircasury, as the
case may be. 'This account adjustment wlil be cartied out in the Pay and Accounts Office
in respect of Thadi advances sanctioned to Governmeut servanis in the offires lorated ic
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the Madras City and at treasurics in respect of advances taken Ly Government servants
working in the mefussil. "The adjustment bill shall be prepaved -in- triplicate “of “which
ihe original shall be kept Tor record in the Pay and Accounts Oice or reasuwry in the
mofussil, as tlie cnse may be, and the other two returned to the Head of Otice who
prepared the adjustwent bill.  He, in turn, shall retain one in his ollice and pass on the
other to the sales depot, which supplied Khadi.

9. 1he sanclioning authorities will maintain a register of Khadi advances in Madras
Financial Code Iforma 33. Unutilised sanction orders will be cancelled and filed with the
sanctioning authorities.  LEntries will also be wade in the register against the relevant
suncticn orders of the fuct of cancellalion. The register will be reviewed by the
sanctioning authority once in a month

10. The Heads of oflices hesides maintaining a separate register for watching the
recovery of thz ‘‘ Khadi Advance "’ in M.F.C. form 33, will also watch the adjustment
of the Whadi Advance through the general register in M.T.C. Form 23-B.

V. Advances for the Purchase of Handloom Cloth.

All permanent Government servauts including the Last Grade Government servanis
are eligible for the grant of interest free advance for the purchase of handioom cloth [rom
the depots/Units/emporia of the Tamil Nadu Handloom Weavers' Co-operative Society
Limited. Officiating and temporary Government servants who bave put in a regular
service of not less than five years are also eligible to purchase handloom cloth on credit
under the scheme, subject to their executing a personal security bond in Formi M.T'.C.
No. 31. ' The advance will be fully recovered from them before they are cusled.
Ewmployees including icachers of the Liocal Bodies, Municipalities and Panchayat Unions
and empley of Local Librvary Authorities also are eligible for the grant of the advance,
subject to the coudition that the Panchayat Unions with deficit budget may be given Lhe
option to implement the Scheme in their jurisdiction.

2. The advance will be liwited to one wonth's basic pay ol the Government servants
copcerned. Only one advance in a year will be granted to a Government servant. "The
advance will not be paid in cash, bui in the form of a sanction order in [avour of the
Government servant permitting hini to purchiase on credit basis, handloom cloth from the
sales depots/Units/emporia of the Tamil Nudu HMandloom Weuvers” Co-operative Society,
up o the value fo be specified in the sanclion order, the cost of purchase being initially
met by th: Government on behalf of the Government servant concerned.

3. The advance is repayable in not more than six instalments in respect of purchase’
of handloom cloth for amounts up to and inclusive of Rs. 100 and cight instalments in
resprct of purchases exceeding Rs. 100 from the pay Dill of the Govermnent servauts
conczaroed cominensing from the month of disbursement of the advance towards the cost
of purchase. '

4. A Government scrvant is not eligible for advance for the purchase of handloom
cloth on credil basis under this scheme il he has already an advance outstanding under
thie scheine or under the scheme of issue of Ihadi goods on eredit or has applied for credit
under the scheme of issue of -Ihadi goods alro simultancously.

5. The (rovernment servant who desires to purchase handloom cloth will submit his

. application in Form I appended to G.0. No. 1700, Industries, dated 29th Aprii 1766 to
the head -of his office specilying the value of cloth required with particalars of the post

held by him and his monthly pay. The Head of the office or a Gazetted Government

gervant to whom the head of an office has delegated powers 6f drawing -cstablishment pay

bills will cliéek the partienlars mentioned in the application and record his sanetion on the

application indicating the amount up to which the bandloom cloth .may be cupplied. The

sanction order will Be in Form No. IT appended to G.O. No. 1700, Industrics, dated
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29th April 1968 and kcar the official seal of the head of the office. In the case of Gazetted

"Government servants mn the status of Regional Oflicers aud the Heads of Departents,
sanction for purchase of Landisom cloth on credit hasis will be accorded by themselves.
In the case of othier Guzelte:! Govermuent servants sanclion for the parebase of handlooms
cloth on credit basis will he accorded at lenst by the authority next higher (o the
applicant.

5. In the case of Heads of Dcpartments, the sapction order will be prepared in
triplicate, the original will be sent along with the application, for presenting it to lhe
Manager, Sales Depot/Unit/Lmporium of the ‘Tawil Nadu Handloom Weavers' Co-
operative Society Limited, the duplicate copy will be sent to the Pay and Accounts Oflice,
Madras or the 'L'veasury, as the case may be and the triplicaie copy will be retained by
themselves. In the case of tlic Legional Officers the sauction order will he prepared in
quadruplicate and one copy of it will be sent to the Fleads of Depurtments concerned for
record, the remaining three copies being used as above. In the case of other Gazetied
Government servants, the sanction order will be prepared in triplicate. the original will
be given to the applicant along with the application for presenting it to the Manuger, Sales
Depot/Unit/Fanporium of the Tamil Nadu Handlovrn Weavers' Co-operative Society
Timited, the duplicate copy will be sent to ihe Pay and Accounts Office or the Treasuty,
as the case may be and (he triplicate copy will be retained in the office of issue for retord.
In the case ol nou-Gazetted Oflicers also, the sanction order will be prepared in triplicate,
the original will be given to the applicant along with the application for presenting it to
(he Manager ol the Sales Depot/Unit/limporiurn of the Tamil Nadu Flandloom Weavers
Co-operative’ Society concerned, the duplicate will he despatched direci to the Sales
Depot/Unit/Lmwporium and the triplicate copy will be retained ta the oflice of the isue
lor record.

