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Tamil Nadu has been justly famous for ite civient
and stahie administration through the yeatrs with its
seasoned administrative systetn, operating with swell
understood concepts of hierarchy line of command and
discreet adherence to princi-les and procedures. The
administrative machinery has also wonderfully attuned
itself to modern conditions assimilating the constang
changes unleashed by a developing economy. To main-
tain the high traditions, it is essential that every limi:
of the administrative machinery, right from the bottom:
to the top, functions on most efficient lines. The real
job lies in making every member of the staff understand
in clear terms what is expected of him and to secure
his unstinted service in the common task. Tt is, there-
forq, imperative that a mew enfrant fo CGovernment
service is taken proper carc of and afforded the eariiest
opportunity to get to know the rudiments of admini -
tration and to acquire a basic knowledge of the princi-
ples and procedures embedded in governmental
organisation without having the necessity t wade through”
the various codes and manuals brought out by the
Governnient. He should be appropriately motivated and
disciplineéd with a clear awarencss of the responsibilities
ahead of him. To accomplish the above objective, the
Pay Commission, 1960, recommended the compilation of a
Manual of General Administration which should be a
wholeseme digest of such codes and manuals. The need
for such a manual is all the more great now, since there is
no course of training for the newly reeruited assistants.
"Rhis Manual is the outcome of the efforts taken irn
this diroc_ti(;n. It has been conveniently divided into
three parts—Part I dealing with administrative matters,
Part II, fiancial matters and Part I11, election matiers,
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It contains the essence of all the important manuals of
the Government (both on administration and on finance).
It should, however, be distinctly understood that this
Manual is by no means full-fledged or exhaustive but
only introductory. It should not be quoted as authority
for any official decision that may be sponsored or taken.
The beginners for whose benefit this Manual has been
compiled are expected, in course of time, to study the
relevant codes and manuals which alone should be relied
on as proper authority to support official actions and
decisions.

-¥orT ST. GEORGE, ) E.P. ROYAPPA
MADRAS-9. . ’
20th December 1969, C’]nef Secretary to Government.
~
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CHAPTER I

THE CONSTITUTIONAL SET-UP.

India achieved Independence on 15 Angust 1947, when the
Indian Independence Act, 1947 came inte force. At that tinre,
there were nine Governor’s Provinees, five Chief Commissioner’s
Provinces and a large number of Indian States scattered all over
the Country. The process of reducing the number of these States
and integrating them into sizable units had been going on since
15 August 1947. By January 26, 1930, practically all these
States were either merged in the former Indian Provinces (Part < A”?
States) or were taken over ag Centrally-administered areas (Part < C”*
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, From January 26, 1950, India has heen constituted by
its people into a Sovereign Democratic Republic and is a Union
_b’ States, comprising of 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
1 November 1956. Originally, the Madras Presidency was very
Jarge in area. Under the Government of India Act, 1935, portions
of the Gunjam and Vishakapatnam districts were transferred to
the Orissa Province. In 1953, Madras State was partitioned to
constitute a separate Andhra State. The States Reorganisation
in 1056 resulted in the emergence of the State in its present form.
Sonfe ‘minor adjustments were made later under the Pataskar
Award. The State has an area of 50,331 Square Miles or 1,30,357
Square Kilometres. It ranks eleventh in respect of area and fifth
in respect of population among the seventeen States of the Indian

T
Union. i

3. Part VI of the Constitution of India deals with the adminis-
tration of the States. Under Article 153 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.

“he executive power of the State has been vested in him and he
excrcises it either directly or through officers subordinate to him
in accordance with the Constitution. Under Article 163 of the
Constitution, there is a Council of L\‘linislcrs with the Chief Minister
at the head to aid and advise the Governor in the exercise of his
functions excepting those exercised by him in his discretion. Under
Article 164 of the Constitution, The Chief Minister is appointed

.
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by the Governor. The other Ministers are also appointed by the
Governor on the advice of the Chief Minister. The Council of
Ministers are collectively responsible to the Legislative Assembly
of the State. Under Article 168 of the Constitution, the Legislature
consists of the Governor and two Houses, one known as the Legis-
lative Assembly and the other as Legislative Couneil. The strength
of the Tamil Nadu Legislative Assembly is 235 (234 elected members
for the 234 Assembly scats plus one member belonging to Anglo-
Tndian community nominated by the Governor). Its term is five
years. The strength of the Tamil Nadu Legislative Council is 63,
chmprising of 21 members elected from the Local Authorities’ Consti-
tuencies, 6 members elected from the Graduates’ Constituencies,
6 members elected from the Teachers’ Constituencies, 21 members
elected from the Legislative Assembly Constit ies and 9 mem-
Dbers nominated by the Governor. The Legislative Council is a
permanent body, one-third of its members retiring every second
year.  Article 213 of the Consiitution empowers Governors to
pmmulgatc Ordinances when the Legislature is not in session,
if there are circumstances for such Ordinances.

4. Article 315 of the Constitution provides for the appointment
of a * Pnblic Service Commission” for each State to serve the
needs of the State. The Chairman and the Members of the Pubje
Service Commiission of the State are appointed by the Governon
of the State. The term of office of the Chairman or a Mewmber
of the Commission 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 Constitution empowers the Governor of 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 conduet examinations for appoint-
ments to the services of the State. The State Government, will
consult the Public Service Commission (a) on all matters relating
to methods of recruitment to Civil Services and for Civil post:
(b) on the principles to be followed in making appointments t(;
Civil Services and posts, in making promotions and transfers from
one service to another and on the suitability of candidates for such
a,ppointmentsx promotions and transfers ; and (c) on all disciplinary
matters affecting a person serving under the Government of a
State in a civil capacity including 1hemorials or petitions relating
o such matters. The Coramission submits every year a report
to the Governor on the work done by it. On receipt of such report,,
the Governor shall cause a copy of it laid before the Legislature of
the State, together with a Memorandum explaining the cases,
wherein the Commission’s advice was not accepted and reasons for
such non-acceptance. -The expenses of the State Public Service
Commisston, including any salaries, allowances and pensions payable
o or in respect of the membars or staff of the Commission are
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charged on the Consolidated Fund of the State. The Tamil Nadu
Public Service Commission consists of a Chairman and three
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 Chjef Justice and such other Judges
as the President may, from time to time, deem it necessary to
appoint. Every Judge of the High Court shall be appointed by
the President after consultation 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. Tn this
State, the Judiciary bas been separated from the Executive.

6. According to Article 233 of the Constitution, appointments

of persons to the posts of District Judges are made by the Clovernor
of the State in consultation with the High Court. B

-

103-19-- 14 .



CHAPTER II
THE ADMINISTRATIVE SET-UP

Tho Tamil-Nadu Scerctariat consists of 17 Departnients including
° Legislative Assembly and Legislative Council Departments. ach
Dep"ubmunt. is headed by a Secxetkul\' to Ctovernment assisted by
‘one or more Deputy Secretaries, Under Secretary and Assistant
Secretaries. In some departments therc are Additional or Joint
Secretaries who oceupy 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. In order to enable the
administrative machineyy to be geared and toned up to deal more
effectively and efficiently with the mounting problems in the
administration and to ensure proper planning and co-ordhation
to take policy decision at the highest level on important matters,
the post of an Additional C-luef Secretary to Government in tife,
Super time-scale of LAS. has been created. TFiles relating to
policy decisions from the Public, Home, Law, Legislature, Tinance,
Industries, Education, Health, Public Works, Revenue, Food,
Food Production and Agriculture Departments shall be routed
through the Chief Secretary to Government an those from Labour,
Co-operation, Transport, Housing. Rural Developmeni and Local
Administration and Social Weifare shall be routed through  the
Additional Chief Secretary to Government, subject to overall
control and supervision of the Chief Sccretary to Govemmgnt.

3. The Secrctariat functions generally as the policy making
institution. The responsibility for executing the policics is Ve\tetl
with the Heads of Departmen The Heads of Departments
funetion under the direet administrative control of the Secrctaviat
Departments. A list of the various Heads of Departments is given
in Appendix-I.

4. With a view to speed up the work in the Secretariat, some of
the Heads of Departments are also designated as Ix-Ofticio Sccre—
taries or Depubv Sccretaries.  The Managing Director, Textile Cort
poration is the Ex-Officio Deputy Secretary, [ndustues Department.
The Dircetor of Treasuries and Accounts, Examiner of Local Fund
Accounts and the Director of Small Savmrvs are all Ex-Officio
Teputy Secretarics of Finance’ Department. The Director of Rural
T)evelnpmen(’. is the BEx-Officio Deputy Secretary of the Rural

t and Local Administration Department.
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5. The State has been divided into administrative units called
districts. At present, there are 14 districts, Each district i divided
into revenue divisions and cach revenue division is divided into
taluks as shown in Appendix-11. After the introduction of the
Community Development - Scheme in  the  State, each
taluk has been divided into 3 or 4 development blocks.
There ave 375 development . bloeks in the State. There
are development blocks (Panchayat Unions) in all distriets
except Madlras. Under the Panchayat set-up Panchayat Union
Councils have heen formed in 374 out of bloeks. The excepted
block is the Tribal Block of Kalrayan Hills in South Arcot district.
Details of Revenue and Panchayat set-up are given in Appendix I11.,
The Collector of the distriet is the head of the distriet.  He is in-
charge of law and order and he also exercises general supervision
over the other distriet officers. Most of the Departinents have got
subordinate officers at the district, division, taluk and block level
to execute the funclions relating to their depurtments.

6. Tn order to look info the grievances of the public agai
administrative delays, incquities, ete., which concern the
working of departmentsand to make the Government offices® more
responsive to the numerous complaints reccived, a * Complaints
Cell ”ewas set up in the Public Department of the Secretariat
in 1964, At present an Assistant Sccretary is in-charge. of this
.* Complaints Cell 7. He is responsible for receiving all complaints.
He also ensures that they are processed quickly in the departments
of the Secretaviat till 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, incre-
ments, ete. Similatly, in the Board of Revenue. a  Complaints
Cell  under the control of an officer of the rank of Deputy Collector
has been constituted. Regarding the Heads of Departments,
Collectors and Distriet Heads, the officer immediately below the
Head of the Office has been designated as the - Cell Officer " and
maderTesponsible for receiving complaints and for pursuing further
action on them till a final decision is reached. The Heads of
the Departments have been requested to make the scheme a success
by redressing promptly the grievances made by the public against
the administration. The Collectors and the Revenue Divisional
Officers in the districts have been asked to set apart one day in the
week for receiving complaints and representations from the publit,
apart from the normal disposal.of such complaints and representa-
tions on other days. ’

~ 7. Tho Officer in-charge of the Complaints Cell also takes
cognisance the grievances of Government Servants in matters in
which délays could have Leen avoided, viz.,

(1) Cases of non-paynent or delay in payment of salaries and
allowances ; .
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(2) Cases in which personsarc permitted to continue tempora-
rily for long periods in posts without confirmation ;

(3) Cases of fixation of pay; and
(4) Cases of delay in finalisation of pension and gratuivy.

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

also a Vigilance Commission headed by the Vigilance Commissioner

to supervise the work of the Directorate of Vigilance and Anti-
Corruption.



CHAPTER IIL
GENERAL RULES REGARDING SERVICES.

The Madras Services Manual, Volumes I to IV contain rules
applicable to the Madras State and Subordinate Services. The
(lencral Rules applicable to all the Scrvices are contained in
Volume 1 of the Manual. Volume IL contains the Special Rules
applicable to the State Services (Gazetted). Volume III contains
the Special Rules applicable to the Subordinate Services (Mon-
(lazetted). The important provisions in the General Rules are
narrated below (Part IT of the Madras State and Subordinate
Services Rules—>Madras Services Manual, Volume I).

The rules apply generally to all State and Subordinate
Services and to the holders of all posts, whether temporary or
permanent. Where any provision in the General Ruleseis repug-
nant 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)

3. All first appointments to a service (Stato or Subordinate)
will be made by tho appointing authority from a list of approved
candidates. The list will be prepared by the appointing authority
or any other authority empowered in the Special Rules in that
hehalf. Where the candidates in the list are arranged in theip
order of preference, appointments to the service will be made in
such order. ‘e

[Rule 4 («)]

4. If o candidate's name has been included in the list of
approved candidatos for more than one service, the appointing
authority will require him to elect the service to which he wishes
to be appointed. After the candidato has elected the service he
prefers, his name will be removed from the list of approvél
candidates for the service or services to which he does not wish
to be appolnted.

Rule 4 ()]
5. There are three methods of recruitment for posts in the
categorles of various services—
. (i) Direct Recruitment.
(if) Recruitment by transfer.

(3ii) Promotion.
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Where recruitment to any service, class or category is made both
by direct recruitinent and by transfer and where a proportion has
Deen preseribed for Glling up the vacancies by direct recruibment
and by transfer, such proportion is applicable only to substantive
vacancies in the permancnt cadre. In such cases a person ean be
recruited direct only against a substantive vacaney.

. (Rule 6)

6. Probationers and approved probationers who were récruited
dircet against permanent vacancies will not he discharged for want
of vacane Other probationers and approved probationers
wilkbe discharged for want of vacancies in the following order :—

irst, the probationers in the order of juniovity and second
the approved probationers in the order of juniority.

(Rule 8)

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

(a) for re-appointment to a substantive or officiating vacaney
in that class, category, grade or post in which he may be a pro-
bationer or an approved probationer ;

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

(c¢) 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 saime manner as if he had not been absent.
e shall be entitled to all the privileges in respect of appointnient,
seniority, probation and appointment as full member which he would
‘nave enjoyed but for his absence subject to his completing satis-
factorily the period of prohation on his return.

(Rule )

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
{here would be delay in making such an appointment in accordance
with-the Rules, the appointing authority may temporarily appoint
a person.

: [Rule 10 (a) (i) (1)]

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

. [Rule 10 (a) (i) (2)]
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10. The minimum general educational qualification preseribed
in some of the Special Rules has been defined in Schedule I to Part 11
of the Madras State and Subordinate Services Rules in Madras
Services Manual, Volume I. .

11. A candidate for appointment to a post under the State

must be-— -

(a) aoitizen of India,or

(b) asubject of Sikkim, or

(c) a subject of Nepal, or

(d) a subject of Bhutan, or .

(¢) a Tibetan refugec who came over to India before 1
January 1962 with the intention of permancutly settling in India, 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 settling in India.

Provided thata candidate belonging to any of the categories

(¢) to (f) must be a person in whose favour a certificate of eligibility
has heen giveu by the State Government,

{Rule 12 (c}]

12, The age-limit preseribed in the Special Rules will not apply

to the appointment of a candidate belonging to any of the Scheduled
Castes, Scheduled Tribes or Backward Classes in the circumstances
provided in Rule 12 (d).

13. Where the Special Rules lay down that the principle of
reservation of appointments shall apply to any service, class or
category, selection for appointment thereto will be made on the
following basis :

The unit of appointments for the purpose of this rule will bhe
100 veieancies, of which sixteen will be reserved for the Scheduled
Castes and the Scheduled Tribes and twenty-five will be reserved
for the Backward Classes and the remaining fifty-nine vacancies
will be filled by general selcction on the basis of merit. The
claims of the members of the Scheduled Castes, Schduled o5
and the Backward Classes will also be considered for the fifty-nine
appoiitments which will be filled on the basis of merit without
in any way affecting the vacancies reserved for the Seheduled
Castes, Scheduled Tribes and Backward Classses.

[Rule 22]

14. Where the Special Rules of any service prescribe a period

of probation, the appointing authority shall, at the end of the
preseribed period consider the probationer’s suitability for full
membership of the service, class or category for which, he was
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selected.  If the appointing authority decides that a probationer
is suitable for such membership, he will issue an order declaring
the probationer to have satisfactorily completed his probation.
I{ the appointing authority decides that the probationer is not
suitable for full membership, he may extend the period of proba-
tion or dischargo him from sepvice after giving o reasonable
opportunity of showing cause against the action proposed to be
taken. If 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 satisfactoriy completed or to
discharge him from service.

[Rule 27]

15. The powers conferred on the appointing authority, other
than the State Government, may be exercised also by any higher
authority to whom the appointing authority is administratively
subordinate whether directly or indireetly in the following cases:

(i) Termination of probation of a probationer under Rule
26 () (i),
(it) Discharge of probationor under Rulo 27 {¢).
(iii) Extension of probation undor Rule 26 (a) (ii) or Rule 28.
[Rule 2¢]
16. A probationer who is discharged is entitled to appeal
against the order of disch rge to the authority to which an appeal
lies against an order of dismissal. [n 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.
[Kule 30]
17. An approved probationer will be appointed to be a full
member of the service in the class or category for which he wus
selected at tho ecarliest possible opportunity in any substantive
vacancy which may exist or arise in the permanent cadre of such
class or category.
[Rule 31}
18. Mo 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 is appointed to be a full member
of another service shall coase to be a member of the formor
serviee.
[Rule 3%
19. The seniorty of a person in a service will be” determined
by the rank obtained by hiw in the list of approved candidates
drawn up by the Tamil Nadu Public Service Commission or other
appointing authority, as the'case may be, subject to the rule of
reservation where it applies. :
. [Rule 25]
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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 satigfactorily completed his probation in that
category.

{Rule 36 (2)]

21, Promotions in a 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 ave approxi-,
mately cqual.

{Rule 36 (I/).]

22, An order promoting a member of a service or class 1o
a seleetion category or grade therein, made by a competent authority,
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.
Such revision may be made by the appellate authority either sue
matw at any time or on a petition submitted by an aggrieved member
within six months from the date of the passing of the order.