6. T'he applicant should preseot his application and the sanction order to the Sales
Depot,/Unil/Bmporium of the Tamil Nadu Handloom Weavers' Co-operative Society,
where he intends to purchase handloom cloth and the Manager of the Sules Depot/Unit/
Emporium of the Tamil Nadu Handloom Weavers’ Co-operative Sociely will issug
handloom cloth up to the limit of the sanctioned amount. The Manager will, then.
prepare a eredit bill noting the number and date of the sanciion order in triplicate as
usual for the exact price of the handloom cloth supplied, take the acknowledgment ol ihe
applicant for the cloth received by him on the bill in triplicate and send one copy of the
credit bill to the Head of the Office, who sanctioned the handloom cloth advanee, together
wath a contingent bill for the value of handloom cloth supplied for counter-signature of
the liead of the vifice.

7. 'The sanction order will be valid only for one wontl irom the date of issue. The
Government will not accept any responsibility for the sales made on credit basis on the
strength of the sanction order which is not valid.

S. On receipt of the bill from the Sales Depot/Unit/Emporium of the Tai4il Nadu
Handloom Weavers (Co-operative Society concerncd, the Head of the office will counter-
sign the contingent bill and pass the bill for payment for ihe full value of the Laudloom
cloth supplied, debiting the entire amomnt to the head '* Advances for the purchase of

- Handloom colth ” opened under ** XLVII. Loans and Advances by State Geovernment—
JLoans to Government servant-—d. Other Advances ’. It will be the responsibility of

-thie concarned Manager of the Sales Depot/Unit/Emporium of the ‘Tamil Nadu Flanloom

- ~Weavers' Co operalive Society to arrange for the prompt encashmeut of the contingong
* bills cointersigned by the Head of the Office, for the full value of the handleom cloth

“Bupplied by him to the various Government servants on credit, 'ou the strength of the
sanction orders and to furnish the official printed reeeipts of the Tawmil Nadn Handloouy
Weavers' Co-operative Sociely to the Head of the office concerned for the winounts of
advances drawn and disbursed towards the sale of Handloom cloth on credit,

9. The sanctioning authorities will maintain a register of Handlsonr cloth Advance in
Torm 1V appended to G.0. No. 1700, Industries, dated 29th April 1965, Unutilised
sanction orders will be cancelled aud filed with the sanclioning authorities.  Entries will
also be nade in the register against the relevant sanction orders of the fact of cancellation.
The register will be reviewed by the sunctioning authority ouce in a month,




142

10. The Heads of Offices besides maintaining a separate Register for watching the

s recovery of the * Mandloom cloth Advance ™ in Torm No. IV, the recovery of the

Handloow cloth Advance through the general register in M.IF.C. Torm-23 should also be
walched.

V1. GENERAL.

The following 1:ierest-bearing advances (loans) are gramted to Governmenl servanis
in accordance with the ruleg contained in Ariicles 227 to 235-A of the Madras Iinancial
Code, Volume T :— :

(1) Advances for the purclhiase ol motor-cars, motor cycles and scooters.
(ii) Advances lor the purchase of conveyances not included in item ().
(iii) Passage advances.
(iv) Advances for the purchase and construction of houses.
(v) Advances for the purchase ol horses and saddlery ; and
(vi) Other advunces—

(a) Advances for the purchase of type-writers.

(b) Advances for purchase of warm clothing to non-gazetted Government
servants.

. (c) Special advances such as those occasionally granted to Government servants
wlio go abroad to pursue higher studies.



APPENDIX VI,

LIST OF TREASURIES AND SUB-TREASURIES IN TAMIL NADU
AS ON 1sr APRIL 1971,

DistrRieT TREASURIES.

1 Chingleput at Kancheepuram .. . 1
2 Coimbatore .
3 Dharmapuri .

4 Kanyakumari at Nagercoil
5 Madurai

6 North Arcot at Vellore

7 The Nilgiris at Qotacamund .. .. Banking.

All the District Trensuries are Banking
8 Ramanathapuram at Madurai .. Treasuries.
9 Salem .. (State Bank of India)

10 South Arcot at Cuddalore
11 Thanjavur —

12 Tiruchirappalli

13 Tirunelveli

.

14 Madras (Pay and Accounts Office, Reserve Bank of India.

Madras).
SUB-TREASURIES.

Chingleput district—

1 Chingleput Banking.

2 Kanchespuram - - - Do.

3 Madurantakam . Do.

4 Nandanam Do.

5 Ponneri Do.

6. Saidapet Do.

7 Sriperumbudur .. Do.

8 Tiruttani .. Do.:

9 Tiravellore .. Do.

10 Uthiramerur Non-Banking..
Coimbatore district—

1 Avanashi Banking,

2 Bhavani Do.

3 Coimbatore Do.
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4 Dharapuram Banking
3 Erodo . . - Do.
6 Gobmhompu.hyam Do.
7 Porundurai Non-Banking.
§ Pollachi Banking.
9 Tiruppur Do.
10 Udumalpet -Do.
11 Mottupalayam Non-Banking.

Dharmapurt district—

1 Dharmapuri Banking.
2 Harur Do.
3 Hosur .o Do. (State Bank of Mysore).
4+ Krishnagiri Do.
5 Uthangarai Non-Banking,
6 Denkanikottai Do.
Kanyakumari districl—
1 Kalkulam (Thuckalai) Banking.
2 Nagereoil . Non-Banking.
3 Thovala (Bothnpu,ndl) Do.
4 Vilavancode (Kuzhithurai) Banking.
Madum.i district—
1 Dindigul Banking.
2 Kodaikanal Do.
3 Madurai Do.
4 Melur . Do.
5. Nilakottai Do.
¢ Palani .. Do.
7 Periakulam Do.
g Tirumangalam .. Do.
9 Uthamapalayam Do.
North Arcet districi—
1 Arni Banking.
2 Arkonam Do,
3 Chengam Do.
4 Cheyyar .. Do.
6 Gudiyattamn Do.
6 Polur . Do.
7 Thlruvmmu.malm Do.
8 Thiroppattur Do.
9 Vellore .. Non-Bauking.
10 Vanismbadi Banking:
11 Wallajapet Do.

12 Wandavasi Do.



The Nilgiris districi—
1 Coonoor
2 Gudalur

Ramanathapuram district—

1 Aruppukkottai

2 Dovakkottai

3 Kamuthi

4 Karaikudi

& Manamadurai

6 Mudukulathur

7 Paramakudi

8 Ramanathapuram
9 Srivilliputhur ..
10 Sivagangai
11 Sathur
12 Sivakasi

13 Tiruvadanai

L4 Tiruppattur

15 Virudhunagar
16 Rajapalayam
17 Ilayangudi

Salem district—
1 Attur

2 Mettur

3 Namakkal

4 Omalur

&5

Rasipuram’
6 Salem
7 Sankari
8 Tiruchengodo
9 Yercaud

Soutk Arcot district—
1 Chidambaram
.2 Cuddalore
3 Gingee
4 Kallakarichi
5 Panrutti
8 Tindivanam
7 Tirukkoilur
8 Virudhachalam
9 Villupuram .
10 Noyveli Township
506—32—19
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Banking.
Do.

Banking.

Do.
Non-Banking.
Banking.

Do.

Do.

Do.

Do.

Do.

Do.

Do.

Do.

Do.

Do.

Do.

Do.
Non-Banking.

Banking.
Do.

0.
Non-Banking.

Banking.

Do.

Do.

Do.
Non-Banking.
Banking,

Do.

Do.

Do.

Do.



146

Thanjavur distric—

1 Arantangi Banking.

2 Kumbakonam Do.

3 Mayuram Do.

4 Mannargudi Do.

5 Nagapattinam Do.

6 Nannilam Do.

7 Orathanad Do.

8 Pattukkottai Do.

9 Papanasam Do.

10 Sirkali .e Do.

11 Thanjavur Non-Banking.
12 Tiruvarur . Banking.

13 Thlruthurmpoondx Do.

14 Peraurani Non-Banking.

Tiruchirappalli district—

1 Ariyalur - Banking.

2 Alangudi . . Do.

3 Jayankondnoho]n.pumm Do.

4 Keeranur .- Non-Banking.
5 Kulithalai Banking.

68 Karur Do.

7 Lalgudi Do.

8 Musiri .. Do.

9 Manapparai Do.
10 Perambalur Do.
11 Pudukkottai Do.

12 Tiruchirappalli Do.

13 Thuraiyur Do.

14 Thirumayam Do.

Tirunelveli district—

1 Ambasamudram Banking.

2 Koilpatti - Do.

3 Nanguneri . Do.

4 Sankamnayana.rkonl Do. .
& Shencottah Do. (State Bank of Travancore).
6 Srivaikuntam Do.

7 Tenkasi Do.

8 Tuticorin Do.

9 Tirunelveli .. Do.
10 Tiruchendur .. Do.
11 Tuticorin Harbour Pro;eot Non-Banking.

Madras district—
1 Madras Taluk Treasury In charge of Reserve Bank of India.
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CHALI'TER XX.
LLECTION LAW AND PROCEDURE.
1. LEGAL FRAME WORK.

“The statutory provisions governing the preparation of electoral rolls and Lhe conduct
ol all clections to ihe State Legislature and Parliament are contained in the Coustitution
of India, the Representation of the People Acts, 1950 and 1951 and the statutory rules
issued under those Acts, namely, the Registration of Rlector’s Raules, 1960 and the
Conduct of Klections Rules, 1961. It is within this frame work of law that the General
lilections and bye-elections are held to the House ol the People (Lok Sabha), Council of
States (Rajva Sabha) and the legislative Assemhly and the Legislative Council in the
States.

2. ISLECTORAL MiaCHINERY,

(a) Election C —The superintend direction and control of the
preparation of electoral rolls for, and the conduct of, all elections to the Parliament and
to the Legislalure of every State and of election to the offices of President and Vice-
President, held under the Constitution are vested in the Election Commission of India.
The Ilection (‘omu.ission now consists of only the Chief Election Ccmmussioner though
the Constitution provides for the appointment of such number of other Election Commis-
sioners as the President may fix. The Election Commission has to function in accordance
with the provisions of the Constitution and of the Law relating to elections. In matters
not covered by these, tho Election Conmission has its discretion to take its own decisions
and issue necessary direciions. The Election Commission has issued its statutory orders
and directions on matters provided for in the rules wherever necessary and hag also issued
its Executive instructions—General and Departmental—on several matters not covered
by the rules.

(b) Chief Electoral Officer.—I'here is a Chief Electoral Officer for each State who is
subject to the superintendence, direction and control of the Election Commission. The
duty of the Chief Electoral Officer is to supervise the preparation, revision and correction
of electoral rolls and also to supervise the conduct of all election in the State falling under
the Representation of the People Acts and the rules made thereunder.