[Rule 37]

23, A member of a service or class of a service may be required
&0 serve in any post borne on the cadre of such service or class.
."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 rendered by him under the Government.
[Rule 41]
.

25. Tf at the time of appointment, a candidate claims that his
date*of birth is different from that entered in his 8.5.L.C. Book,
he should make an application to the Tamil Nadu Tublic Service
Commission, if the appointment is made in consultation with the
Commission and in other cases to the appointing authority stating
the evidence on which he relies and explaining how the mistake
ocourred. The matter will be enquired into by an officer not *
below the rank of a Deputy Collector and onteceipt of the report, t~ e
Pamil Nadu Public Scrvice Commission or the appointing #uthority
will decide whether the alteration of the date of hirth may be
permitted or the application rejected. After the person has

~entered scrvice, an application to correct his date of birth as
entered in"the official records should normal'y be entertained only
if the application is made within 5 ycars of entry into service.
Any application received after five years after entry into service
will be summarily rejected. .

[Rules 49 (a), () and (¢)]
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26. In the case of a discharged State Covernment employee,
who has not completed 40 years of age and whose name is suggested
by a local employment exchange for appointment to a vacancy
under the State Government notified to it, the period of his service
under the State Government whether continuous or non-continuous,
plus a grace period of three years will be caleulated in computing
his age for appointinent. .

[Rule 50]



CHAPTER 1IV.
GOVERNMENT SERVANTS' CONDUCT RULES, 1960.

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 conuection with tife
affairs of the Union or of any State and the proviso to the Article
empowers the Governovs of States to make these rules until
provision is made by the Legislature. In exercise of the powers
conferred on him, the Governor of Madras has made the following
rules in G.O. Ms. No. 264, Public (Services), dated 24 February
1960. These rules are called the © Madras Government Servants’
Conduct Rules, 1960 . The salient provisions in the Rules are
given below :—

{Rule 13

2. These Rules apply to all persons appointed to Civil Services
and posts in connection with the affairs of the State of Tamil Nadu.
*They do not apply to LAS. and LP.S. Officers,. They do not
apply to subordinate police officers also. Government servants are also
required to intimate 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 him or not. If 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 Government servant is also a member
of the family.

[Rule 2]

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

_wedding, ete.
. [Rule 3]

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,
in his honour or in honour of any other Government servalt.

{Rule 4]
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5. A Government servant should not, without the previous
sanction of the Government, accept contributions or associate
himself 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 cither Jend money to any person possessing land or valuable
property or borrow money {rom any person and place himself under
pecuniary obligation to any persons, within the local limits of his

authority.
[Rule 6}

! 7. A Government servant should not acquire or dispose of any
immovable property by lease, mortgage, 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
presoribed authority. In the case of movable property, if the value
of the, property exceeds Rs. 500 in value, the Government servant
who enters into any such transaction should report forthwith such
transactions to the prescribed authority. ° Movable property ”
includes jewellery, Insurance policies, shares, sccurities and deben-
tures, motor cars, motor cycles, horses or any other means of con-
veyance and also Refrigerators, Radios and Radiograms. ?

[Rules 7 (1) and 7 (2)]

8. Every Government servant on his first appointment to any

civil service or post and thereafter every year before the 15 January,

. should submit & return showing all immovable properties owned,

acquired or inherited by him or held by 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 (3) and 7 (7)]

9. Whenever a Government servant becomes possessed by

* jnheritance, 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 preseribed

authority- [Rale 7 (6)]
aie

10. Tf a Government servant receives an order of transfer to”
o district in which he possesses or has an interest in immpva ble
property, he should bring the fact to the notice of his immediate
official superiors immediately.
[Rule 7 (8)]
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11, Any attempt on the part of the Government servant to
mislead and any failure to give full and correct information will
render the Giovernment servant liable for dismissal from public

service.
{Rule 7 (10)]

12. A fovernment servant should not, without the previous
sanction of the Government, engage himself directly or indirectly
in any trade or business or undertake any employment. .
[Rule 8]

13. A Government servant should endeavour to avoid habitual

indebtedness or insolvency.
[Rule 9]

14. A Government servant, except in accordanco with any
general or special order of the Government or in the performance
in good faith of the duties assigned to him, should not communicate
directly or indirectly any official document or information{to any
Government servant or to any other person to whom hg is not
authorised to communicate such document or information.

- [Rule 10]

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

Government.
[Rule 11]

16. A Covernment servant, who with the sanction of the
tovernment gives a Radio broadcast or publishes any document
or in any communication to the Press or in any public utterances, ”
should not 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 Government or which is capable of embarras-
sing the relations between the Central Government and the
Glovernment of any State or foreign State. This rule will not
apply to any statement: made or views expressed by a Government
servant in his official capacity or in the due performance of the

duties assigned to him. -
[Rule 2}

17. A Government servant is not prohibited from partidipating
in discussions at any private meeting solely of Government
servants pr of any recognised association of Government servants,
of matters which affect the personal interests of such servants
jndividually or generally.

[Rule 12 (3)]

18. A Government servant should not, except with the sanction
of the Government, give evidemce in connection with any inquiry
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conducted by any person, committee or authority. TEven when
any sanction has been accorded to a Goverament servant to give
any such evidence, he should not criticise the policy or any action
of the Central Government or of 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 politics. He should not also either take part
m or subscribe in aid of or assist in any manner any political
movement or activity. HMe 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 activity. 1, however, lic is
unable to prevent a member of his family from taking part in such
movement or activity, he should make » report to that effeet to
the Government.

[Rules 14 (1) and (2)]

20."A Covernment servant should not canvass or otherwise
interfere or use his influence in connection with or take part in
an election to any Legislature or local authority. But, if he is
qualified to vote ab such election, he may exercise his right to”
vote without giving any indication of the manuer in which he”
proposes to vote or has voted.

[Rule 14 ()]

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
prohibited from standing for election to any legislature or to any

- local authority and from canvassing for other candidates.

[Rule 14—Explanation 1]

22. A CGovernment servant should not, without the previous
sanction of the Government, have recourse to any court or to the
press for the vindication of any official act which has been the
subject matter of adverse eriticism or an attack of defamatory

acharacter. 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 proscention brought against him
or for "any defamatory attack made on his publie acts or charac-
ter, unless such compensation has been awarded by a competent
court. N . -
[Rule 15]

93. A Government servant should wot be a member, repre-
sentative or officer of any association unless it has obtained the
recoguition of the Govemmel}t and the various conditions
stipulated in Rule 16 are satisfied. .

Rule 16}
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24. A Covernment servant should inform his mmediate
official superior if a member of a State or Subordinate Service
closely related to him is posted to work under him 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{5)]

25. A Government servani belonging to any State Serviee
should not} without the previous sanction of the Government,
permit his son, daughter or dependent to aceept employment
with any private firm wich 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 hear 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 permmmn
of the Government notwithstanding that such subsequent marriage
is pernlissible under the personal law. A woman Government
servant should not mairy any person who has a wife living with-
Qut obtaining the permission of the (GGovernment,

{Rule 19)

28. Every Government servant should at all times maintain
absolute integrity and devotion to duty,
[Rule 20]
. A Government servant should not engage himself in sirike
or in incitements thereto or in similar activities.

{Rule 21]

30:°A Government servant should not engage himself or part-
cipate in any demonstration which is pxcju(lmal to the interests
of the Sovereignty and Integrity of India, the security of the State,
public order, (lecency or morality, ete.

o

[Rule 21-4]

31. A Government servant should not join or continue to he.
a member of an association, the objects or activitics of which are
prejudicial to the interests of the Sovereignty and Integrity of
India or public order ormorality.

{Rule 21-8]

39. A Government servant should not make represeniation
to Ministers direct or send direct to Ministers advance copies of
such representations made by him to Government through the
proper official channel. .

[Supplemental liuk |
105-19 2 :
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83, Concerted or organiséd refusal on the part of Government
servanis to rveceive their pay will  entail serious disciplivary

action.
|Supplemental Rule-5]

vANTS' APPLICATION FOR
1 ReLEs, 1960,

Tae MADRAS (JOVERNMENT 8
PRrIVATE EMPLOYML

.
. 34. A person employed in any Civil Service or post should not
apply for private employment or signify his willingness to accept
=uch employment without fivst obtaining the permission in writing
5f the appointing authority in respect of the post which he is
holding.

|Rule 2]

Tire MaDRAS GOVARNMENT SERVANTS' APPLICATION FOR Posts
Ruwes, 1960,

35. A person in Govermment scrvice, if he wants to send an
application for appoinfment to a Service uuder the administrative
control of the State Government, should send his application
through and with the consent of the Head of the Office in which
he is working, *

[Rule 24




APTER V.,

T MADRAS CIVIL SERVICES (CLASSIFICATION,
CONTROL AND APPEAL) RULES.

. L. INTRODUCTORY.
L exercise of the powers conferred by the proviso to Article 309
of the Constitution of India, the Governor of Madras has made
the Rules called * The Madras Civil Services (Classification, Controt
ansl Appead) Rules ”. These Rules have come into force on and from
ist January 1955. They apply to every member of the Civil Service
of the State and Lo every person holding a civil post under the State.

. DrscipLing—PENALTIES.

. Tor good and sulficient reasons, the members of the eivil
service of the State and every person ho{dnw a civil post undex tho
State may be awarded penalties as indicated bolow i—

(i) Censure.

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

: (ili) With holding of increments or promotion, including
stoppage at an efficiency bar.

(iv) Reduection to a lower rank in the seniority list or to a
lower post or time-scale whether in the same service or in another
service, State or Subordinate, or to a lower stage in a time-scale,

(v) (@) Recovery from pay of the whole or part of any
pecuniary loss caused to the State Government or Central Govern-
ment or to a local body by negligenes or brewch of orders ; or

(b) Recovery from pay to the extent necessary of the
monetary value equivalent to the amount of increments ordered to
Le withheld where such an order caunot be given effect to ; or

{c) Recovery from pay to the extent necessary of the mone-
tary value equivalent to the amount of reduction to a lower stage
in the time-scale ordered where such an order canunot be given effect
to. :

(vi) Compulsory retirement.

(vil) Removal from Civil Service of the State Gover! nment

(viii) Dismissal from the Civil Service of the State Govern-
ment. -

(ix§ Suspension, where a person has already been suspended
under Rule 17 (e), to the extent consldalcd necessary by the authority
imposing the penalty.

[Rule 8]
105-19--2a
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3. The penalty of fine can he imposed only on a person who is &
member of the Madras Last (rade Service and on o person holding
any of the posts specified in Appendix 1T of these Rules.

(Rule 10)

4. The authorities competent to inflict the punishments men-
tioned in paragraph 2 are detailed below 1 —

(1) Suspension. The immediate superior
. (2) Censure Gazetted Officer, or
. where the appointing
. (3) Fl_l_w' . . authority for  such
(4) With holding of increments. member is a Non-
(5) Recovery [rom pay. Gazctted Officer, such
officer or any higher
authority.
(6) With holding of promotion? ’
including stoppage at an efficiency har.
(7) Reduetion to a lower rank. | The appointipg authority
(8) Compulsory retirement. O'rt any higher autho-
rity.

(9) Removal from Civil Service. |
(10) A.Dismissal from Civil Service. J .
{Rules 14 (@) 1 and 2},

% Note.—Appendix TIT in the Dadras Civil Services (Classifica-"
tion, Control and Appeal) Rules in the Madras Services Manual,
Volume I; contains the authority which may impose the penalties
with reference to Rule 14 («) of the rules.

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

[Rule 15 ()]

6. \When a pevson has been reverted or reduced from a State to a
Subordinate Service or from one service to another or from one clags,
category or grade thereof, if any penalty 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 service, class,’category or
grade as the case may be. -

[Rule 15 ()]

7. Of the ten items mentioned in paragraph 4, items 2 to 6 are
considered as * minor punishments *. If it is proposed to impose
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on a member of a service any of these penalties, he will he g
reasonable opportunity of ma any representation that he may
desire to muke and such ropresentation will be taken into considera-
tion before the order inposing the penalty is passed.

{Rule 17 ()]

8. Item¥ 7 to 10 are considered as ‘major’ punishments,
If it is proposed to impose on a member of a servics auny of these
penalties, the grounds 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 -
circumstances 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 rcasonable period and to state whether
he desires an oral encuiry or only to be heard in person. An oral
enquiry will be held if it is desived 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 onducting the enquiry may, for sufficient reasons, to be
recorded in writing, refuse to call a witness. After the enquiry has
1seen completed, the person charged will be entitled to put in, if he
destres, any further written statement of his defence.  Tf no enquiry
is held, a personal hearing will be given to him. After the enquiry
is over and after the authority condneting the enquiry
has arrived at a provisional conclusion in regard to the penalty to be
imposed, the person charged will he supplied with a copy of the
report of the enquiring authority and he will be called upon to show
cause within a reasonable time (not cxceeding one month) against
the particular penalty proposed to be inflicted. Any representation
submitted by the person charged will be duly taken into considera-
tion hafore 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 a:ainst 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
authority to which that authority is subordinat..

’ [Rule 17 (¢)]

10. When o penalty of dismissal, removal or compulsory retire-
ment from service imposed upon -a Government servant under
suspension is set aside in appeal or on review and the case is remitted
for further enquiry or action or with any other directions, the order
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of his suspension will be deemerd to bave continued in foree on and
from the date of the original order of his dismissal, removal or
compulsory retirement and will remain in foree until further ovders.

[Rule 17 (e) (3)]

§1. When a penalty of dismissal, removal or compulsory retire-
ment from seevice imposed upon a Government servang is set aside
or declared or rendered void in consequence of a decision of a Court
of Law and the disciplinary authority on a consideration of the

_cireumstances of the case, deeides to hold a further enquiry against
him on the aliegations on which the penally of dismissal, vemoval
or compulsory retivement was originaily imposed, the Government
servant will be deened to have been placed under suspension by the
appointing anthority trom the date of the original order of dismissal,
removal or compulsory retirement and will continue to remain under
suspension untit further orders.

[Rule 17 (e) (4)]

12. The authority impozing any penalty under these Rules
should maintain a record showing the allezations upon which action
was taken against the person punished, the charges frameds if any,
the person’s representation, if any, the evidence taken, if any, the
finding and the grounds thereof, it any. All orders of punishmcﬁ,t.
should also state the grounds on which they are based and shall
be communicated in writing to the person against whom they are
passed.

(Rule 18)

III. ApPEALS.

13. Bvery person who was awarded a penalty referred*to in
paragraph 2 above, is entitled to an appeal against the order passed
by an authority.

(Rule 19)

14. If the Government have passed orders in the case of a member
-of a State Service or a member of a Subordinate Service, the member
is entitled to submit within a period of two months from the date on
which the order was communicated to him, a petition to the Govern-
ment for review of the orders passed by them on any of the grounds
gpecified below :-— °

(a) That the order was not passed by the competent authority.

(b) That a reasonable opportunity of defending himsclf was
not given. -

i) "That the punishiment is excessive or unjust,
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(4} Discovery of new matter or evidence which the appetlant
alleges and proves (o the satisfactivn of the Goverument was not
within his knowledge or could not be allowed by hitn before thie order
impesing the penalty was passed.

Law of

(¢) Bvident error or omission such ns failure to apply
Limitation or an ervor of procedure apparent on the face of vecord.

Ii the petition for review does not satisfy any of the above .
grounds, iv will Le summarily rejected.

(Rule 20y

15, The appellate authority will consider whether the facls on
whieh the order was ed have been established, whether the fucts
«stablished afford sufficient ground for taking action und whether
the penalty is excessive, adequate or inadequate and after such
consideration will pass such ovder as it thinks proper.

(Rule 23)

16. Bvery appeal should contain all material statements and
arguments relied on by the appellant and it should be complete by
itself. , Tt should not contain disrespectful or improper language.
Tt should be addressed to the appellate authority and forwarded

rough the proper channel.
* {Rule 26)

17. An appeal may be withheld by an authority not lower than
the authority from 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 28
(paragraph 16 ahove), 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. I all cases where an appeal is withheld the appellant
<hould he informed of the faet and the reasons for it.

(Rule 27)

18. There is no appeal against the order of withholding of an

appeal by a competent authority.
{Rule 28)

19. The appellate authority prescribed under these Rules or any
ligher authority may reverse or alter an order imposing a penalty
specified in Rule 8 or 9, even in cases in which no appeal is preferved.

(Rule 29)

20. An appellate authority may eall for any appeal admissible
under these Rules but w'thheld by a subovd’nate au hority and may

pass any order as it considers fit.
(Rule 32)



CHAPTER VI.
MADRAS SECRETARIAT OFFICE MANUAL.
T. SECRETARIAT ORGANTSATION. .

1. The exceutive power of the State is vested in the Governor.

A Council of Ministers with the Chief Minister at the head aids and
“advizes the Coveinor in the exercise of his functions. The allocation
of husines: of the Gov.rnment among the Ministers is made by the
Ciovernor on the advics of the Chief Minister. The transaction of
business is governed by the rules made by the Governor under Article
165 of the Constitution and the instructions issued hereunder, viz.,
The Madras CGovernment Business Rules and Secretariat Instruc-
tions. The Sccretariat functions gencrally as the policy making
institution.  The responsibility for executing the policies is vested
with ghe Heads of Departments and they function under the direct

administrative control of the Secretariat Departments.

2 business of the Government is transacted in the féllowing
fiat Departments :—
(1) Chief Secretariat (Public Department). .
(2) Home Department.
(3) Finance Department.
(4) Revenue Department.
(5) Industries Department.
(6) Labour Department.
(7) Health and Family Planning Department.
(8) Education Department. .
(9) Public Works Department.
(10) Food Department.
(11) Agriculture Dopartment.
(12) Co-operation Department.
(13) Law Department.
(14) Rural Development and Local Administration Department,
(15) Social Welfare Department.
(16) Legislative Assembly Dopartment.
(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. e exercises general supervision and control
over the staff under him and is responsible for the prompt despatch
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of business in his department.  The Chicf Secretary. besides the duty
allotted to him in the Public Department, has sot supervisory control
over the whole Seeretariat.

3. The Secretary is usually a ssisted by one or more -\(hhtmml
Jon Deputy, Under or istant Secretarics. The
Scerctagy or a Joint Seerctary o pm~ a position identic:
of a Secretary in regard to the subjects allotted to him.  The Deputy
Secretary can also wcuhl‘rc files to a Minister directly. However,
he has to consult the Secretary on important questions and cireylate
all important files th>ough the Secret tury only.  The Under \Lcrct(ux’
or the Assistant Soelcbnv exercises control over the sections p]accd
in his charge both in regard to business and discipline.

4. The Superintendent is in charge of a section of the Depart-
ment and he is assisted by a certmn number of Junior Assistants
and Assistants. He is roqpmwﬂ:]e to the officers under whom he
works for the efficient despatch of husiness in all stages in his sce-
tion. He deals with difficult and important papers and is
responsible for the accuracy of the notes and drafts proceeding
from his section. The main duties of an Assistant in a section
are* to ‘ reference’ the communication promptly and to assist
the Superintendent in dealing with cases. The Junicr ants
and typists are to do routine work such as maintenance of the
prescribed registers, typing drafts, fair copying, ete. Steno-
typists do shorthand work for the officers and other work
entrusted to them.

6. The Central Despatch Branch and the Central Records
Branch are responsible for the despatching of papers and main-
tenance of the records of all Departments respectively. Thess
hranches are under the control of the Chief Secretariat.

+* 6. The Central Cash Burcau deals with all matters connected

with cash, stationery, ete., relating to all Departments of
Secretariat, except Legislature, and is under the control of the
Finanoe Department.

7. The Secretariat Library js a general reforence library for
the Secretariat and for other Government offices in the City."

II. Tue CovrsE FOLLOWED BY A PAYER FROM Rrcemr
10 Disrossr.

1. All communications received in the Secretariat are, until
rcgiséry, known as ‘ Tappal *. The tappal is opened and stamped
with the date of its receipt in the presence of an Assistant Secretary
and sent to the officers concerned for perusal. Env elopes addressed
to officers by name and those marked ‘secret’ or ¢Strietly con-
fidential * are opened by the officers to whoin they are addressed.
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After perusal by officers, ihe papers arve sorted out, by sections,
numbered and sent to the respective Superintendents. In sonie
departrents the numboring s done in the sections concerned.
The papers are then rogistered in a personal register by the Junior
Assistant of the seetion. He puts each paper in an appropriate
pad and the paper thus becomes a ‘‘case”. Such papers arve
added to the current or note file of the case by the Assistant. He
then obtains any previous papers in the Secretariat referved to
thercin aud takes necessary further action, which may he the
preparation of a precis, the writing of & brief noto stating the points
for ovders and in simple cases drafting of an ovder, memo, ete.
The Superintencdent 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 officers to whom the case is submitted divect further action
to he taken or suggest definitely the nature of disposal to be made
and the orders o 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 veply or lodged.
Tn the case of orders, ete., to be indexed, the Junior Assistant
prepares a tabling slip for being numbered in a separate regiser.

-

9. On return of the drafts after issue, the Junior Assistants
make sure that the papers have been properly despatched, put
the drafts in the respeetive files and when the case has been finally
{ send them to the Central Record Branch under the
s of the Superintendent, who gives a pass order in each case
in the face of the docket sheet. All references to which replies
are due are kept intact in the scetion with the conneeted papers.
All final disposals ave stitehed in the Central Record Branch and
Then put in the proper places in the bundles on the racks. The
indexer collects the tabling slips prepared by the Junior Assistants
and prepaves indices for printing. .

TIJ. Torms axp RULES OF CORRESPONDENCE.

* 1. Correspondence arising from she Secretariat shall be in one
or the other of the following form :-—
() . Letter Form—

(i) A higher authority,

(i) Another Government,

(iii) The Chief Justice, Tamil Nadu High Court,

(iv) The Chairman, Tamil Nadu Legislative Council.

(v) The Speaker, Tamil Nadu Legislative Assembly,

(vi) he Tamil Nadu Public Service Commission, Madras,

(vii) The Accountant-General,
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(viii) An  officer not under the control of Government of
‘Famil Nadu.
(ix) Vice-Chancellor or Registrar of a University.
(x) & member of the Tamil Nadu Legislative Assenibly or
Tamil! Nadu Legislative Couneil.
. (xi) A non-official.
(b) Order Farm. - These disposals arc marked  cither 0%
(printed) or * s’ (Manuscript) according as they are to he printed
or not and are indexed and kept permanently.

When the disposals are not important to be retained
permanently. they are issued in the “ Routine ” series.

(¢) Memaiandum. -Generel official correspondence with sub-
ordinate officers.

(d) Fudorsement. \When a paper is returned in otiginal
and when it is referred to subordinate ofticers for remarks or com-
municated for information.

(¢) D.O. Forui.--When an officer or a member of public
hag to be addressed without formality of official procedare  or
when it is desired that the matter should receive the personal
attention of the individual addressed.

2. Correspondence  Rules—All - correspondence will he con-
densed as much as possible and repetition and unnecessary details
avoided. Ouly one topie will be deait with in one communication.
In all official correspondence by lctter, the name as well as the
ofticial designation of the sender will be set out at the head of cvery
letter. .

3. The State Government should not correspond (i ctly
with foreign Governments. The proper channel of communication
is the Government of India or the Indian diplomatic post in the
country concerned. A Stale Covernment can reply dircctly to
enquiries {rom private individuals and organisutions abroad on

purely routine matters. -

1V. Recisrry oF Parees, .

All the currents (tappal) received in cach section are regiscered
in the Personal Register which is maintained by the subject
Assistant or by the Junior istant of the section if it las one.
As soon as the papers are received in the section, the Assistant or
the Junior Assistant must at once enter them neatly in the Personal
Register on the very day of their receipt. In the cage of o puper
on which protracted correspondence is anticipated, adequate
space should be allotted. A line in red ink across the page after
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each entry is dvawn. The papers are vegisteved in the order of the
smbers stamped which are called * current numbers.”  The
form of the Personal Register is given helow :-—

Serial numbor. Carrent numbor. Dalo of recotpt Title Trom
by Assistant. whom,
)] ) (3) ) )

Roference issued
———

S ———
Outsido number Submittod  Returned lo  Form and To

and date. to officor. section. sub. No.  Date. whom.
() M (8) 9 (19 {1y

further cominunication
A

P
Curron{ Jumber From whom, Quiside Nature, number
and dale. number and and date of

date. final disposal.
(12) (13) (14 as) *

The title to be entered in column 4 should be brief to convey
generally the subject of the paper. It should be framed and
arranged exactly as in index title. When a paper is submitted
to an officer by the section, the date of submission is entered in
column 7 and the date of its return is entered in column 8. When
% reference is issued it will be numbered with the current number
~-iginating the case, the vear to which it relates and ~a sub-number
(c.¢. Memo. No. 1184/68-1) 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., L for Letter, M for Memo., cte.
Reminders issued are entered in red ink in columns 9, 10 and 11
and reminders received in columms 12, 13 and 14. The date of
next reminder is indicated in pencil in column 15. Replies to
refevences previously issued will be registered by noting the new
current number in column 2 and the old eurrent number in column 4.
Columns™ 3, 5 and 6 are also filled in. The current number and
date of receipt, origin and outside number and date
of such communications should be entered in columns 12, 13 and
14 against the provious cwrrent number. If the disposal is 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 staff and any other class of papers which are considered
unpecessary- by the officers are not registered in the Personal
Register. . -
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V. REFERENCING, NoTING AND DrarTiNG.

Section Assistants should study the currents immediately on
receipt and collect pape ithout delay. They should make
accurate referencing, mrange the case properly and put up notes
and drafts in simple casex. They should assist the Superintendent
in dealing with complicated cages.

.
2. After the required references have been obtained, the paposs

in a case will be arranged from the hattom as shown helow :—

(1) the put up papers. .

(2) the current file.

(8) the draft where a dralt ix submitted.

(4) the note file.

(5) books of reference, if any.
If there is a sectional note file, it is placed immediately helow the
note file. The put up papers are arranged clronologically the
oldest. at the bottom. .

3. The papers in the current Iilc are also ar ed chronologically
and the pages numbered in red ink. At the head of the first page
of the note file will be written the title of the file and this ijl?“
consist of notes with unofficial references and replies thereto.
Separate flag for each put up paper will be attached by paper
fasteners to the brown docket sheet. The number and ‘date of
every paper to which reference is made in the current file or draft
or note file must be noted in the margin in pencil.

3A Papers after being referenced arc submitted to officers with
a note or draft reference or disposal as the case may be.  No notes”
will be written on the current or helow a draft itself except in
very simple cases. All long notes shoukd, as far as possible, be
typewtitten. The aim of a full note shoald be to present in the
most intelligible, condensed and convenient form the facts of the
case to be dealt with. When there are in a single case several
points fov orders, notes on each point should begin on a fresly
sheet of paper and after cach sheet. blank sheets should be added.
In noting, Supcrintendents and s should not express
their personal views.

4. Orders, ete.. should be drafted so as to  he complete in
themselves and should not include anything more than is necessary
to enablé the receiving oflicer to comprehend fully the hear n‘g
of theorder.  All drafts should be headed with the word  Letter >
«Qrder ™, * Memo.”, etc.. as the case may be. Before Llec-idinz;
the nature of disposal, which any paper shonld receive, the pcn'mcl
for which it need be retained shoyld be the matter for consideration.
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V1. Ixpexixe.

The object of indices is two-fold. They are iutended to keep
the officers, the Ministers and the Governor informed of the
orders (hat have heen passed but not seen by them and also to
cnable one to trace the papers containing the arders passed on any
subject.  Cemsistency is essential ine the selection of index heads.
A general ligh is given in Appendix V1 of The Seerctarigt Office
Macual. The Indexer collects the abstract slip on the last day
of every week, arranges them alphabetically and sends them
to the Press for printing.  FFrom the weekly indices the Tudexer
prépaves the quarterly indices and the annual indices.

VIT. CHECKS ON DELAYS AND ARREARS.

The Superintendent of a section is responsible {or the cffcient
despatch of business i his section.  He should examine the
personal registers, the call buok, the reminder  diary and the
periodical register onze a week.

In” erder (o wateh the  punctual  receipt or despateh of
periodical reporis and refurng, each seetion will maintain a register
of periodicals in the prescrii ed form. -

3. A call book will also be maintained in each section.  All
cases in which nn astion s necessavy for thre s may bo
cloget in the personal register alter making neces s i the
call book.

1. A reminder diavy to wateh the issue of reminder to outside
woificers, o initiate resumption of action on papers  will also be
paintained.

B

A daily detention list or an avrear list ov both maintained in the
preseribed form are subnitted o the officers. .

VIIL CONFIDENTIAL, SECRET AND Top SECRET PAPERS.

o 1o AlL papers received in the office and the registers and
correspondence and disposals ave confidential so far as the public and
the Non-Secretariat (lovernment employees are concerned.

2. There are some papers which are seen 'y or ~how . to ouly a
Jimited number of officers or Yuperintendents or Assis
department itself.  »uch papers we given three grades of security
marking as follow
(@) Top Secret,
h) Seoret. .
() Confidential.
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3. There are separate secret se¢tions provicded with spetial 8.4
Staff deputed by the C.LIL in the Public and Tlone Departwents.
t. Noting and drafting on sceret papers should be done, as far ax

pO“SlI)IE) ab officers” Tevel, Transmission of these files shonid be only
in 8.C. boxes.

Typing and despateh ofsseeret papers may be enteusted wo 2
xlly seleeted stenographer.

spee

. Confidential covers when sent by post shall Tie yegisterest.
um and Top ecret vovers will be sent hy registered post and
acknowledgment due enclosed in double covars, the inwr coyer
marked Top Seeret or Sceret. as the case may he. sealed and wildressed
10 the officcr by name.  The outer cover should hear andy thie veriad
official address,

EXL Misc

LANEOUS.

1. Telephones— Telcphencs have Leen fustalled i the Neaeariss
Laildings and al the residence < f various office = A 8o b Exchange
conneets the vavious officers and departments with one wnother,

2. Bstablishment: Scrviccmaldfers.~The appointnent, qualiticati n,
method of reeruitment. prabation, pay, promation and other condi-
tions of service of Superintendents, Assistauts, Junior stants,
Typists, ete., wre governed by the Madras Mectetariat Service Rules,

3. Publicity—The Director ol Tnformstion and Puldicity wil
attend  to  all general matters  comnected  with  Gavernment
Publicity including release of advertisements.

4. Tours of Ministers~—It is the duty of the Personal Assistant
or the Junior Assistant {o the Minister, to communicate to  the®
Departments of Scorctariat copies of the tour  programine and alsce,
the orders of the Minister concerned us 1o circulation of  papers
xlmmn his absence from Headquarters. Tmmediately a tour is
. the Personal Assistant or Junior Assistant should furnish
to the Central Cash Bureau a rough estimate of the expenses incurred
by the Mivister and his staff. »

5. Kile Bourds and Cirewlution Cards—"The Superintendent of
cach section will decide to which category each caxe isto be classe®
for purposes of submission to Gazetted Officers of the Department or
reference {0 other depariments.  The following colours are used for

the flaps, f'at file hoards and™for cireulation cards i~ .
Boards, Cards.
Ordinary , .. .. .. Buff with white tape. White.
Urgent, . . .. Buff with red tape .. Dink.
Special .. .. Blue .. .. .. Blue.
Legislative Asa(wbl y and -
Council v Yellow .. <+ Yellow,
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SALIENT PROVISIONS IN 0HE BUSINESS IAULKS AND SECRETARIAT
INsTRUCTIONS.

Part 1

X. Rules of Business.

The business of the Government will be transacted in the depart-
ments of the Seerctarint specifierl in the First Schedule of the Busi-

ness Rules and distributed as laid down therein.
(Rule 4)

9. The Governor will, on the advice of the Chief Minister, allot
the business of the Government among the Ministers by assigning
one or more depavtments to the charge of a Minister or one depart-
ment to the charge of more than one Minister.

(Rule 5)

3. The Council of Ministers will be collestively responsible for
all executive orders tssued in the name of the Governor in accordance
with these ru'es.
‘ (Rule 7)

4. The Minister in 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 Chaivman of the Legislative Couneil
is competent to dispose of under the Tamil Nadu Assembly
Raules or the Tamil Nadu Council Rules as the case may be.

. 5. All departments will have consultation with  Finance

“Department before issuing any order which either immediately

or by its repercussions will affect the finances of the State.
(Rule 19)

6. All orders or instruments made or executed by or on behalf
of the Clavernment will he expressed to be made or exceuted in

the name of the Governor.
° (Rule 11)

KI. ProceDURE o THE COUNCIL OF MINISTERS.

% The Chief Secretary or such other officer as the Chief
Minister may appoint will be the Secretary to the Couneil.
(Rule 13)

8. The cases that should be submitted to the Chief Minister after
consideration Ly the Minister in tharge with a view to obtaining
his orders for eirculation of the case or for Dringing it up for
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consideration at a meeting of the Council are given in the Second
Schedule to the Madras Covernment Business Rules. The
Council will meet at such place and time as the Chief Minister
may direct.

(Rule 19)

. XIL. DEPARTMENTAL DISFOSAL OF BUSINESS.

9. All cases will ordinarily be disposed of by or under the autho-
rity 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 Lhc L)cp:utmcm.

(Rule 21)

10. When the subject of a case concerns more than one depart-
nment, 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 concerned are not in agreement pegard-

ing any case, the Minister in charge of the department may, if he

wishes to proceed with the case, direct that the case may be cir-

culated to all Ministers or submitted to the Chief Minister for
Srders for laying the case before the Council.

(Rule 26)

12. A Secretary may ask to sce the papersin any department if
such papers are required for the disposal of & case in his department.
[Rule 27 (1)]

13. The Chief Secretary may call for papers relating to any case -

in any dep‘utmenb examine it and submit it for the orders of the N
Minister in charge or of the Chief Minister through the Minister in *
chargg.
¢ [Rule 27 (4)}

14. If any question arises as 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 submitied €o the Chief
Minister and,/or Governor before the issue of orders are given in
Rule 31. °

. Parr II.
. XIII.—SECRETARIAT INSTRUCTIONS ((ENERAL).

The Secretary in each department will circulate files to the

Minister in charge or to other Ministers in the following cases hefore

issue of orders :—
(@) Cases where & question”of policy is mvolved

105 19—3 . .
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(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
Sceretary and the Head of the Department.

(d) Cases where the condugt of a Government servant is
involved.

(¢) Other important cases.
. (Instruction 3)

« 2. The Secrctary of each department will ordinarily dispose
of cases which do not involve the adoption of new policy or principle,
provided that the concurrence of the Finance or other department
concerned has been obtained if financial or other implications
are involved.