(c) District Election Officers.—For each district in the State, the Election Commis-
gion, in consuliation with the State Government designates or inat a District
Election Officer who shall be an officer of Gover. t. Subject to the Superi a )
direction and control of the Chiel Electoral Officer, the District Election Officer is required
" to-co-ordinate and to supervise all work in the district or in the area within bis jurisdi-
ction. in connection with the preparation and revision of electoral rolls for ali FParlia«
mentary, Assembly and-Council constituencies within the district and also the conduct
of all elections to Yarliament and the State Legislature.

(d) Electoral Regisiration Officers and  Assistant Electoral Registralion Officers.—
There are Electoral Registration Officers appointed for each of the territorial constituencies
into which the State is divided for the purposes of Assembly and Council Elections. The
duty of these officers is to prepare and revise the electoral rolls for those constituencies.
There are also Assistant Electoral Registration Officers appointed to assist the Electoral
Registration Officers in the performance of their functions.

(e) Returning Oﬁicerg and Assistant Returning Officers.—There are Returning Officers
appointed for every cor_)stlt}lency in the State and for every election to the Council of
States or to the Legislative. Council by the members of the Legislative Assembly.
Gererally, the Revenue Divisional Officers are appointed as Returning Officers in respect
of Assembly Constituencies ; Collectors and District Revenue ;)nécem in respect of
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Parliamentary Constituencies and Collectors in respect of Council constituencice. Ip &
few ocases, other Deputy Collectors like Personal Assistants to the Collectors, etc., are
appointed as Returning Oflicers for Assembly and Parliamentary constituencies in order
to avoid saddling a Revenue Divisional Officer with work in respect of too many
constituencies. In Madras City, as wide-spread and effective executive stafl is under the
Commissioner, Corporstion of Madras, that officer hag been appointed as the Retwning
Officer for all the Assembly and Parliamentary constituencies in Madras City. For
constituencies lying entirely within the municipal limits, the Commissioners ol Madurai,
Coimbatore, Tiruchirappalli and Salem Municipalities liave also been appointed as
Returning Officers for the concerned Assembly coustituencies. The — Secretary,
Tegislative Assembly Departinent, is appointed as the Returning Officer for election to
Council of States and the clection to the Legislative Council by members of the Legislative
Assernbly. In respect of Assembly constituencies, officers of the Tahsildars’ grade and in
a few cases, Independent Deputy ‘Tahsildars are appointed as Assistani Returning Officers.
The Revenue Officer of the Corporation of Madras is the Assistant Returning Officer for
all the constituencies in Madras City. The Tersonal Assistants to Collectors are appointed
as Asaistent Returning Officers for Council constituencies. The Assistant Secretary to
the Legislative Assembly Department is appointed as the Assistant Refurning Officer for
elections to the Covmcil of States and the indirect elections to the Legislative Council.

The Returning Officer is the person statutorily responsible for the proper conduct of
elections in his constituency. He will be responsible for all the arrangements in
conuection with the elections from the date of receipt of nominations to the counting of
votes and declaration of results.

(fy Presiding and Polling Officers.—A Presiding Officer is appointed for each polling
station and such number of polling officers as are necessary are appointed fo assist the
Presiding Officer in the performance of his functions. The law also provides for the
appointment of the same person as Presiding Officer for more than one polling station in
the same premises. The Presiding and Polling Officers are given sufficient training
before the elections in order that they  may acquire sufficient familiarity with the
relevant provisions of the law and to enable them to undertake and discharge the
responsibility of running the elections. A Hand Book containing instructions in regard
to the conduct of poll is also supplied to every Presiding and Polling Officer for guidance.

3, CoMPOSITION OF THE LiEGISLATURES.

‘Council of States (Rajya Sabha).—Tamil Nadu State has been allotted 18 seats in the
Council of States under the Fourth Schedule to the Constitution of India. The election
is by the elected members of the Legislative Assembly. The Council of States is not
subject to dissolution but one-third of the members retire every second year. Biennial
clections are held to fill in these vacancies.

House of the People (Lok Sablia).—Unless sooner dissolved, the House of the People
shall continue for five years from the date appointed for its firat meeting and no longer.
fThe expiration of the said period of five years shall operate as a dissolution of the House.
The total number of rembers of the House of the People representing this State is as
follows :—

Total number of seats allotted to Tamil Nadu State. 39

General seats. 32

Scheduled Caste seats. 7

Bcheduled Tribe seats. Nil.
Tamil Nadu Legislative Council—

Blected Members. 54

Nominated Members. 9
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Distributions of seafs—

Graduates’ Constisuency 6
Teachers' Constituency 6
Local Authorities Constituency 21
BTlected hy M.L.As. 21
Members nominated by Governor 9

The Legislative Council is not subject to dissolution but one-third of the menibers
retire every second year. Biennial elections are held to 6ll in these vacancies.