(Instruction 3)

3. It is the duty of the Secretary to see that the policy of the
Government in the department with which he is concerned is carried
out. He will have the right to tender advice to the Minister at
any lime before the Minister passes final orders in a case.

(Instruction 8)
.

4. All cases which have to be submitted to the Governor wifl
be submitted only through the Minister or Ministers concerned
and the Chief Minister.

(Instruction 10)

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

[Instruction 18(ii)(1)]

XIV. GOVERNMENT Birrs.

. 6. Heads of Departments will, when necessary, submit pro-
posals 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 e draft Bill should, unless
otherwise directed, be left to the Government.

(Instruction 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 dis-
cussions should be recorded il a note agreed to between those
officers. -

{(Instruction 39)
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XV. INSTRUCTIONS TO BE FOLLOWED IN NOTING ON CASES.

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. Noteg 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 77}

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

(1i) Secretariat note files should on no aceount be sent to the
Commission.
(iii) All correspondence with the Commission will be sent to

the Public (Services) Department for perusal hefore issue.
(Instruction 86)

- XVI. Miscellaneous.

i1. The Government will not receive a petition on any matter
unless the petitioner has first appealed to the local authority and
the controlling authority.

12. The Government will receive petitions only from the
principals. Communications running in the name of Pleader or
Agent will receive no attention. Ordinarily anonymous petitions
will be totally disregarded. But if specific allegations of mis-
condyet against a Government servant are contained in any
anonymous petition the Government may take such action thereon
as they deem fit.

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 contains
language which is disloyal, disrespectful or improper,

(ili) When the petition is so belated that its consideration
is clearly impossible.

14. The 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, flgods, etc.,
are given in Appendix II of the Instructions.

105-19—34 . .
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15. Tostructions for the submission and disposal of petitions
addressed to the Governor by persons who aveor were in the service
of the Government in respect of matters affecting them as Govern-
ment servants are given in Appendix IIT of the Instructions.

16. Tnstructions for the submission, receipt and transm
of memorials and petitious for pardon to the President of India are
given in Appendix V of the Instructions. "



CHAPTER VIL.
DISTRICT OFFICE MANUAL.
I. InTRODUCTORY.

1. The *District Office Manual contains the office system
deseribed as the Tottenham System. Tt is intended primarily »
for use in the offices of the Collectors in the districts. It is also
intended for use in the other Revenue offices such as Revenug
Divisional Offices, Taluk Offices and the Deputy Tuhsildars’ Offices.
1t is now made applicable to all offices of the Heads of Depart ments
with slight changes or modifications to suit the set up of the various
offices. ~ All the Ministerial staff in the vavious offices in the State
(except those in the Sceretariat for whom a separate Manual called
* Secretariat Office Manual ” is applicable) must be thoroughly
conversant with the instructious contained in the District Offico
Manual and follow them. The important provisions in the WIamml
are narrated below.

e II. OrF1cn DISCIPLINE.

* 2. Tours of attendunce.—All members of the establishment are
éxpected to attend office from 10-30 a.m. to 5-00 p.m. on all weck
days except recognised holidays. An interval of half-an-hour
between 1 and 2 pan. will be allowed for tiffin or lunch but tiffin
or lunch should be taken within the office compound itself.

3. Attendance Register—Attendance Registers are maintained
in each office. If it is a small office, it will be a single register.
In offices where there are a number of sections, separate registers
will be maintained for each section. Assistantsmust initial in the
registor as soon as they come to office. The Register will be closed
10 minutes after the office commences and will be sent to theGazetted
Officer concerned through the Seetion Head or Superintendent.
If any Assistant does not attend office punctually, the word « late ™
will be entered against his name in the column for that date. If he
comes later on, the hour at which he arrives should be entered.
The penalty for every three days late attendance will be the for-
feiture of a day’s_casual leave. Attendance after 10-30 a.m. to
12 noon withoub permission ‘will be treated as late attendance.
Attendance between 12 noon and 1-30 p.m. with or without per-
mission will be treated as casual leave for half-a-day. Any day
on which a member of the staff attends office after 1-30 p.m. with
or without permission will be treated as casual leave for the day.

4. Casual leave.—A Government servant is eligible for 12 days
casual leave in a calendar year. Besides this, he is also eligible
for 3 days optional holidays. The casual leave will not be granted
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on vague und general grounds such as » for urgent private aflairs 7,
ete., or for “a cortain ceremony ”. The purpose for which the
leave is required must be stated definitely, ~Applications for casual
leave must be made and orders obtained hefore the leave is taken.
Absence in anticipation of sanction will be allowed only if the
necessity for the leave could not have been forescen. In the case of
Government servants appointed .under emergency provision and
who arc likely to be ousted at any time their eligibility for casual
Jeave will be caleulated with veference to the period acthially spent

~ on duty and will be proportionately limited, i.c., he may be granted
two days’ casual leave for cvery two months’ service.

[1L. OraANISATION OF OFFICE,

5. Bach office is divided into convenient scctions and each
section will be under the control of a Superintendent or Section Head.
A clear distribution list showing the sections, the head of cach
section, tho Assistants comprising cach section and the subjects dealt
with Iy cach Assistant will he drawnup.  To each section, a section
letter as A,B,C, ete., will be assigned and for each Assistant a number
will be allotted as Al, A2, Bl, B2, etc. An Officer (Gazetted or
Non-Gazetted) will exercise general supervision over the whole
office with regard to the despatch of Dbusiness dhd in
regard to  diseipline.  The  Section Heads/Superintendends
are responsible for ensuring prompt despateh of business in theic
sections and for ensuring office discipline.

IV. OvrICE SYsTEM.

6. The following Registers are generally common to all the
offices and they are maintained in all the offices. The forms are
printed in Appendix ¢ B’ to the District Officc Manual,

(1) Distribution Register (Form T).
(2) New Case Register (Form TIT).
(3) Personal Register (Form 1I).
(4) Fair Copy Register (Form IV).
(5) Despatch by Post and Tocal Delivery Book (C.F. 61-—
Revised).
6) Stamp Account (Form V).
~(7) Periodical Register (Form XI).
(8) Call Book (Iorm VIII).
(9) Security Register (Form XV). .
(10) Copy Application Register (B.S.0. 173—Paragraph S).
(11) Record Issue Register (Form XIV).
(12) Arrear List (Abstract)y (Form VII).
13) Arrear List {Detailed) (Form X).
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(14) Special Register of Important Refcxences from Board
and Government (Form XVI).

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

7. Pappal Distribution.—-All tappals addressed to the Head
of the Officc will be opened either hy himself or by an officer,
Wuchou/ul by him in this behalf. The Demi-Official letiers will
ho openLd by the officers to whom they are addressed. Al registered
tappals will be received by the officer authorised to receive suche
tappals. The registered mmmls will be entered in a separate
register called Special Register of Letters, Parcels and Packets
received by Registered Post  (Form XTX). All the tappals, after
perusal by the “Head of the office and uther Gazetted A
will be sent to the Tappal Assistant for distribution to the Sections
concerncd. ‘The Tappal Assistant maintaing a  Distribution
Register in Form No. I. In the offices of the Heads of Departments,
arc maintained, one Common
istribution Register for the entire office and another set of diséri-
bution register for cach scetion. The serial numbers in eolumn 1
of the register will bear machine number given to the tappal. The
machine number is repeated in the (,nnmmn Distribution Register
and tife Distribution Register of the relevant section. ‘The !appals
tended to cach section are handed over to the Head of that
.section by the tappal Assistant along with the Distribution Register
of that section and the initials of the Section Head are obtained in
the common distribution register. The Superintendent then sorts
out the tappals Assistant-wise, makes necessary entries in the distri-
bution register relating to his section in Columns 2 and 3 and gets
the nutmls of the Assistants concerned in Column 3. In Column 2
enclosures, it any (such as Service Register, Personal File, *
National Savings Certificntes, ete.) are noted. In the Colleetor’s ,
Offices, there is no common distribution register. The Distribution
chiatcr is maintained separately in each section.

Personal Register—TEach Junior Assistant or ant to
W hom subjects are assigned will maintain a Personal Register in
Form II.. As soon as the subject-Assistant receives the tappils,
after acknowledgement in the Section Dl:.rnbutxou Reg
ho will sort out The tappals into ** New Cases ” or * Old Ca
- Periodicals > ete. < Naw  (ases” are papers n‘cencd afresh,
« Old Cases ” ave papers other than new s, They may
replies to old pending currents or be in some way connected with
a pending current or periodical. All the new cases will e
registeved in tho Personal Register of the Assistant. in columns
I to 4. In the offices of the Heads of Departments in Column 2
< Gurrent Number’, the distribution register number will be
entered. In the Collector’s. Office, when the subject; Assistant
registers a new case tappal, cohunn 2 will- be left blank by the
h\lh](’[‘tv ssistant.  As soon as he finishes the registering of all the,

>
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tappals assigned to him, he will send the Personal Register to the
Assistant who is maintaining the New Case Register. The Assistant
who maintains the New Case Register. (in Form IIT) assigns numbers
from the New Case Register and enters them in column 2 of the
Personal Register of the Assistants concerned. The New Case
Register numbers will be noted in all correspondences relating to
that file. In the offices of the Heads of Departments, a separate
register called *“ New Casc Register ” is not maintained. The
correspondences are carried on by adopting the number in  the
Distribution Register of the Sections concerned and these numbers
are adopted when the files are finally disposed of. The serial
nambers 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 as per the
entries in the Personal Register are noted in column 4 of the Distri-
bution Register. The numbers in the distribution vegister relating
to the previous 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 Register. For this purpose, a few pages
of the Distribution Register will be left blank at the commencement
of the calendar year. After thisjs done, the old volumes of the Distri-
bution Register will be sent to the Record and the acknowledge-
ment the Record Keeper obtained, in  the first page of the new
Register - for having handed over them to record,
Similarly, in the Personal Register of the Junior,
Assistants/Assistants also, the cases of the previous years
remaining undisposed of on 1 April will be entered in the pages
already left blank in Volume I of the Register relating to the current
year. After this is done, the volumes of the previous year together
with their Running Note files will be sent to the Record before 15

~ April. The acknowledgement of the Record-Keeper will be obtained

.in the first page of the first volume of the Personal Register for
liaving handed over the registers to record.

9. Registering of lappals and {aking aclion—As soon as the
subject Assistants who are to deal with the papers reccive them,
they will register them in the Personal Register. If they are new

_cases, columns 1 to 4 will be filled up. If a paper is a now case, the

entry in eolumn 4 will conform to the authorised heads of titles given
in the District Office Manual. A current that originates in the
office is treated like any other © new case ”. In column 4, the word
« arising "’ will be entered after the fitle. If the tappal is an old
case, the current number to which it is a reply will be noted in
column 4 and necessary corresponding entries will be rpade simul-
taneously in columns 9 and 10 of the old current to which it is a reply.
"This is called chaining with the old current. If the tappal relates
to a periodical, the Periodical number will be noted in column 4
and necessary entries for the receipt of the tappal will be noted in
the veriodical register also.
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10. The Junior Assistants/Assistants in charge of the Personal
Register will take action on each paper within 4 days of its receipt.
If any back files are required from the record, a requisition in the
preacribed form will be sent to the Record Keeper and the file
obtained. Action on all papers should be taken immediately. No
paper should be delayed beyond four days. If on any paper, the
Junior Assistant/Assistant wants time to serutinise old files or study
papers, the papers should be put up to the Superintendent/Section
Head and Ris orders obtained. 1If a paper cannot be put up within
a week’s time, the papers should be put up to the Gazetted Officer
concerned and his orders obtained for granting time.

11. Detailed instruction regarding Referencing, Arrangement aff
File, Noting, Style to be adopted in Notes and drafts are founcd
in parvagraphs 34 to 62 of the Dis Office Manual.  In all
references issued, the Junior Assistant’s/Assistant’s scction leiter
and the numbers are noted before the current number and year as
noted helow :—

R.C. No. A1/2260/68.

This will facilitate the distribution and tracing of pending corres-
pondence when replies are received to the references jssued. The
Junior Agsistant’s/Assistant’s section letter and number must not be
marked when references arc issued on disposals. It will be mevely
nftntioned as follows :—

L. Dis. 2260/68.

12. The Personal Registers of the Junior Assistants/Assistants
should be checked by the Superintendent/Section Head and other
higher officers periodically. An Office Order prescribing the exact
dates of check by each officer will be available in each office and each
Junior Assistant/Assistant should put up the Personal Registers
for check on the due dates without fail.  The remarks of the ehecking
officers should be entered in a running note file in foolscap on the
left land side. The replies of the Junior Assistant/Assistant should
be entered on the right hand side and they should be furnished
within 48 hours and submitted to the checking officers. Any
omission  in this respect should be taken severe note of by the
checking officers. Along with the Personal Registers, the Periodical
Registers and the Stock Files should also be put up for check. If the
Junior Assistant/Assistant maintains other special registers. they-
should also be put up for check simultaneously. However, separate
Running Note Files should be maintained for special registers.

13. Periogical Register.—Every periodical due to or by the Office
is assigned a number in the list of periodicals in the office. A
consolidafed periodical register will be maintained for the whole
office. All periodicals will be assigned to one Junior Assistant/
Assistant or other.  Each Junior Assistant/Assistant will maintain
a Periodical Register for his branch with an index on the first page
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showing the several periodicals for which he is responsible and the
due dates for their submission. These periodicals should be arranged
further according as to whether they arc weekly, fortnightly,
monthly, quarterly, half-yearly or annual and the requisite munbcr
of pages allotted in the register for each sot 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 per; iodicals should see that they are received ov despatched,
as the ease may be, promptly on the due dates. In ordbr to check
, defays in the submission of periodi ealendar showing by monih
and date, all the periodicals rue from h ¢ should be attached to
the front page of the periodieal register of cach Junior Assistant/
ant,  Iach Section Head should maintain a calendar of all
in-coming and out-going periodicals relating to all the £ tants in
his section, Assistant-w and date-wise, scrutinise the abstract
cvery day and see that action is taken promptly. Periodicals ate
not given a disposal. They will simply be filed, i.c., they will e
kept arvanged in annual bundles in servial order.  Aftor  the closo
of ench year, the periodicals should be brought out to a [vesh
register and the entries made neatly and legibly.

147 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
permanently.  They are , however, now reviewed after 30 years.

(2) D. Disposals (Destroy) arce disposals which are to be
retained only for 10 yvears and destroyed after 10 years.

(3) K. Disposals (Keep) are disposals which are to be 1(t.nnul
only for 3 years and destroyed after 3 years.

(4) L. Disposals (Lodge) are disposals which are to be retained
only for one year and destroyed after one year.

(3) N. Disposals are disposals in which tho references are sent
out in original.

(6) F. Disposals (File) are disposals to be filed and lctamed for
specified periods.

"The R. Disposal files, though to be retained permanently, will be
examined after 30 years to find out if the retention of the files
permanently is still necessary or whether they may be destroyed.
"The Assistant and the Section Head have to make up their minds
regarding the disposal to be given te each file and in  token of it
they have to attest the method 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 files are sent to the
Superintendent, Fair Copying Section in the Collector’s Offices after
making necessary entries in Col. 1l of the Personal Register. In
respect of N. Disposals, the gist of the endorsement is written in
Col. 11 in addition to noting the nature of Disposal and date. R and
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D. Disposals are indexed in duplicate as per thetitle head in Col. ¢
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 alphabetically. The
Superintendent, Fair Copying Section, gets tho despatch seal aflixed
in Col. 11 of the Personal Register in respeet of all N. Disposals by
the despatching Assistant. The despatching istant notes all
these disposals in the New C Register in C In respect of
other files] the Superintendent, Fair Copying Scetion acknowled
the receipt of the files in Col. 11 of thy % ister
hands over to the who maintains the N R,vgisl.er.'
The New Case Register Assistant makes nec v entries in Col. &
of the New (‘asc Register and hands them ¢
Record Keeper receives the files after acknowledging the receipt of
the files in Col. 4 of the New Caco Register. In the offices of the
Heads of Departments, where there is no New Case Register and
where a Distribution Reg s maintained for cach .
Superintendent of the jon acknowledges the reccipt of the
files in Col. 11 of the Persomal Register, makes necessary eatrics
in Col. 3 of the Distributio:
the N. Disposals and hands over the other
Record Keeper. The despateh seal for the N. Disposals is affixed
in the Ristribution register.

. 16, Aprear lists—On the first of every month cach Junior
Assistant/Assistant should prepare an abstract of pendency in
Form VII which is called Abstract Arrear List and the detailed

arrear list in Form X. The abstract in Form VI will contain
information regarding the receipt and disposal of papers in the
branch for each month. Jn the detailed arvcar list. all eurrents
which are over 3 months old counting from the date on which each
current was first entered i the personal register should be shown. -
This list should nof be written afresh each month; but currents
which hecame 3 moaths old during the previous months and which K
remaijn pending should be added while the curvents closed during
the*previous months should be ringed off. The abstract and the
detailed arrcar lists should be put up to the head of the oftice throngh
the section heads and supervisory officers coneerned 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 periord
or a matter may have o he reviewed after some time. . Insuch cased,
the files need not be kept pending till that period. They may be
closed and transferred to a separate vegister cafled « Call Book ™ in
Torm VITL. A file can be transferred to a Call Book only if the eall
is after a period of 6 months and not ewlicr. There will be a
common Call Book for the whole office.  The file will be closed and in
Col. 11 of the Personal Register the (1l 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 new cutrent and action taken on the new
current, -
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18. Security Register.—This register will bo maintained in
Form XV. All valuables such as cash, notes, ete., having an actual
monetary value will be entered in this register.

10, Copy Application Regisier—This register will be maintained
in the form preseribed in Board's Standing Order No. 173, para-
graph 8. Copy St mp papers received with copy applications and
cash for the purchase of copy stainp pupers should be enteged in this
register and not in the Sceurity Register.

20. Record Issuc Register—This should be maintained in Form
IV. As a rule, no record should be issued from the Record Room
unless a requisition in proper form is received in the Record Seetion
and an entry is made in this register and the signature of the
receiving Assistant obtained in the Register. The return of the
record to the Record Room should also be watched carefully. To
ensure the regular and ematic return of the records to the
Record Room, the R Keeper should prepare on the first of
every month an arrear list for each section for all the records which
have bgen absent from the Record Room for more than three months
together with the name and designation of the Junior istant/
Assistant to whom cach record was issued and the date of itg issue.
Simultaneously, an extract of the list should also be fumlshc(l to
each Junior Assistant/Assistant concerned to enable him to checle
and return the files. The Junior Assistants/Assistants should®
either return the files or send new requisition slips.

21. Fair Copy Register.—This  register is maintained in
Form IV. It is maintained by the Superintendent, ~ Fair Copying
+ Section, in the Collector’s Offices, where there is a separate section
Jfor fair copying and dcspdhhmg In the offices of the Heads of
< Departments, it is maintained by each Typist and Steno-typist
concerned. .
.
22, Stamp Account.—It is maintained in Form V. Tt is an
account of the service postage stamps received, issued and the
balance ab the end of cach day. An entry is made for each day
ewhen there is a transaction of service postage stamps.

23. Despatch by Post and Local Delivery Book.—This is maintained
in CF. Form 61 (Revised) for communications to be delivered
by hand.

24. Forms and Slationery Stock Rtﬂslu —Smeate registers
will be maintained for the receipt and issne of forms and <t'm0nerv
articles in each office. The acknowledgements of the persons
concerned should be obtained in the relevant column whenever
forms or stationery articles are issued.
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25. Furnilure Register—~A Stock Register of Furniture and
all other office stores (except books, forms and stationery) in Form
No. 10, showing the number received, number disposed of hy
transfer, sale, loss, ete.) and the balanee in hand for each kind
of article separately is maintained.

26. zmmders in-coming and out- -going.—~In respectof in-coming
reminders, the Junior Assistants/Assistants should attend to them
immediately and take action to send replies to the officers from,
whom they are received and to call for the reports from others,
if they are pending with them. In respect of out-going reminderg,
a Reminder diary should be maintained by each Junior Assistant/
Assistant.  This Reminder diary will contain the current numbers
on which reminders are due and the dates of the reminders.
Reminders should be ed systematically on the due dates.

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 out whethersit will
be nccessary to retain the files permanently or whether they too
may bt destroyed. The work relating to the destruction of files
ghould be attended to systematically every year,

28. N. 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 ”’ in Form VI is maintained. The despateh stamp
will be affixed by the despatehing Assistant and the slip returned to
the subject Assistant along with the other office copies of the ,
drafts despatched.

%9. Stock Files.—These arc permanent files of important
orders maintained by the subject Assistants for cach subject to be
fixed by the head of the office. It is a convenient method of
keeping important orders of Government or other officers.
Whenever an important order containing gencral instructions,
is received from the Glovernment or other officers on one of the *
subjects for which a stock file is maintained, the head of the
scction which deals with the subject should see that the original
order is put into the appropriate stock file and that a slip confaining
a reference to the page of the stock file where the order is ]\ept
is placed irr Record File.



CHAPTER VIIL

(A) GENERAL INSTRUCTIONS ¥FOR TIE GUIDAXNCE OF
+ ASSISTANTS IN GOVERNMENT OFFICES WHO ATTEND
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, hardjworking 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 his superiors equally so, if he is not
prompt, regular and systematic. A lithle 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 to double his efficiency and halve his
worries. .

-
2. Stock Files, Personal Registers and Reminder Diaries aro
the Assistant’s best friends and not his enemies, They are to be
viewed, not as instruments of Inquisition by superiors but as
essential aids which one must be proud to maintain. Stock Files
are fountains of information which one 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 Files will help avoid
" such defective noting. A look at the Personal Register before
the Assistant begins the day’s work will serve to remind him of
the papers he is keeping with him and thus help to plan out.the
strategy for the day’s work. The day will also appropriately
end with the Assistant entering the new currents in the Personal
Register and making other entries. Similarly, a look into the
Reminder Diary early in the day will help him to send out reminders

* after verifying 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 be kept as ‘ New
(Cases ” or chained with old pending files, as the case may be. Neat
and systematic arrangement of files will greatly facilitate work.
The files should be kept arranged in various bundles as indicated
below :—

(a) Papers pending action.”

{6) “ Await ” papers. -
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(c) Periodicals.
(d) Stock Files.
(e) 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 expeeted.

4. Normally, a 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 brought
to the motice of the immediate Gazetted Officer explaining the
reasons and requesting time to take action on the paper. After
attending to all immediate and urgent references, the ordinary
and routine papers should he 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
remindefs. As the issuc of reminders is a routine item of work,
the convenient hour for issuing the reminders may be hetween 2 to
% pan. 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.0. 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
jssued and action taken to issue the reminders also.

7, In respect of in-coming reminders also, prompt action should
be taken to send a reply to the officers concerned explaining the stage
of pendency. Replies (interim or final) should be given promptly
to all demi-official letters. A good Assistant will not feel comfortable
in his seat if he keeps a demi-official letter unanswered.

8. The Assistant should freely seek the advice of the Superin-
tendent/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 otherwise
sincere and hardworking, get into difficulties by sitting over files
thinking either that they are tough ones or that a detailed note
has to be put up. But the Assistant 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 flle earlier. If the Assistant does
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not know how to dis
can straightaway scek the advice of his superiors instead of
wondering what to do with the file. The more difficult a file, the
more quickly one should come to grips with it. It is ncedless 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 be taken up at a more ‘¢ convenient ” date.

ispose of such a file or if a file so warrants, he

10. Noles and Drafls—As far as possible the notes and drafts
should be brief and in simple language. A note should be put up
Jonly when it is absolutely necessary. The note should not be a
repetition of what is contained in the cwrent file. 1t should give a
brief account of the subjeet matter giving reference to the useful
precedents, if any, and the matevial 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 them-
selves and should not contain anything more than what is necessary.

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

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

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

14. The Assistant should be very prompt in putting up the
Personal Registers, Periodical Registers, Stock Files; etc., for check
to the Section Head/‘Supexmtendent and the Gazetted Assistant
on the due dates already fixed. This actually provides him a
convenicnce to overhaul his registers and should therefore be
welcomed. Replies to the queries in the Running Note File should
be put up promptly. The replies should not be merely ¢ Instrue-
tions noted ’,  The papers will be put up”’ ete. Action should
actually be taken on all the papers as pointed oub in the remarks
and the replies should be ‘f papers since put up ”, ¢ action since
takert ”’, * 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’ rolleagm,s IL,S[)LCL him. Hardwork is essential
but it will show only if it is organised for securing purposeful results.
All Assistdnts should therefore take pains to form habits of 1euul.m
and bystema'mu woxk




ERAL INSTRUCTIO! FOR THE GUIDANCE OF
BECGINNERS IN THE PREPARATION O BILLS.

1. GuNERAL.
A young Assistant may feel diffidens in preparing a bill.  However,
a bill is not such a mysterious document that only a magician
gould produce’ What a bill should contain is wltimately a matrer
of common-sense.

2. A bill presented at the Treasury/Sub-Treasury for the
payment of any amount by the Govermment should contain the
® following particulars -—
(a) The nature of claim ;
(6) The amount claimed :
X (¢) The period to which the claim relates to, if it avises
periodically, e.g., Pay, Travelling Allowance, ete. ;
(d) The orders sanctioning the charge, if it is incurred under
special orders ; .
() The major Lead, minor and sub-head and detailed head
to which thg charge is debitable.

3., Lhe bill should be prepared in the proper form, prescribed
undex the Treasury Rules or in the departmental manual or code.
Tt should, as far as possible, be in printed form.  Every bill should
be prepared in and signed in ink. Ball point pens should not be
used. B

4. If any deduction is made in the bill, the authority for such
deduction should be noted and the particulars of deductions
furnished.

5. The total amount of the bill should be written both in
figures agddn words.

6. All corrections and alterations in the total of the bills should
not be erased. They should be ncatly corrected and attested
by the dated signature of the officer signing the bill.

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

S.. A note to the effect that the amount of the bill is below‘
a specified amount expressed in whole rupees in words should be
reeorded in the hody of the bill in red ink. This is called * Pro-
tective endorsement . The amount to be entered will be next
higher whole rupee amount of the Dbill amount.

9. Every bill presented at the '[reasury/Sub-Treasury will
contain a stip in Madras Treasury Code Form No. 100 duly, filled
in subject to the exceptions in the « Notes ” under subsidiary Rule
2 (u) under T.R. 16.

105-10—1



. B

10. All bills should he sent to the Troasury/Sub-Treasury with
entrics made v the Register in M.T.C. Form No. 70 (Treasury
Bills Rook). There should he only one Register in M.T.C. Form
No. 70 for ench officc.

1. PrEpARsIION OF £Ay BriLs oF LgTABLISHMENT.

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

2. Bills for permanent establishment and temporary establish-
ment should be preparcd sepavately.

3. Tn respect of bills for temporary establishments, the order
sanctioning the temporary establishment and the period up to
which the sanction has been accorded should be noted.

4. Tor preparing the current month’s pay bill, the office copy
of the previous month’s pay bill should be the basis. "The names
of *the persons, amount of pay. allowances, etc., should be followed
snbject to the changes, if any, during the curvent month.

5. If the pay of any person is not to be claimed for want of
sanction of Jeave, ete., the amount should he entered in red ink
against his name and the -amount ignored in the total. .

6. A separate total has to he given for each section of establish-
ment.

7. 'Lhe pay of last grade servants charged to ¢ Contingencies ”
should not be included in establishment pay bills.

8. In respect of permanent establishment bills, an absentee
statement in M.T.C. Form No. 48 should be attached to each Dbill.

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

10. Tnerement certificate in M.T.C. Porm No. 49 duly sanctione;l
by competent authorities should be attached to the bill, if pay at
increased rate is claimed to any onc. ’ '

11. Leave salary caleulation, statements should be attached,
tf for any person leave salary is elaimed. *

12. In respeet of deduetions for G.P:F., festival advances, ote.
schedules in bllzc prescribed forms (M.T.C. Form® 41-D) should bc,
prepared (in trxpliqme), got signed by the drawing officer and
attached to the biil. - In the case of Festival advances, the
name of the festival should be noted.

13, 'l‘hch}_)rescribcd certificates for the drawal of  dearness
allowance, house rent allowance and other allowances st )
attached to the bills. ces shoyld be
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14, VWhen recoveries are made in the pay bill towards adcance
already granted, the following particulars should be furnished
in the 0.B.A. (Objection Book Advance) vecovery schedules.

(@) Name of the Government servant.

{b) Amount deducted. -

(¢) The number of instalment.

(d) The District and Department in which the original advance
was given,

(¢) The amount of the advance.

(/) The balance pending recovery.

15. Arrears of pay cannot he claimed and drawn in the curient
month’s bill. A separate hili should be prepared for arrcar claims.
The claim should be regulated with reference to the provisions
contained in Article 54 of the Madras Financial Code, Volume T.
The competent authority should request the Accountant-General
to investigate the arrear “elaim in accordance with the latest orders.
Arrear bills which require pre-audit should be sent to the tredsury
only after pre-audit. In all axrcar bills, the Drawing Officer should
append a‘ecrtificate to the effect that the amount was not drawn
preyiously. A note of the arrcar bill should invariably Lo made
in Fhe office copy of the bills giving the period to which the claim
relates to avoid the risk of the arrears being claimed over again.
A certificate to this effect should also be appended in the hady
of the arrear bill.

TII. TRAVELLING ALLOWANCE BILLé,

1. All particulars like headquarters, pay, month of claim, date
and hours, nbject of journey, ete. requucd to be mrhcdted in the
various columns in the bill should lJc furnished.

2. "All the preseribed certificates required to be furnished under
the rules should be signed by the drawing officer.

3. The Travelling Allowance Bills should be countersigned
by the competent authority.

Nore.—The countersignature is not necessary in respect of {he
‘Travelling Allowance claims of certain categories of officers.

4. The tour advances or trapsfer travelling allowance advancdes,

if any, granted previously should be adjusted in the bill without fail,

5. In respedt of the travelling allowance claim of l]()l'l-g‘azctied
establishment, a certificate that the amount claimed in the bill
was not drawn and paid previously should be recorded in the body
of che bill.

. The rates of Travelling Allowance and Daily Allowance
for ,varlous classes of o(hcers are found in the Manual of Special
Pay and Allowances.

1056-19—4a



1. Contingent bills can be drawn only by specified officers ax
detailed below :-—

(m) A Gazetteld Governmment servant who is the head of an
office may draw his officc contingent b He may also delegate
this power to a tod Government. servant serving wader him.

() The classes of Non-Gazetied Government gervants who
may draw eontingent bills on the treasury and the conditions under

- which they may draw are specified in Appendix 13--M.T.C, Volumea

2. Bills for contingent cxpenditure that. require the counter-
signature of the controlling authortiy before puyment should he
drawn in MT.C. Form No. 56, The Treasury Officer will not
honour such bills, if they are not countersigned.

3. Bills for contingent cxpenditure that rvequire the counter-
signature of the controlling authority after payment will be drawn
in abstract bitls in  M.T.C. Form No. 57 and monthly detailed
Dbills will be sent to the controlling authority for counter-signature
and transmission to the Accountant-General, .-

4. Bills for contingent expenditure that do not require counder-
signature will be drawn in M.T.C. Form No. 58. .

5. Full particulars of the charges should be furnished in the bill.

6. The sub-vouchers for individual payments exceeding Rs. 50
should be attached to the Bill.

7. The preseribed certificates in respect of the other sub-
vouchers should be furnished in the bill,

8. In respect of claims which require the sanction of higher
authorities, reference to the sanction should be quoted in*the bill
and a copy of the sanction should also be attached.

9. Particulats regazding the amount of appropriation sanctioned,
the expenditure included 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 contingent bill is endorsed in favour of a private
pafty, who collects the amount in person, the formn in M.T.C. 103
duly signed by the drawing officer should be attached to the bili.
Such bills need not pass through the Treasury Bills Book (Register
in M.T.C. Form No. 70).

V. Birrs For Totr Apvance (M.F.C. VoLume I. ArTIcLE 84).

1. The claim should be préferred in M.I.C. Torn No, 22,

2. Acopy of the order sanctioning the advance should be
attached to the hill. .
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3. The fact of adjustment of the previous advauce taken
shonid be noted in vhe bill.

. If the previous advanc
that an account of the pre
furnished in the bill.

has not been adjusted o certificate
ous advance has heen given shonld be

The amount is debitable to, the ser
debited to ** advances >,

wad direet and not

.
6. A second advance cannot be granted to & Government
servant until he has given an aceount of the first advance.

VI Brirs vor Apvasce or Pav/Tr
ALLOWANCE WHILE ON TRANSEER.

¢ TRAVELLING

1. The claim should be preferred in JMT.C. Form No. 40
(Bill for Miscellaneous Payments).

2. A-copy of the order sanctioning the advance should be
attache| to the bill.

3. The amount is debitable to Objection Book Advance (0.B.A))
—Advances. *

[N VII. PERMANENT ADVANCES,

: Permanent Advances 7 are granted to certain Government
ants to cnable 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), supported by a copy of the order sanctioning the
advance. The several items of contiugent expenditure which are
met from the permanent advance will be recorded in one or more
registers to be maintained in each office in the form prescribed for
the purpose. When a permanent advance is running short, the
amouat covered by the vouchers will be claimed in a contingent
bill in Form M.T.C. 58 and the amount re-imbursed. YWhile
claiming the amount all the vouchers should be c.ncelled and
only those vouchers for amounts exceeding Rs. 50 should be
attached to the Dbill. A certificate to the effect that the other
vouchers are cancelled and retained in the office should be finnished
in the bill.

(C) PROCEDURE TO BE TOLLOWED FOR SANCTION®
AND PAYMENT OF PENSION.

1. All authorities dealing with applications for pensions ™ should
bear in mind that delay in the payment of pension invloves pecu-
niary hardship to the person concpmcd Hence it is essential to
ensure that an officer begins to receive pension on the date on which
it becomes due. .

fArticle 906 (Pension Code)]



52

2. Tvery officer should submit a formal application for pension
one year before the date of his aetual or anticipated vetirement.
(Arlicle 907)

3. The Government in the Finance Department is the sanctioning
authority for pension in respect of Gazetted Off The Gazetted
Ofticer concerned should submit a formal application to the head
of the department in Form No. 4. If he is himself the head of the
department. he should submit the application in Form No. 1 direct
to Government.

(Article 911)

- 4 The head of the department on receiving the application
in Form 4 should immediately draw up the application in Form 1.
He should certify whether the character, conduct and past services
of the applicant such as to entitle him to the favourable
consideration of Government. He should also record there his own
opinion whether the service claimed has been established and should
be acdmitted or not. All periods of leave, suspension, etc., which
arc not reckoned as service should be carctully recorded in the
form (the second page of Form 1). If the application is for an
invalld pension, the requisite medical certificate should be attached
to the application.