Tamil Nadu Legislative Assembly.—The Legislative Assembly of every State unless
sooner dissolved shall cuntinue for five years from the date appointed for its first meeting
and no longer. The expiration of the said period of five vears shall operate as a dissolu-
tion of the Assembly. '

Total number of seats—

By direct elections from territorial constituencies 234

By romination (Anglo-Indian) 1
235

General seats 190

Scheduled Caste seats 42

Scheduled Tribe seats

Nomination (Anglo-Indian) 1
235

4. QUALIFICATION AND DISQUALIFICATIONS.

The Election Law lays down the qualifications and dis-qualification for candidates
standing for elections. A candidate must possess all the qualifications required and inust
not suffer from any disoualification on the date fixed for the scrutiny of nominations. He
should be a citizen of Indis not less than 25 years of age if he is standing for election to
the State Legislative Assembly or House of the People and not less than 30 vears of age
if he is standing for election to the State [TLegislatlve Council or the Council of States.
He should have taken the ‘oath of allegiance or affirmation to the constitution in the
prescribed manner. In respect of seats reserved for Scheduled Castes or Scheduled
Tribes, the candidate inust belong to the particular caste or tribe

There ars also certain additional qualifications required for candidates, and :ihese
are :—
Council of States.—A person shall not be qualified to be chosen as a representative
of any State unless he is an elector for a Parlinmentary Constituency in that State.

Housc of the [’éaple.—He must be a voter for any Parliamentary ecnstituency
anywhere in India.
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Tamil Nadu Legislative Assembly.—He must be a voter for an Assembly
constituency in Tamil Nadu State,

Tamil Nadu Legislative Council. —The candidate standing for election must be a
voter for au Assembly constituency in Tamil Nadn State. Any such voter can, therefore,
stand for election, whether f'rom a Tocal Authorities’ Constituency or from a (llﬂdllﬂt(.b
Constituency or from a Teachers’ Constituency, or by indirect election by the members of
the Legislative Assembly. A person need not be a member of a Tocal Authority or be a
graduute or be a teacher, ag the ease may be, to stand for election to those constiluencies.
For nomination to the Legislative Council by the Governor, a person need not be a voter
in any constituency, but must be ‘' ordinarily resident '’ in the State,

A candidate must not be disqualified under Articles 102 or 191 of the Constitution, as
the case may be. The other statutory provisions relating to disqualifications are
continued in Chapter I1I of the Representation of the People Act, 1951,

5. PRESIDENTIAL ILECTION.

The President for the Republic of India shall be elected by the members ol an
electoral college consisting of (a) the elected members of both Houses of Parliament and
(b) the elected members of the Liegislative Assemblies of the States. As far as practicable,
there shall be uniformity in the scale of representation of the different States ai the
Iilection of the President. Tor the purpose of securing such uniformity among the States
the number of votes which each elected member of Parliament and of the Legislative
Assembly of each State is entitled to cast at such election shall be determined in the
following manner :—

(a) Every elected member of the Legislative Assembly of a State shall have ag
many votes as there are multiples of one thousand in the quotient obtained by dividing
the population of the State by the total number ol the elected members of the Assembly.

(b) if, alter taking the said multiples of one thousand, the remainder is not less
ihan five hundred, then tke vote of each member referred to in sub-clause (a) sball be
further increased by one ;

(¢} each elected member of either House of Parliament shall have such number «f
votes as may be obtained by dividing the totmal nuber of votes assigned to the members
of the Legislative Assemblies of the States under sub-clauses (@) and (b) by the total
number of the eclected members of both Houses of Parliament, fractions exceeding one-
half being counted as one and other {ractions being disregarded.

The election of the President shall be held in accordance with the system of
proportional representation by means of the single translerable vote and the voting al
such election shall be by secret ballot. The President shall hold office for a term of five
vears from the date on which he enters upon his office. A person shall be eligible for
eleclion as Presiden; once if he— .

(a) is a citizen of India ;
(b) has completed the ege of thirty-five years ; and
(¢) is qualified for election as member of the House of the People.

A person shall not be eligible for election as President if he holds any office of profit
under the Government of India or the Government of any State or under any local or other
authority subject to the control of any of the said Governments. The President shall not
hold any other office of profit.
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6. VICE-I'RESIDENTIAL ELECTION.

The Vice-President of India shall be ex-officio Chairman of the Council of States and
shall not hold any other cffice of profit. A person shall be eligible for electrun ns Vice-
President only if he—

(a) is a citizen of India ;
(b) has completed the age of thirty-five years; and
(e) is qualified for election as a inember of the Council of States.

A person shall not be cligible for election as Vice-President if he lolds any office of
profit under the Gosvernment of India or the Government of any State or under any local
or other autharity subject to the control of any of the said Governments.

The Viee-President shall be elected by the members of both Houses of Parliament
assembled in a join% wedding, in accordance with the system of proportional representa-
tizn by means of the single lransferable vote and the voting at such elect'on shall be by
secret ballot. The Vice-President shall liold office [or a term of five years from the date
on which he enters upen his oftice.

FU6-32—20



CHAPTER XXIL
MUNICIPALITIES AND TOWNSHIDPS.

A Municipality is constituted under section 4 (1) of the Madras District Municipalilies
Act, 1920 by declaring any Town, Village or Local arca as a Municipality. A Municipality
may also be notified under section 5 of the Madras Panchayars Act, 19538, 1[ a Munici-
pality is constiiuted nnder the provisions ol the Panchayuats Act, it must have a population
of not less than 20,000 and an annual income of not less than onc lakl ol rupees.
However, il the application is made by the Town Panchayat itsell for its constitulion as
a NMunicipality, the condition 1eg.udm" the population can be waived by Government. It
may ; however, be mentioned that no Municipality has so far been constituted under (e
provisions ol the Madras Panchayats Act, 1058, in this State.