(Afticle 912)

5. The application in Form 1 will be prepared (in duplicae).
One copy will be forwarded to the Accountant-General, Madras
direct to facilitate early action and the other sent to Government,
(Finance Department). If a part of the services of the Gazetted
Officer is non-gazetted, the service book and the statement of the
non-gazetted service should also be sent. The Government will
pass orders as to whether the service has been satisfactory. If so,
1t will be approved for the grant of the full pension admissible under
rules. If the service has not been thoroughly satisfactory the
Government will decide what reduction should for that reason be
made from the full pension admissible under the rules. T

(Article 913)
6. A Non-Gazetted Officer should submit a formal application
for pension to the head of his office.

(Article 914)

e The sanctioning authority in respect of a Non-Gazetted Officer

is the Head of the Department or other authority competent to
fill up the appointment vacated by the retiring officer.

[Article 917 (¢)]

8. On receipt of the application the Head of the Offics should
prepare a statement of services in page 2 of the Form 1 and verify
it with the records available in the service book or service roll.

. (Artiele 915}
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9. After completing the verification of services, the Head of the
Office should dras ap the application in Forin 1. certify whether
the service claimed has been e<ablished and should be admitted,
After that he should forward the applieabion with his rem
through the sanctioning authority fo the Accountant-Gencral,
Madras.  An extra copy of pages Land 2 should also be sent to the
Accountant-Clencral, Madras to epable him to e the Pension
Payment Order. In cases in which a reduction in pension is
proposed, the® pension papers should be sent to the Aecountant-
General, Madras through the Covernment in the Finance Depart-
ment. Thisis necessary hecause the power to reduce pension has not
been delegated by the Government to the subo.<inate authorities.

(Article 917-C)

10. Any cvent which oceurs after the despateh of pension papers
which has a bearing on the amount of pension should be promptly
reported by the authority competent to sanction the pension to the
Audit Officer.

[Arlicle 920 (2) ()]

11. In the case of Gazetted Officers, a notification of his date
of retirement should be published in the Gazette. I[n the case of
-5 Non-Gazebted Officer, an order should be issued specifying the
actugl date of retirement within a week of such date. A copy of
the order should also be forwarded to the Accountant-General,
Madras. [Article 920 (3)]

12. On receipt of the penmsion papers from the sanctioning
authority, the Accountant-General,Madras will wake the necessary
checks. He will record his audit enfacement on the third page of the
application in Form 1 showing the total period of qualifying service
verified and accepted for the grant of pension, the amount and the
date from which it is admissible. He will then prepare the Pension
Payment-Order on the basis of the orders of the Pension Sanotioning
anthority recorded in Form 1. He will then issue it to the concerned
Treasury Officer a for.night before the date on which the officer is
due to retire. [Article 918 (1)]

13. The authority issued by the Accountant-General is known
as the * Pension Payment Order”. Tt is issued in two portions-
one bearing the pensioner’s signature and other particulars and it is
known as the *Disburser’s” half. "This is retuined by the disbursing
officer. The other portion is . known as the * Pensioner’s” half
and it is given to the pensioner. [Article 943 (1)]

14. REach*payment of pension is eniered on the reverse of both
the pensioner’s balf and dishurser’s half of the Pension Payment
Order, hoth ‘entries being attested at the time of payment by the
disbursing officer. [Article 913 (2)]
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15. A pension is payable for the day ou which the pensioner
dies.
[Article 943 (3)]
16. Remember the sufferings to which a pensioner will be put
if his pension is not sanctioned in thwe, It could happen to you also.
You shonld therefore deal with all the pension papers with the same
sense of urgeney which you will have if the case were your own !



& IAPTER

PEICONAL FILES,

Personal Files are maintained for all Government
except for employees in the last grade sorviee and anjitoyee
{from contingencies. Tlorms have been pr ¢

fov the
of personal files of Ministerial and Executive employces.

2. "The periodical repe-ts in the Pewsonal Files written
yearly for probationers. } hey are written annually for the appro
probationers and full members of the sesvice. There are
mental instructions laying down ihe anthorities competent to
initiate the hall-yearly or annual roports cud the other authori
through whom the report has to pass befove it resches

serutinising  authority. Action will be taken in 1
writing of the periodical report in suc )
schedule of dates is adhered to :— .
7?epvrl Sfor the period Date o which due with e
specified. scrubinising aulhority.
Hall-yearly report (ending 1st August of the year.
30th June).
Annua! report  (ending Lst February of the year.

31st December).

3. The reporting officers are expected to apply their minds to ¢
task of writing up of personal files. They should endeavour to give
as complete a picture as possible for the officer reported u;iom
Both his good points and kis short comings should be dealt with
in a clear and lucid man to cnable a correct estimate to Le
formed of the character, ability, etc., of the officer concerned.

Brief colourless comments like satisfactory” should hg
avoided as they will not serve the purpose of a critical a ment
of the work and conduet of the officer.  Whenever an inappreciatite
opinion or an adverse remark regarding the personal character,
conduct or honesty of an officor is recorded, reasons should Ve given
as far as possible. Similarly, an estimate that an officer is unfit
for a particular rank should include the reasons for it and if possible
also a statement of facts in support of the view held. It should
not be founded on general impressions only. The names of the
officers writing reports will be typed or written in block letiers
below their signatuves in the confidential reports. The seratinis g
authorities will ensure that the porsonal files are maintained correet Iy
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and regularly. L[ the scrutinising authority disagrecs with any
entry in the confidential reports, it will he his duty to record his
own views,

The work done by officers and subordinates will be vecorded
in the Personal Files at the time of making the periodical entries.
A reference to penaltios awarded te a person will also be made in his
personal file. Warnings should not hé enfered in the personal files.

.

All adverse entries made by the writing officers should be
communicated to the Government servant concerned after the
seratinising authority confirms the adverse remarks. A decision
to tommunicate or nob 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 acknowledgement should be obtained
from the person concerned and filed with the personal file. Tn the
absence of such an acknowledgement in the personal file, it would
be taken that the adverse remarks had not been communicated.

Appeals.—Unfavourable rema in personal files are not
punishménts under the statutory rules. No appeal lies against such
remarks. However, an officer may make a representation against
any remark, the substance of which has heen communioated td him

and which he feels to be unjustifiable. Such representation should ,

be made to the authority charged with the duty of serutinising the
officer’s personal files. Where, the anfavourable remarks are made
by the scrutinising authority itself, a representation should be made
to the next higher authority. Orders passed on the representation
made against adverse remarks which were communicated to the
officers concerned will be added to the personal files. A petition
{0 the Government will be considered in the same way and to the
same extent as a petition in regard to specific punishmente.
Representations againgt unfavourable remarks should be preferred
within one month from the date on which such communication js
reccived by the officer concerned. .



CHAPTER X.

.
The Government of Tamil Nadn have laid down the {ollowing
Code of Conduct to regulate the relationship Letween the Legislators”

servants  should
i Conilnet. *

and  Public Servants, All the Government
serupulously observe alf the provisions of the Crxle

Code of Conduct.—(1) Governmment servantz should show
courtesy and consideration to members of Legizlature.

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

(3) Every officer should endeavour to help the Legjslators
to the extent possible in the discharge of their functions under the
Constitution. In cases, however, when an officer is unable to
accede £O the request or suggestion of a member the reasons for such
imability should be courteously explained to the memmber.

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

(5) However, he should set apart two to three hours every day *
when anybody can see him, and within these hours, and also during
other* office hours in which he is to meet visitors, he must give
priority to members of Legislature exeept when a v itor has come
by previous appointment and a member of Legislature has come
without ~ an appointment. In such a case, he should see the
member of Legislature immediately after he has met the visitor
who had come by previous appointment. .

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

(7) When 2 member of Legislature comes to see him, an officer
should rise in his seab to receive the member and to see him off.
Small gestures have symbolic value and officers should, therefore, he
meticulously correet and courteous in their dealings with members
of Legislature.
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(8) Similarly, seating arrangements at public 1muictions should
recuive very eareful attention at all times and no rwom should he
given for any misunderstanding on this score. At State funetious
arranged by the State CGovernment, the seating acrangements for
members of Legislature should be made in accordance with the

iened to them in the warrant of precedence approved
by the Governor.  Speeial care should be (aken to see that
notice is given (o them i good fime regarding the date time.
cenue, efe. of the meotings convened Ly State  Covirnment
diepartinents and it should be ensured that there is no slip in any
matter of detail. however minor it may be.

position

(9) Letters ceccived from members of the Legislature should bo
ackunowledged promptly.  All such letters should receive carclul
consideration and should be responded to at an appropriate level
anel expeditiously.  Cfiicers should furnish to members of Legis-
whea asked for, such information or statistics rela ing to
crs of Tocal importance as are readily available and are not
confidentinl or when the «.formation is not such that its disclosure
would be | o o controversy embarrassing to the Govern-
ment. « In doubtful cases, instructions should e taken from a higher
anthority before refusing the request. °

(10) [t is desirable that aletter addressed to a Minister should
be replied’ to by the Minister himself.  Where, however, this is nob
convenient or practicable or the reply called for is of & routine nature”
it may be issued under the signature of a senior officer of the depmi
ment, preferably the Sceretary of a Department or the Head of
Department,

(41) While the official dealings of Government servants with
* menmibers of Legislature have to be regulated as stated above, it
8 necessary to invite the attention of Government servants to what
is expected to them in their individual capacity in respect of their
own grievances in the matter of conditions of scrvice.  The
Government Servants’ Conduet Rules bar any atteipt to Dring
any political or outside influence to heav upon any superior authori&;
to further the interests of individual Government servants
A (overnment servant is not expected to approach a member o%
«Legislatuve for sponsoring his individual case.

. (12) Members should ask for information only about matters
of public interest or national interest in which they are interested
in the disebarge of their public duties as Legislators.

(13) Tnformation 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,
servant approaching a member of Legislature for sponsoring his
individual case runs the risk of disciplinary action. Letter.'
received from members of Legislature are dealt with, with th:
utmost corsideration, but if Government officers take action on
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APPENDIX T.
LIST OF HEADS OF DEPARTMENTS. o

(1) The High Courl of Judicature, Madras.

(2) Board of Revenae - (Laad  Revenue,
Land Reforms, Prohibition and E
Comumereial Taxes and Transport).

(3) Tamil Nadu Public Serviee Comumission.

() Vigilanee Comi

(5) Dirvector of Vigifance wad Angi-corrnption.

(6) Inspector-Gencral of Lolice.

(7) Inspector-Gieneral of Prisons.

(8) _It\spect.ur-(}cm-ml ol Reg

(9) Director, State Forensic

(10) Dircotor, Chemical Ixaminer’s Laboratory.

(11) Director of Fire Sexvice

(12) Director of Health Sc s and Pamily Llanning.

(13) Director of Medical Eeueation.

(14) Director of Agricultwre.

(15) Director of Animal Husbundry.

(16) Commissioner {or Milk Production and Live Stock Developraent.

(17) Registrar of Co-operati

(18) Director of School Bdueat

(19) Direotor of Collegiate Ldueation.

(20) Dircetor of Techuical Education. .

(21) Director of Museunts.

(22) Director of Archives.

- (28) Chicf Enginecrs (General, Trerigation, Duildings, Llectricity,
Highways and Rural Works, Public Healgh Engincering and
Municipal Works, Parambikulam-Aliyar Project).

(24) Director of Town Planning.

(25) Chief Conservator of Forests.

(26) Director of Cinchona.

(27) Direetor of Industrics and Cominerce.
(28) Director of Handlooms.

(29) Commissioner of Lebour.

(30) Director of BEmployment and Training.
(31) Director of Rural Devclopment.

(32) Exaininer of Local Fund Aceqants.
(33) Director of Lreasurics and Accuunls.

Setticmenl.  of Tstates,
¢, Food Production,

Seicnee Laboratory.




(34) Director ot 8

(35) Dircetor of Wor E e

(36) Dircetor of H 1V If.m

(37) Divector of Backward Cla

(38) Director of Stationery

al for Disciplivary Proceedings (Madras, Mardurai and

crir)

(40) Director of Archacology. ‘

(1) Dircctor of Fisheries.

(42) Accommodation Controlicr.

(43) Chief Inspector of Appu

(44) Director, Tamil Nadu Siate

(45) Dircctor of Staiistics.

(46) Commissioner, Hindu Religious and Charitalile Endowmeniy
{Administration) Depactinent

(47) State Port Officer.

(48) Chiel Elcetrical Inspector to Government. .

(49) Chairman, Official La

(50* Dircetor of Leoal Studics.

(51) Director of Settlements.

(52) Tamil Nadu Sales.

(53) Commissioucr of Civil Supplies

(54) Transport Commissioner.

(55) Commissioner for Government lixawminations.

and Prinfing.

.

Sehools and Vigilanee Serviees

TSt

ingiage Commiitee,

x Appellate Tedwmal,

(56) Inspector of Municipalities

(1) State Wakf Board .. LA .
(2) Tamil Nadu State T‘lruxumt\ ﬂocml L Antononios *
«3) Tamil Nadu State Housing Board. . .. J' Bodics.
(4) Tamil Nadu Khadi and Vidage Indusirics
Board.



APPENDEX TL

REVENUL DISTRICTS, DIVISIONS AND TALUKS IN
TAMIL NADU.

.
Dislricl. Division. Taluls.
1 Mades .. .. ceen .. North West,
) North East,
Central,

South East and
South West,

¥ Chinglepub .. (1) Chingiepat .. Chungleput and
Madurantakam,

(2) Saidapet .. dapet and
nnerl.
4) Tiuvallor .. Tiravallur and .

stand,

(#) Kanchoepuram .. Kancheepurain - and '

Srecperumbudur.

3 North Arcot .. (1) Tirupabiar .. Tivapsttur and
Cuciyattam.
R (2) Ranipet .. .. Veliore, Wallajali and
. Arkonam.
< (3) Cheyyar Cheyyar,
Arni and ..
Wandiwash,
oty Picnvannamalai. Ticuvannamalai,
Polur and
R Chengam,
| - South Arcot .. (1) Tinkoilur .. Villupuram and
. Tirukoilur.
N i2) Vieudbachalam .. Vivudhachalam and
Kallakurichi.
{3) Tindivanam <. Tindivanam and
Gingee. .
(4} Chidambavan .. Chidambaram and
. Cuddalore,
5 Thamavar oo (1) Kumbakonam .. Kumbakonam and

Papaangam,
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District. Division. Taluke.
5 Thanjvur-—cont. {2) Mayuram .. Mayuram and
Sirkali.
(4) Nagapattinam .. Nagapattinam and
Nannila

m.
(4) Thaunjavar oo Thanjavur and
Oeathad,

(5) Mannargudi <. AMannargadi and

Pienthuraipoondi,  *
() Pattukottai o Pattukkotrai and

Avantuigi.

¢ Tiewehiappalli o, (1) Piruchirappalli . Fivuchivappalli.
(2) Karur . .. Karur,
AManapparai and
Kulithalai.
() Arivalur .. .o Arivalag,
Jayamkonday and
. Perambalur.
. (4 Musirt .. .. Musiriand
Talgudi.
. (%) Puclulikottal ~ Alangudi,
Tivumayun wnd
Kolathur,

.. Q) Dindignl .. .. Dindigul,
Vedasandir and
Patani.

(2) Periakulam .. Periakulam,
. Uthamapalayam and
Kodaikanal.
(3) Usilampatti .. Usilampatti,
Nilakottai end
Tirumangalam. .
(4) Madurai .. .. Madurai South,
Madurai North and ’
Melur.

8 Ramanathapuram. (1) Sivakasi .. .. Srivilliputhur,
. Sathur and
Aruppukottai.
@ R hapuram. Ramanathepuram and
. Mudukulathur.

106-19—5 . N




District.

8 Ramanthapuram
—conl.

9 Tinmelvelt

10 Salem

—

1 Dharmapuri

-

2 Coimbatore

) 13 The Nilgiris

14 Kasavakumari

LU
« Division.
(3} Devakottai
() Sivaganga

(1) Tieunelveli

]

Tuticorin ..

¢

Koilpatti ..

Trluks.

Tirupat tur and
Tiruvadanni.
Sivaganga and
Paramakaudi.

Finnmelveli,
Tenkiusi and
Sheneottah.
Tiruchendur,
Srivaikuntam and
Tuticorin.
Koilpatti and
Sankarankoil.

(1) Cheranmahadevi Ambass lram and
Nanguneri.

(1) Namakkal Namakkal and
Rasipuran.

(2) Sankari Sankari and

(3) Salem
(4) Mettur
(1) Dharmapuri
(2) Hosur

(1) Pollachi

Erode

]

(3) Gobi

(4) Coimbatore

Padmanabhapuram ., -

Tiruchengode.
Salem and

Athwr. .
Omalur and

Mettur. *
Dharmapuri and

Harur.
Hosur and

Krishnagiri.

Pollachi,
Cdumalpet and
Tiruppur.

Irode and
Dhaecapueam? o

Gobiand
Bhavani.

Coimbatore and
Avanashi.

Ooty,
Coonoor and
Gndalore.
Thovala,
Agasteeswaram,
Kalkwflam and
Vilavancade.
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XD PANCHAYAT SET-UPIN TAMIL NADU,

Revenue sct-up. Panchayut set-up.
— o

—_—— -.

Nusnber Number of

—_—
8 vial pumber and
district,
.