2. A Municipality is divided into Wards or the purpose of holding elections.  There
is provision in the Act for reservation of seats for Scheduled Castes and Women. There
is no provision Jor reservation of seats of any other category of persons. 'The number of
seats which a Municipal Council is to have, is governed by ihe provisions of sub-section
(1) of section 7 of (he Madras District Municipalities Act and the number ranges from 16
up to 52 as indicated helow :—

Municipalilies with a population.

Number of

Councilors.
Not exceeding 20,000 at the lusi census ... 16
Exeeeding 20,000 but not exceeding 30,000 20
Tixceeding 30,000 but nol exceeding 40,000 2l
Tixceeding 40,000 but not exceeding 50,000 28
Iixceeding 50,000 hut not exceeding 100,000 32
Lxceeding 100,000 Imt uot excceding 200,000 ... 36
Execeeding 200,000 hui not exceeding 300,000 40
Kxceeding 300,000 but not exceeding 400,000 44
Sxceeding 100,000 Lut not exceeding 500,000 48
Jxceeding 500,000 52

3. There are 90 Municipalities in this State as on lat April 1971. Of these, Gl were
constituted prior to 1964 and the rest alter 1964.

Townships.—In addition to the 90 Municipalitics, there are faur Municipal Town-
ships, viz., Kodaikanal, Courtailum, Bhavanisagar and Mettur in the State. ‘Lnere is no
clected Council Tor these Lownships. The administration of the Township is carried on
by a Council of nominated members with the Collector of the District ag Chairman of
the Township.

CoxpucT or MUNICIPAL JSLECTIONS.

1. Preparation of Municipal elecloral rolls.—Previously, there were no separate
municipal rolls, as such, for the conduct ol municipal elections. The Legislative Assembly
rolls were suitably adapted [lor the municipal elections. ‘I'he Assembly rolls were also
more or lese up-to-date. as there was annual rev m ol the rolls. Recently, the Election
Comnmnission. India, dispensed with the Annual revision of the Assembly rolls and directed
that the Asseinbly rolls in the State should be revised only helore a general election on
before a bye-election They also said that the local hodies might prepare their own rolls




135

tor eleciions tu them.  The questiou was examined by the Government, It was decided
that the municipal councils should have their vwn rolls for ordinary eleciions to them.
Accordingly, section -4 of the Madras District Municipalities Act, 1920 wag amended and
in G.0O. Ms. No. 19, Rural Development and Local Administration, dated Isth May
1968, the Govermmnent  also issued  divections  for the preparation and publication ol
municipal electoral volls.  The following are the main features of the above directions :—

(1) The Government have authori
the Municipal 1

od the respective Municipal Commissioners to be
ectoral Registration Officers,

(2) The rolls ol the Municipality shall he revised before each ordinary election te a
Municipal Council or belare each casual clection to & Municipal Conneil.  In the case of
casual eleetion, the rolls will be vevised only for the ward or wards for which the election
will be held.

3y One will be cligible Tor inclusion in the voll only il he is 21- years of age on
Ist January of Le vear in which the roll is prepared.

(1) The rolls may be either revised  summarily or  intensively. If suimnmary
revision is ordered for the firsi prepuration, the current Asseinbly rolls will be taken as
the basic roll.

(3) I'he roll shall be prepared in the language or languages in which the Assewbiy
rolls are prepared.
(6G) Tu the case of swmary revision, the following procedure shall be adopted :--
(a) The Assembly rolls will be published the draft rolls and a pertod of thirty
days shall normally be allowed for the veceipt ol claims and objections 1o the inclusion
of names in the rolls . Flowever, ilie Governinent have goi powers to reduce ilie period
for receipt ol claims and objections to ffteen days.

(b) The Municipal Flecioral Regisiration Ofticer will enquire into the claius and
objections and dispose ol them on theiv merits,

(¢) 'T'here is provision for filing an appeal to the Collector by those who are
aggrieved by the decision ol the Municipal Llectoral Registration Officer.

(d) After the expiry ol the period preseribed for lodging elails and objections.
the inclusions and deletions (o the rolls will be prepared as amendments to the rolis and
added to 1he basic roll.  The voll including the busic roll and the list of amendments will
be published finally and therealter they will become the Municipal rolls.

N (e) Alter the final publicution of the rolls, if any one wanis his name to he
included in the Municipal roll, he can make an application by remitting a fee of 50 paise in
the Municipal Treasury.

11. Conduct of ordinary eleclions and casyal eleclions.—The Muanicipal Flections are
conducted according to the Conduct of Llection of  Municipal Councitlors’ Rules 1962,
According to these rules. the Inspector of Municipalities is the Llection Authority who
is responsible lor the proper conduce ol clectiou.  ‘I'be Commissioners of the respective
Municipulities are appointed as the Returning Officers ol the Municipality coucerned for
the conduct of elections. The TReturning  Onicers appoint the Polling Officers and
Assistant Polling ORicers. There is one Polling Ofticer and three Assistant Polling Otficers
for each polling station.

The lilection Authority prepares a tentalive progranume of dates for ihe various
stages of the conduct of election and sends it to Goverument for approval two weeks
before the last date for preseutation of nomination paper. After approval by the Guvern-
nent, the Flection Authority conumunicates the daies to the Returning Qfticers for conduct-
ag the elections accordingly. The election proceedings start with the publication of Flectior
aotice in some conspicuous place in his office by the Returning Gficor. There should
be at least 20 days interval hetween the first date of presentation of nemnination anid the -
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date of poll. An interval of seven days should be allowed between the date of publi-
cation of election notice and the last date of presentalion of nominations. ‘I'c sciutiny
of nomination is taken up on the next working day after the last date for the presenia-
tion of nominaiions. Aflter scrutiny, the Keturning Ofiicer  will assign the I'lI'L'()glli.hl;(]
symbols to the respective political parties and free symbol {o the independents. A period
of three days will be allowed for the withdrawal of candidales [rom the date ol scrutiny,
if there is no-appeal and a period of nine duys will be allowed Tor the withdrawal of
candidature, if there is appeal to the District Collector, against the rejection of any
uomination. The decision of the District Collector on the appeal against the rejection
of nomination by the Returning Officers is final.  The poll will connnence at 8 a.nn. and
will close at 5 p.m.

In the case of riot or open violence or for any special cause, (he Dolling Officer can
stop the poll for the ward and the Fleciion Authority has got powers to order cither the
resumption of poll at the polling station for the nunber of hours for which it wus unot
held on the previous occasion or ovder a fresh poll for the ward. In case, any candidate
dies and a report is received belore the commneuncement ot the poll, the Returning Officer
shall countermand the poll. Al proceedings with reference to the election of a Councillor
for {hat ward shall Lo started afreshi after the Election Authority fixes the dates for
the purpose. In the case of destruclion, ete., of the ballot boxes also, fresh pol! for the
polling station concerned shall be ordered by the Ilection Authority.

The counting of votes is done under the supervision of the Returning Officer.  After
counting for a ward is completed the Returning Officer announces and declares the result
to those present in the hall. ‘The results are also published in the Tamil Nadu Govern-
ment Gazelte.

LELEOTION oF CHAIRMAN AND VICE-CHAIRMaN oOF MUNICIPAL CoUNGILS.

The election of Chairman and Vice-Chairman is governed by the Madras Municipal
Councils (lilection of Chairman and Vice-Chairman) Rules, 1969. According to (hese
rules, the meeting for the election of Cliairman of a Municipal Council has to be convened
as soon us possible after the occurrence of the vacancy :—

(a) in the case where a municipal council is newly constituted by the Special Oflicer
of the municipality and wisere the election is to Lll an ordinary vicaney, by the Revenue
Divisional Officer or an oflicer of the same rank or higher rank of the Revenue Department
authorised by the Collector of the district;

(b: in all olher cases by the Vice-Chairman and if there is either a’ vacancy in the
office of the Vice-Chaiiman or he has been continuously abscut from his jurisdiction
for more than fifteen days, or is incapacitated by the Revenue Divisional Ofiicer or an
-flicer of the same rauk or of a higher rank of the Revenue Department aniliorised by

1e Collzetor of the district. '

(2) The meeting fir the election of Vice-Chairman of a municipal coureil shall he
convened ag soon as possibic after the occurrence ol the vacancy, by the Chairman.

(3) Notice of the day and hour of the meeting shall be given at least scven clear
days before the date of the meeting. ’

(4) The meeting for the election of the Chairman ol a municipal council shall be
presided over :—
(i) in the case where .a municipal council is newly constituted by the Special
Officer and where the eleetion is to fill an ordinary vacancy: by the officer who convened
the meefing;

(i) in all other cases by the Vice-Chairman and if there is either a vaconcy in
. the office of the Vice-Chairmman or he has been continuously absent from his jurisdiction
for more than fifteen days or is incapacitated, by the Revenue Divisional Offizer: and
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(i) if the Vice-Chairman tumsell iutends {o siand as a candidate at the election
or in his absence by a councilor not intending to stand as a cundidate ab the clection
cliosen by the councillors present at thie 1aveting 1o preside 1or the occasien.

(3) 'l'he mecuug tfor the election of the Vice-Chaivman shall be pieslded .1
the Chairman or in Ius absence by a councillor wino dues not himzelf intezd to stand s

a cundidate at the election, chosen by the members present at the meeling to preside
Tor the oceasion.

(6) The election of Chairman will be conducted by the marking system.

(7; (@) If the number of candidafes i~ fwa ‘he candidate who obtains the largest
number of votes shall be declared to buve been duly elected. In the event of there
being an equality of voles hetween the two candidates and the addition of one vote to
any ouc ol such candidates will entitle him to pe declared duly elected, the 1’resident of
the meeting shall draw lots in the presence of the councillors and the candidate whose
name i fir:t dravin shall be deemed to have secured the additional voie aund shall be
declared to have been duly elected.

(by If the number of candidates is {hree ~07 " any one of thema secures more than
one-half of the number of votes, he shall be drcla:od to have been duly clected. If none
of them seenres wore {han one-half of the number of votes, the eandidates who obtains
the smallest number of votes, shall be eliminated and a second bullot taken.

(¢) Il the number of candidates is more than three and if any of the eandidates
secures more thun one-half of the nuwber of votes he shall he declared to have been duoly
elected. Tl none of the candidates secures more than one-half of the nntmber of votes,
the first candidaie who secures the largest number of votes and tlie sccond candidate who
secures the next largest number shall be retained and the others eliminated and a second
ballot taken.



CITAPTER XNIT.
VILLAGE AND TOWN DPANCHAYATS.

There are at present ubout 12,651 Village L'ancliayals and 312 Town Lanchayals in
Tamil Nadu. Tanchayals possessing urban cliaracleristics with a populalion of nat less
than 5,000 and an income of vot less than |1 10,000 nay be  classified as  Fown
'anchayais. The ciber panchayats are classificd as Village Panchayats. The inini-
muin pepulation for the onstitution of a panchayat has been fixed as 500 in the 'Lamil
Nadu Panchayats Act, 1938.