() &)

1 Marlras .
hingleput +

3 North Areot '
4 South Arcot.* +
Thanjavar G

6 Tiruchirappalli 5
7 Madurai . 4+
8 Ramanathapuram 1
9 Tirunelveli 4
10 Salem +
11 Cointeatore 4
12 Dharmapuri 2
33 Kanyakumari |

L+ The Nilgiris

Totat 46

*Loxalud

105-19—5A

Revenue, Divisions, Panchayat Unions. |
Taluks. Panchagnts.
Firkas. Villagee.

Districe Develop-

ment Corneils. A
(&) (€3] 3) () 9 (3}
s 2 27 2,260
1 kK 36 1,994
8 2 a4 2,415
12 7 3 36 2,642
12 66 2 3y 1.499
12 ELd 2 34 1139
9 98 2 32 1,594
10 48 2 31 1,047
3 48 E) 35 1021
9 51 2 41 961
4 30 1 16 697
+ . 1 9 [
3 3 L 4 51
115 615 23 374 12,864 17,359
s Kurayan Hills Block. .
s

.



POPULATION IN TAMIL NADU (¢
1

Serial nunber and name
of the district.

)

1 Mudras

2 Chingleput
l North Aveot
4 South Arcot

5 Sulom (including present
Dhurmapuri distviet).

6 Coimbutore
"7 The Nilgiris
: 8 Madurai
©9 Ramanathapuram
10 Tiruchjrappalli
11 Thanjavur ..
12 Pirwnelvli L.

13 Kanyakwnari

Stale ..

Rural Population ..
Urban Population ..

Litcrates i .

68

APPENDIX IV.

CORDING TO CENSUS OF INDIA,

961).
Total.
Areain -
sq.omilis. Persons. JMales. Females.
2) . (3) {h (3)
49 909,701 o 319,440
23,031 2,196,412 L120.591  1,075,82]
4,942 F6.326 1551826 1L564,500
4,204 5,047.073  1.535.928
7,028 3,804,108 1,023,583
6,015 3,557,470 1,809,591 1,747,850
984 109,308 213,533

1,603,008

1601610

4.549

4410
643 996,015
50,231 23,686,958 16,910,978

302

per eent, prrcent.

24,696,425 (733 per cent).
(267 pee
(314 per cent).

8,090,528 sont).

10,580,616
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NICY OF TOPULANTION (ACCORDING 70O

SNSUS OF INDIA, [o6l).

Literate aund eeiseated

Sevial wormbs e and
e of theedistriet.

[¢H]

ALariras

* Chinaleput
3 ONorth Aot
1 South Areot

S Salem (inelwhi

presnt Dhacn

pari distriet).

i Uoimbatore

“The Nilgi

5 Makwt

Phoehirappalli
Fhanjavur
Ramanathapuram
2 Pirunelveh

Kanyakumari

State

Persons,

10,

Pereentuge
o
litrracy
pirsom.

Males

23]

205,128

1 i
G870 JEIXH 247
103203 2407
IN7.006 14-9 Sl
291,116 302 . a1

334

2049 579
363

32-1 449

328300

283,201

201

380,616

7,532,523 3,048,203
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CHAPTER XI.
THE MADRAS BUDGET MANUAL.
[. INTRODUCTORY.

This Manua) contains the rules {ramed by the Finanee Department
for the guidance of estimating officers and departments of the Sceres
tariat. The budget procedure in general has  been  outlined.
Special attention has been given for the preparation and examina-
tion of the annual budyet estimates.  Attention has been paid to
the subsequent control over expenditure to ensure that it is kept
within the anthorised grants or appropriations.

(Paragraph 1.)

9. Apnunl Financial Statemeat.-Under Article 202 of  the
Constitution of India, a statement of the estimated reeeipts and
expenditure of the State for cach financial year has to be laid before
Both thesHouses of the Legislature. The estimates of expenditure
show * charged ” and * voted ™ items of expenditure separately.
X penditure on revenue account is dist inguished from other expendi-
ture. This statement is known as the « Annual Financial State-
ment 7 or popularly the « Budget”.

(Paragraph 2.)
3. Structure of Government dccounts.—A receipts and disburse-
ments of the State Government are shown in the Annual Financial
Statement in three separate Parts, viz.,
Part | -Consolidated Fund of the State. [
Lart 1§ —Contingency Fund of the State.
® Part 111-—Public Account of the State.

1. Consolidated Fund. —Under Article 266 of the (onstitution
of India, all revenues received by a State Government., all loans
raised by that (fovernment by the issue of Treasury Bills, loans
or ways and means advances and all moneys received by that Govern-
inent in repayment of loans form one Co olidated Fund called the.
Consolidated I'und of the State.  Moneys out of this Fund ecannot he
appropriated except in accordance with law and for the purposes
and in the manner provided in the Constitution.

5. Continfency Fund..-Under Article 267 (2) of the Constitution
of India, the | wislature has established a Contingency Fund
in the nature of an imprest ereated by a non-recurving contribution
of Rs. 500 lakhs from the Consolidated Fund of the State. The
Contingency Fund is intended to provide advances to the Executive
Covernment to meet unforeseen eypenditure arising in thescourse of a
year pending its authorisation by the Legislature by law.
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(See the Madras Contingency Fund Act, 1954, as amended and
the rules framed thereunder in Appendix H to Budget Manual.)

6. Public Account.— Receipts and disbursements such as deposits,
reserve funds, remittances, cte., 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 subject
to the vote by the Legislature as they are not money ssued out of
the ** Consolidated Fund™. .

(Paragraph 3.)

. DEFINITIONS.

7. ¢ Budget Year ” means the financial year commeneing on the
Ist of April and ending with  the BlIst of Maich of the following
year for which the Budget is prepared.

8. « Budget Estimates " ave the detailed estimates ol the receipts
and dishursements for a financial year.

9. “Charged” or ‘expenditure charged on the Consolidated Fund”
means such expenditure as is not to be submitted to the vote of the
Legislative Assembly under the provisions of the Constitution. -

B

10. © Voted Expenditure  means expenditure which is subjeet
to the vote of the Legislative Assembly. Tt is to be distinguished
from ** Charged > expenditure.

(Paragraph 17.)

1I. PREPARATION OF KESTIMATES.

. 11. The Budget is prepared in two parts.  They are called Part 3
and Part IT. The difference between them is explained in the succeed -
ing paragraphs. Estimates of reccipts and expenditure are sent
by district and other officers to the Heads of Departments® and
other estimating officers. The estimates include receipts and pay-
ments expected to be realised or made during the budget year. The
Government in the Finanee Department issue instructions to all

. the estimating officers every year in July indicating therein the
important points to be taken note of while preparing the estimates

- for Part 1 of that year. The eriterion for selection of * Part IL
Sehemes ** will also be laid down and this will be communicated
to ail Departments of Secretariat and estimating officers for facilita-
ting critical examination of Part TI Schemes.

Channels and  Dales  for transmission of  Estimares
to Finance Department.—The Heads of  Departments and  other
estimating officers prepare the estimates for each head of account
with which they are concerned an the basis of the material obtained
by them from subordinate officers and forward them to the Finance
Departwent (in duplicate) by the prescribed dates. Simultaneously
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they submit one copy of the estimates to the administrative depart-
ments of the Secretariab. The administrative  departments of
Secretariat are expected to scrutinise the estimates and make avail-
able their comments to the Finance Department. Details showing
the estimating officers for the various heads of accounts, the adminis-
trative departments of Sccretariat, 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.)

12, Part I Estimates.—Part 1 of the lstimates will contain
only ¢ Standing Sanctions”, i.c., all revenue based on existing laws,
rules or orders and all expentiture incurred by  virtue of existing
laws, rules or orders.

(Paragraph 22.)

13, Part 11 Estimales.—Droposals which involve a reduction
or an 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
prescribgd date. If a departmental officer has any doubt whether a
particular proposal should be treated as constituting a  “new
expenditure ", he should make a reference to Governmernt in the
‘Administrative Department well in advance of the preseribed date.

Proposals relating to  new expenditure * should be submitted
to Covernment whenever they are ready and in any case not later
than the Ist October so that administrative departments of the
Secretariat and the Finance Department may have sufficient time
to examine each proposal elosely and to call for such further infor-
Imation as may be nceessary. It must be clearly understood that
any proposal reaching the Finance Department after the preseribed
date, will not ordirtarily be entertained. The responsibility for the
-inconvenience which may be caused to the public service on that
account will attach to the officer or the administrative department
concerned which failed to take action in time.

(Paragraph 9.)

14. The Finance Department then consolidates the estimates in °
Parts I and IL embodying the decision of the Couneil of Ministers”
and prepares the following Budget literature : —

(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 Estimates. {This
is supplied in several voluwes according to convenience.)

(vi) Budget Memorandum * N
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(vii) Plan Supplement to the Detailed Budgot.
(viii) Supplement on Giovernment Commercial Unvlexmkmlr\
(ix) Statement of Posts and Scales of Pay.

15. These statements include , both expenditure charged on the
Consolidated Tund of the State and expenditure not so ch'\wu(l "The
Budyet \Iommdnllum s intended as a guide for l]m\tud) of the
Bntlﬂet Part T is a review of the Finaneial position for the thres

Bndget: vears. ‘The snmmary of the financial statement is given
thereafter for reforence. Part 11 of the volume analyses and explains
“the figures of revenue under cach head of aceount and of expenditure
ander cach demand. The following statements are appended to
the Memorandum :—

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

(b) Statement showing the capital lubilities and assets of the
Covernment.

() Statement showing the tra
]:unds, e.g
Tund.

ctions relating to Special
Tadras Famine Relief Fund, the Zamindari Abolition

o
(@), Statement showing the loans from the Central (,:overmnc;ﬂv.
(¢) Statement showing the contingent liabilities on account of
the guarantees given by the Government for the due discharge by
uwtam public Bodies of certain liabilities incurred by them.
(f) Statement showing the expenditure on Revumc Acconnit
for a period of ten previous years.

() Statement showing the expenditure on Revenue Account
under certain broad headings such as Pay of Officers, Pay of Esta-
Dlishments. Allowances, ete.

(h) A list.of schemes where the amounts of revised estmmtes
sanctioned during the year have exceeded dppreciably the es
as originaily intimated to the Legislature.

(i) Statement showing the assistance rendered to loeal bodl(s
(j) Statement showing the debt position of the State.

mates

All these documents are presented to both the Houses of the
Legislature by the Finance Minister l)y about the end of February
or e'xrl y in March each year.

(Paragraph 10.)

16. Both the Honses of the Legislature discuss the’ Budget inclue-
ding the expenditure charged on the Consolidated Fund. + Ho\\ ever,
as ]ns already been stated, under Article 203 (1) of the Constitution,
estimates of expenditure chm‘ﬂed on the Consolidated Fund are not
subject to the vote of the Legxslatxve Council.  Only the Legislative
Assembly is empowered to vote thg Budget:

(Paragraph 11),
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Til. DEMANDS FoR (iraNTs,

17. These are one of the budget statements presented to the
Legislature.  Ordinarily, there is a demand prescribed in respect of
every major head of account. However, in some cases where the
controlling officer is the same, more than one major head may be
included in a demand. On the other hand, where the controlling
officers are different, more than one demand may be presented for a
major head. The Assembly may assent or refuse to assent to any
demand or assent to a demand subject to a reduction of the amount,
specified thercin.

(Paragraph 11,

18. According to article 203 (3) of the Constitution. no demand
for a grant shall he made except on the recommendation of the
Governor.

IV, APPROPRIATION AcCT.

19. After the voting of all the Demands for avants has been
completed an Appropriation Bill is introduced to provide for the
appropriation out of the Consolidated Kund of the State, all moneys
required*to meet (1) the grants made by the Legislative
ad (b) the expenditure charged on the Consolidated. Fund
esceeding i any case the amount shown in the statement previous v
laid before the Legislative Assemnbly and the Legislative Council.
‘The Bill has to go before hoth the Houses, but being a Money Bill,
it originates in the Legislative Assembly.  The debate on an Appro-
priation Bill is restricted to matters of public importance or adminis-
trative policy implied in the grants covered by the Bill which have
not already been raised while the relevant demands for grants were
under consideration. Article 204 (2) of the Constitution of India
prohibits the moving of any amendment to an Appropritation Bill
which has the effect of varying the amount or altering the destina-
nation of any grant made by the Assembly or of varying the amount
of any expenditure charged on the Consolidated Fund. After the
Appropriation Bill has been considered and passed by the Legislative
Assembly it is transmitted to the Legislative Council for its recom-
mendations. The Legislative Council is empowered to make recomme-
ndations and is required to return the Bill within fourteen days of its -
receipt to the Legislative Assembly with or without any recommeda-
tions. The Legislative Assenibly may either accept or reject-any
of the recommendations of the Legislative Council. If it accepts
any of the recommendations, the Appropriation Bill is deemed to have
been passed by both the Houses with the amendment recommended
by the Legislative Council and accepted by the Legislative Assembl ¥
If on the other hand, it does not accept any of the recommedations
of the Legislative Council, the Bill és deemed to have been passed
by both the Houses in the form in which it was pass'ed by the
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Assembly without any of the recommendations made by the Legisla-
tive Couneil.  The CGovernor's assent to the Bill is obtained there-
after. After the Governor gives the assent, the amount shown in
the Act assented to by the Governor and the Schedule thereto
hecome the sanctioned grants for expenditure under the various
Demands.
- (Paragraph 12.)
a0, A ¢ unit of appropriation ” incans the correct acoount head
for which a specific appropriation is placed at the di | of a
spending authority. Tt may either be a sub-head or a detailed head
cf account.

V. Boncer EsTivarTh.
Revenue and Ieceipts—Parl I.

21. In the preparation of the Budget Estimate, the aim is to
achieve as close an approximation to the actuals as possible both
on the receipts side and on the expenditure side. Tt is, therefore,
essential that it is prepared with proper care. [n Part T of the
Budget, proposals for receipts and expenditure should be based on
standing sanctions only. -

The following instructions should be carefully observed ;n
preparing the estimates :—

(a) Receipts Side.—(i) The estimate should be based on the
existing rules and rates of taxes, duties, fees, etc., and any increase
or reduction in the rates can he proposed only when they are
sanctioned by the Government.

. (ii) The estimates should show only the amounts actually
expected to be received during the budget year.

(iii) Provision should be made in the fevenue estimates,
where necessary for refunds which are shown under a separate niinor
head “Deduct—Refunds * under the Major Revenue head.

(iv) The actuals of the past year (with the original and the

< revised estimates) should be compared and any abnormal variation

checked.
’ (v) When several items of a miscellancous nature are
grouped under a single head of account, details of the more important
ftems should be given along with the estimates proposed for each
item in the explanatory note.

(Paragraphs 27 to 29.)

(b) Eapenditure Side—(i) The estimates ol expenditare should
be based on what is expected to be actually paid or spent under
proper sanction during the year including arrears of past years.
The need for every item must be fully serutinised before provision for
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it is included and  the amount should*be restricted to the ahsolute
minimum. The various general or special orders issued by Covern-
ment for economy in expenditure must be carefully borne in mind
while preparing the estimates.
(Paragraph 30.)
(i) The average of the actuals of  the past three vears as
also the revised estimates for the current year should be referred to
while assesaing the current year’s expenditure.
(Paragraph 33.)-
(iii) The pay, leave salary and fixed allowances of a Govern-
ment servant for a month become due only at the end of the monthe
Provision for them for the month of March should he made in the
budget of the following financial year.
(Paragraph 36.)

VI. REVISED ESTIMATES.

23. The Revised Estimate is an estimate of the probable receipts
or expenditure for a financial year framed in the course of that very
year with reference to the actnal transactions already recorded‘during
the portion of the year which has already gone by and anticipated
expendititre for the remaining portion of the year in the light of the
sanctions alveady issued or any other relevant faucts. The mere
yreparation of a revised estimate does not authorise any expendi-
wure.  If provision has been made for additional expenditure in
the revised estimate, it is necessary to apply separately for the
additional appropriation required.

(Paragraph 46.)
24. The Revised Estimates for the current year should be the
index of the Budget Estimates for the next year. It is, therefore, *
essential that they ave prepared with great eare so that they may
approximate as clbsely as possible to the actuals.

(Paragraph 48.)

25. The Revised Fstimates are generally based on the actuals
of the first four or six months of the year. Suppose, at the time of
preparation of the Revised Estimate the actuals for the first four =

months of the current year are available, the Revised Estimate
will be calculated 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 faking 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 xame proportion to the actuals of the fist four
months as the actuals of the previous year bore to those of the first
four months of that year.
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96. The Heads of Depuartments and other estimating officers
should use their discretion and adopt onc or other of the above
metheds or any other suitable methods for vach particular case in
the light of the actual trend of revenue or expenditure during tho
previous years.

(Paragraph 50.}

. VII. CiARGES 1N ENGLAND.

. 927, The bulk of the State Expenditure is ine 1 in India
bub a small part of it is incurred abroad. Stores required for the
Statc are purchased in seve Wl foreign countries. Puwrchases in the
United Kingdom and in i Furepean countries are made
through the India Stores Deypariment, London.

(Paragraph 52.)

28, The High Commissioner for India in London is provided
‘with fands by the Union Government. Expeuditure is met from
this ahd recouped by passing on the debits to Tamil Nadn Govern-
ment. The charges incurred in England fall mainly ander the
following categori - -

(@) Purchase of Stoves. ) ) .

() Teave salaries and depulation pay payable in England.
. (c) Sterling Overseas pay (where admissible and drawn in
England).