The ordinary elections to panchayvats ave held once in 5 vears. The last ordinary
elections to about 12,150 Village PPunchayats and about 400 town panchavats were held
in Januvary-February, 1965. The term ol office of members of panchayals prescribed in
the Tamil Nudu Tanchayat: Acl, 1958 is 5 years.

STRENGUH oF PANCHAYATS.

The swrength of a panchayut is fixed with relerence to its population at the last
census. The mintmum strength ol a panchayat (both village and town) is 5 and the
maximum is 15. A panchayvat ig empowered to co-opt a woman, il there is no electod
woman mewmber on the punchayat.

RESERVATION OF SEATS FOR MEMBERE OF SCHEDULED CASTES aND Scueburep Trises.

Provision has been mnade in the Act for the reservation of 2 maximum of 3 seats for
the members of the Scheduled Castes and Scheduled T'ribes with relerence to their
population in ihe panchayat.

DivISION INTO WARDS.

The Tamil Nadu Panchayats Act, 1958 empowers the Inspeclor to divide a village or
tawn inio wards and (o fix the number of members 1o be returned from each ward. As
great difficulty was being experienced during the last ordinary elections to panchayats
due to the existence ol multi-member wards, instructions have been issued to all Collectors
to arrange to divide all panchayats (both Town and Village Panchayats) into siugle
tucmwber wurds belore January 1970. 'Though most of the Town DPanchavats have
Leen divided inlo single number wards, it has not been found udministratively possible
to divide village panchayats also into single wember wards.

LLECTORAL ROLLS.

The Tamil Nadu Panchayais Aci was recently amended to provide for the preparation
of separate electoral volls for ihe conduct of panchayat elections. 'I'be panchiayut electoral
rollg will have to he prenared and published in accordance with the detailed inslrnclions
iegued in G.O. No. 77. Nural Development and Local Administration, Jlated 17th

" January 1969.
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CoNDUCT OF ELECTIONS,

Separate sets of rules Lave heen issued regarding the conduct of election of members
to \illage Tancbayats m:d Town Danchayats. 7he ‘Lown Panchayat electinn rules are
more elaborate than the Village Pauchayat clection rules and are more or less similar
to the rules regarding the conduct ol election of Municipal Councillors.

SYSTEM, OF LLECTION.

The svstem of election to panchayats is by secrai hallot and the voting is by the
inethod of warking on the symbols printed on the hallo; paper. The ballot papers nsad
in panchayats election will contain only symbols and the voter will have to make a
mark on the symbol allotted to the candidate of his choice with the marking instrument.

USFE or INDELIBLE INK.

Tndelible ink is used for warking the forefincer of the elector to pravent impers na-
tion by volers in the elcclions to hoth Village and Town Tanchayats.

ASSIGNMENT OF SYMBOLS.

Panchayat elections are conlested on non-party basis and hence party avmlols or
free symbols. as the case may be, allotted by the Election Commission of India te
candidates confesting the elections to the T.egislative Asser=hiv or TTouse of the People
are not used in the panchayat elections. There are two sets of symbols—one for election
io the office of {he President and another for election of inembers. The hallot papers for
the former will be pink in colour while (hose relating to the latter wi'l be white in
eslour.

CASUAL LLECTIONS,

The casunl elections to 611 up casual vacancies are condueted im aecerdance with
the rules for the election of members to panchayats but no casual election need be
held to a panchayal within six months before the date of retirement of its members by
efflux of time.

IiLeorioN DispuTES.

Tlection disputes arising ou¢ of the conduct of elections to panchayats can be setiled
only by preferring an election petition to the preseribed judicial authority within 15 days
from the date of declaration of the result of the election. The prescribed judicial
autherily is the District Munsiff having territorial jurisdiction over ihe place in which
the office of the panchayat ie situated except in ‘The Nilgiris District where the election
petition has to be preserted to the Subordinate Judge, Ootacamund.

ELECTION or PRESIDENT AND VICE-PRESIDENT.

The DI'resident of the Panchayat is now elected direct by the entire electorate of the
panchayat.  The Tamil Nadu Panchayats Act, 1958 has been amended suilallv Ly th
Tamil Nadu Act 11 of 1970 which provides for the direct election to the office of the
President. But the \ijce-President continues to be elected as before by the nemnbers
ol the panchayat from among themselves.

REMOVAL OF PRESIDENT.

The President of the panchayat may be removed from his office by the Inspector of
Panchayats (District Collector) eilher suo motu or on a representation received from the
members of the panchavat conlaining charges against the T'resident. But before (he
luspector takes a final decicion on the charges, the subject should be placed hefore the
ranchayat for its cpinicn.  The ultimate decisiop to rcmove the President or to drop
further action is, however, vested in the Inspector after considering the views expressed
by tbe panchayat in the matter.



n of the panchayat whenever the circumstances

ipersession of the Panchayat, as the case may be. In
“i = of the panchayat including the President and Vice-
and from the date of dissolution and the panchayat
<l elections either immediately or with effect from
i can also be superseded for a period of one year
~aneto0 vo- in the diseretion of the Government. In the
wer ter e hng the Viee-President of the panchayat shall
) 1d fro - he date of supersession but the President will continue
7 on ministration of the panchayat during the period of supersession. On
iry of ﬂ%periad of supersession, elections will be held to the office of members
sanchayat aud Vice-President. Special provision has been made for the restora-
 their office of the members and Vice-President before the expiry of the period of

Office of the
" Director of Arxchaeology
= B i \’."f"‘dr“