(dy Pension and axmuities,

(e) Miscellaneous items like scholarships,  contributions,
cost of publications, indented throngh  the ~High
ssioner, etc.

gratuitics, ete.

stipon
* Commi:

(Paragraph 53.)

929, The High Commissionor is the disbursing officer in regaid to
charges in England under his control ; but he makes payments as
arule only in accordance with the sanctions accorded by tho
Tamil Nadu Government and their officers. Honco, the Heads of

~ Departments and other estimating officers should prepare the
estimate for these charges in the first instance. The High Commi-
" gsioner is empowered to correct the estimates sent to him, wherever
necessary on the basis of further information available with him
with regard to the progress of expenditure, the price of stores and
the dates on which the stores will be ready and payments made.
’ (Paragraph 54.)

30. For purposes of budget-estimates, the rate of 21 Rupees
to a pound is adopted.

: (Paragraph 55.)



81
31. Tu the case of direct purchase of stores i a foreign country
other than the United Kingdom and the United States of America,
payments are made divect 10 the suppliers by the purchasing officers
like any other payment in India.

(Paragraph 52.)

VIIT. Part II—ESTIMATE:

32, Part II Estimates are the estimates of the cost of schemes
involving new expenditure or abandonment of existing revenues.
The estimates should be sent to (lovernment before Ist 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 I of the Budge! Iistimates :—

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

(b) Schemes involving the abandonment of existing revenue
wlsen the amount of revenue to he forgone excceds Rs. 23,000 per
arnum recurring or Rs. 1,00.000 non-recurring or when the scheme
involves & 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.

(i) Temporary additional posts in the Public Works Depart-
ment to supplement the quasi-permanent and permanent cadres
for the execution oariginal major and minor works for which special
temporary cstablishments have not been employed.

(iii) Additional post, the cost together with leave and pension
confribution  of  which  is recovered 50 as to bear only a
trivial amount to be debited to the State Cousolidated 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 considercd essential. -

(Paragraph 63.)

35. Evory proposal or eme must be explained fully and
concisely and its financial implications, both immediate and ulti-
mate, as also to physical largets clearly Lrought out. Schemes
relating to works must be accompanied by sketch plans and approxi-
mate estimates.

(Paragraphs 6({ and 69.)
105-19—6 . -
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IN. CoxtrOL OV EXPENDITURE.

36, The Head of tho Department is the Chiel Controlling Officer.
The Head of the district is the subordinate controlling officer.  The
Head of an oflice is o disbursing officer undor the contro] of the Chief
Controlling Officer and the subordinate controlling officer.  The
Chiel Controlling Oflicers will be yexpousible for controlling expendi-
ture from the charged appropriations placed wt thoir elisposal and
will exercize control through the subordinate controlling officers and
the disbursing officers subordinate to them.

(Pazagraph 115.)

37. The Chief Controlling Oflicer will ensure (1) that the gran
Placed ab his disposal is spent only on the ebjects for which it has
been provided, (2) that the exponditure is kept within the sanc-
tioned grant and (3) that all financial rule and regulations are
observed in expenditure by himself and by his subordinatos.

(Paragraph 11s.)

3%, Bach Disbursing Officer maintaing a Register in Form - ¢
of his disbursement and liabilities in which entries ave marde then
and there. The ontries in the several columns are totalled at the
end of the month.  The total shows the monthly and the progres:
expenditure to the end of the month under units of appropriation
relating to his office. The progress of expenditure under each item
ix watched with reference to the amounts allotted to him.  After
the close of each month. the dishursing  ofiicer, after veconciliation
witl the treasury figures, forwards to the subordinate controlling
ofticer, an extract of his accornt in Form €7 containing figures
of expenditure in cush, adjustirents nade by the  Accountant
General, Madras and undischrgaed liabilitics.

(Paragraph 123.)

39. Tho Subordinate Controlling Officer should consolidate in
form ‘D’ the figures in his own Register of disbursements (Form
() and figures in the extract received from the disbursing officer
After reconciliation with the Treasury Officers, he should =end an
extract of his Ilegister in form D7 to the Chief Controlling

. Officer.

) (Puragraph 124.)

10. The Chicf Controlling Officer should consolidate in Form
<D, his own expenditive  (in form ‘C’) and that shown in the
extracts reccived from the subordinate controlling dfficers and all
adjustments communicated by the Accountant-General, but not
taken ints account by his subordinate officers.  He shouid se d an
assistant to the office of the Accountant General, to reconcile the
diserepancics between the departmental figwres and booked figuros
in the office of the Accownant Nencral. Nevessary :Ldj“.‘ih‘ﬁcl\ls
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are (hen made in the departmental Registers and in the books of
the Accountant General, and the fact is intimated by each to the
other.  The Chicl Conirvolling Officer then sends  a certificato to
the Accountant General that his figures have been reconciled with
the figures in the Office of the Accountant Genord,  If the oftice of
the Clmvf(umm”ing officer is outside Madvas, he should send to
the Accounfant General, Madras, on o before  28th day  of the
month fol Jm\-ingt]mt(n\\'hichlho account relates, an extract in
Form D" by post. The Accountant General will check the tigures
with his own aceounts and take steps to reconcile the figures
(Paragraph 127.) °

41. The objects achieved by the reconciliation of departmental
ligures with the figures hooked in the office of the Accountant
CGeneral, Madras, ave as follows :

(1) WMisclassifications in accounts are vectified.
(2) Accurale accounts are maintained by the Chief Controlling
Officer to enforee sufficient departinental financial control.

(3) The Accounts maintained in the oftice of the Aceonntant
Coneral arc made accurate for compiling. the final !published
accounts, e

2. The Audit Department also watches the pragress of expendi-
twre against the graut as a whole and against the allotments for
each sub head md units of appropriation and {akes appropriate
steps whenever neeessary.

X. RE-APPROPRIATION.

43. An appropriation ix operative onty until the close of the
financial year. Any unspent balance of appropriation Japses on
the 31st, March. It*s not available for utilisation in the following
year.

(Paragraph 136.)

14, Savings due to over-hudgeting or pustponewent ofor cconomy
in 0)|1endmuu should be saimrendered to the Finance Dq:allmcm.
The Finance Department will resume the amount and hold it
under the concerned grant or re-appropriate the same towards
“Jump-sum  deductions made for probable savings ™ under the
grant where such deduetions have beew made. .

(Paragraph 137.)

45, All saviugs anticipated by the Chief Controlling Officers
should be reported Ly them with full details and reasons to the
administrativo departments concerned of the Secretariat. No
amount out of savings should be held in reserve for meeting addi-
tional exponditure not aleady approved by the competent autho-
rity. . .

- (Paragraph 13s)
105-19—64 - .
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46. The Re-appropriation ix permissible only wheu it is known
or anticipated that: the appropriation for the unit from which funds-
are diverted will not, bo utilised in full or that savings can definitely
be effected in it.

(Paragraph 140.)

47. Re-appropriations ave not permissible in the following
.

(i) From one grant to another.
(it} From the *Charged’ to the - Voted’ Scction or wire-
" versa.

(iit) To provide for new expenditure whether ¢ Voted’ or
¢ Charged *.

(iv) To increase or provide for tho expenditure on any item,
the provision for which w specifically reduced or disapproved by
the Assembly through a substantive or a token cut.

(v) After the close of the Financial Ye

(Paragraph 141.)

48. The Tinance Department have powers to sanction any
re-appropriation within a grant from one major head, eninor head
ora sub-head to another. The Controlling Officers will have
powers to sanction any ve-appropriation within a grant between
the heads within a minor head if the expenditure is under the general
control of the administrative department coucerned or if the
ro-appropriation does not involve the undertaking of recwrring
Tiability or if it is not for the purpose of meeting expenditure on an
object for which a provision has not been made in the Appropriation
Act.

(Paragraph 145.)

45, Normally, the appropriation against the several sub-heads
a6 shown in the original budget estimate should not be ekeveded.
However, there may be unavoidable and unforeseen circumstances
during the cowrse of the financial year making it necessary to ineur
urgently fresh expenditure under one or more sub-heads or to
incur expenditure on a '* New Service ” not contomplated in the
original budget estimate. In such cases, tho approval of tho
Logislative Assembly to any additional expenditwe over the
amount voted by it for gross expenditure in-a grant will be taken
by means of a Supplementary Grant ”. Pending the authori-
sation of funds by the Legislature, an advance may bo sanctioned
by the Governor from the Tamil Nadu Confingency Fund to enable
urgent expenditure being incurred. Such advances ave sanctioned
by the Finance Department, on receipt of application in the pres-
cribed form from the Heads of Departments concerned. Theso
items of expenditure aro regularisediby making provisions in the
Supplemgentary Estimates to be preseuted to the Legislature.

) (Paragraph 151.)
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XI. CoxyurTEE oN EsTIMATES.

50. The Commitiee an Fstimates is a Committee constituted hy
the Legislative Assembly for the examination of such ofthe esti-
matos as the Committee may choose to examine or are specifically
referred to it by the House or Government. The constitution and
the functions of the Conumittee are regulated by the Tamil Nadu
Legislative Amsembly Rules as may be in force from time to time.

(Paragraph 187.)

51. The funetions of the Committee aro (1) to suggest improve-
ments in  organisation, efficiency or administralive reform con-
sistent with the policy of the Government, (2) to suggest alternative
policies in ordor to bring about officiency and economy in adininis-
tration, (3) to examine whether the money is well laid out within
tho limits of the policy implied in the estimates and (4) to suggest
the forms in which the estimates should e presented to the Leyis-
lature.

(Paragraph 188.)

52, The Committee will consist of 14 members in addition to

the Finance Minister and the Chairman of the Committee on Public

«Actounts who will be ex-officio members. They will be electod

from the Assembly from among the members. The term of offico

will. be one yoar.

(Paragraph 189.)

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

(Paragraph 190.)

XII. CoxutrTEE OoN PUBLIC ACCOUNTS.

54. The Committes on Public Accounts is a Committee of the
Legislagure. Tt is ifttended for the examination of the accounts
showity the appropriation of sums granted by the House for the
expenditure of the State Government. the annual finance accounts
of the State Covernment and such other accounts Iuid befure tho
House as the Conunittes may think fit {o examine.

(Paragraph 200.)

556. The Comunittee will cousist of not more than nineteen
members in addition to the Finance Minister and tho Chairman of
the Committee on Estimates, who will be ex-officio members. Of
these mombers, not more than fourteen members will be olected
by the Assembly from ameong its members and vot more than 5
members will be elected by the Council from among
the members. Tho term of office of the Committee will not oxceed
one year. The Chairman of the Committee will be nominated by
the Speaker from among the members, of the Assembly elected to
the Committee. K

- (Paragraph 201.)
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56. The functions of the Committee are  to scrulinise ihe
appropriation of aecounts of the State and  the veport ol the |
Comptroller and Auditor General of [ndia.  “Ihe Committee has
to ensure that the moneys shown in the accounts as having been
dishursed were legally available for and applicable to the servieo
or purpose to which they have been applicd or charged. The
Committee has also to ensmre that the expenditure conforms to
the authority which governs it and that every ro-sppropriation
has been made in accordance with the roles presceibed. The
Committee will bring to the notice of the Assembly every case in
whicli it is not so satisfied. Any caxe which the Fhnence Department
L reguested it to bring to the notice of the Assembly will also
b reported by the Committee.

(Paramaph 202.)



CHAPTER XIL
THE MADRAS ACCOUNT CODE.

.
) [ IxTRODUCTORY.
.

The Madras Account Code comprizos three volumes, Volume I
of the Codo doscribes the functions of the Auditor General of TIndia
inrelation to Covernment aceounts. It also gives in brief the
goneral principles and methods of accounting.  Volume IT of the
Code contains the divections of the Auditor Ceneral of Indin velting
1o the initial aceounts kept by treasuries and the forms in which
accounts are rendeved by them to the Audiv and Account offices
under his control. Volume [T contains the Auditor General’s
divections regarding the initial and subsidiary acconnis kept by
the Public Works and Torest Department offices and the accounts
submitted by these ofticers 1o the Audit and Account Officor.  The
Treasury accounts and the forias mentioned in Volume II are briefly
discussed in this Chapier.

* 2. Thes Government accounts are kept in the following three
parts : .
- Part I—Consolidated Fund,

Part IT—Contingency Fund.

Part TII—-Public Account.

Fach State Government has got separate accounts under the three
parts,
3. Part I—Consolidated Fund consists
(i) © Revenue ~ Division dealing with the proceeds of taxa-
tion aud other redeipts classed as revenie and the exponditure,
the net result of which ropresents the rover urplus or defieit
for the year, e.g., Land Revenne receipts, ostablishment charges,
ete.

of —

(i§) * Capital ” Division dealing with the oxpendituro met
usually from borrowed funds. It also ineludes receipts of capital
nature intended to be applicd as a sot off to capital expenditure, -
c.g., Expenditwre on construgtion of buildings, ete., expenditure
of capital nature and capital veceipts. .

(iii) “ Debt ” Division comprises loans raised by Government
of a pwely temporary nature classed as * Floating Debt,
Public deht incurred and discharged loans to local bodies cte.
recoveries from them.

4. Part II—Contingeney Fund of the State is in the nature of
an improst created from a non-recurring contribution from the Con-
solidated Fund under the Contingency Fund Act, 1954, as* provided
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in Aticle 267 of the Comstitution. 1t is intended to provide for
advances for meeting unforeseen oxpenditura arising in the courso
of a year, pending authorisation of such expendituro by law Lo be
passed by the State Legislature.

5. Part T1T—Public Account pertains Lo moneys received by
Covermnent which are not creditable to the Consolidated Fund, Tt
comprises of—

(@) Unfunded Debt (State Provident Fund);
(h) Deposits and Advances ; and
(c) Remittances.

6. The accounts relating to (@) and (b) shovo record transactions
it respect of which the Government act as bankors voceiving amounts
which they afterwards repay and paying out amounts which thoy
subsequently recovor. The remittancos comprise meroly adjusting
heads and all entries under thom ave cleared eventually by adjust-
ment under final heads (1) Fow (2) Public Works Departimoent
Remittances:—

The structure of accounts consists wainly of the following
ns.

) Major Head, ol

) Group Head,

) Minor Head, :
)

)

)

19

ey

Sub-head,
Sub-head of appropriation, and
Detailod head.

N

— = —

C

Eaxamples :
(1) Major Hoad—19. General Administration.
(2) Group Head—District Administration,
(8) Minor Head—o. General Establishment.
(4) Sub-head—A. Colleetors and Magistrates.
{5) Sub-head of appropriation—3, Allowances and Houm‘iu‘ia,
(6) Detailed Head—Travelling Allowance.

8. ¢ Major Head ” means a main head of account for the purpose

of recording and classifying the roceipts and disbursements of public
reveILues. )

9. “Minor Hoead ” means a head subordinato to a Major Head
or & Group Head. "

10. “ Group Head ” means an intermediate head’uf acecount
introduced between a major and the minor heads under it when
the minor hoads are numerous and can conveniently be grouped
together, undor such intermediate heads.
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11. * Sub-hoad ” means a head subordinate tn a minor head,

12. “ Sub-head of appropriation ™ means a head subordinate
to a minor head or where a minor head is split up into one or more
sub heads to a sub-head for which an appropriaticn is separately
made in the Budget Estimates.

13. “Detailed Head ™ wcans the correct accounting anif
under which tho transactions of Government are recorded in the
accounts and is also the lowest unit for which figires are given in,
the Budgoet Estimate.

14. To avoid confusion, all receipt heards have a Roman numbes
affixed to the head of acconut and charges head “an Avabic number -
Fxample : IX. Land Revenue (Receipts)--19. Goneral Adminis-
tration—(Expenditure).

15. For each department, there is a major head of account for
recording the total receipts and disbursements of that department.
Expenditre undor o major head is classified wnder several minor
heads and sub-heads and lastly wuder detailed heacls, Group Heads
are introduced only where necessary.

- IT, CLASSITICATION OF TRANSACTIONS IN TREASURY
AcCouNTs.

16. Each item of receipt and payment that takes place at a
treasury is broadly classified in the treasury accounts—
(1) with reference to the Government to which the transuction
relates, viz., the Central or the State Covermmont ; and
(1) with referonce to the depariment or heads of receipts
and exponditure as prescribed by the Accountant General.
(Article 4) ¢
17. Any transaction which cannot be allocated directly to any
particular department or to any of the preseribed heads of classifi-
cation should be entered in the accounts as an ** unclassified item
and the Accountant General will clarify the position.

(Article 3.)
18. The transactions of the Central Government are accounted ~
for in separate sels of books and vegisters in tho State treasuries.-

. {Axticle 6.)

19. The transactions relating {o other States are clussified in
the “ State ” section of the treaswry accounts under the SUSpeINe
head  Inter;State Suspense Account-- Government of, ”

(Article 8.)

20. The transactions relating to
under the head '* Adjusting 2
in the accounts of the State tr

Railways
:count with  Railwag
suries.

. (Article v-.\.)

are classified
Railways
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21, Transactions on behall of other countries (other than the
dovernmenl of Burma and *Pakistan) are classified nnder appro-
(e heads of accounts inthe Central soction of the treasury
aecounts ;3 while those relating to Burma and Pakistan are classified
cording to the instructions of the Accountant-General.

(Article 10.)
Xeceipts and payments on account of the Reserve Bank
originaling in a State treasury or sub-trepsury are eredited or debited
to the head - Accounts with the Reserve Bank ™ in the Stdte section
of the Treasury Acconnts,

29

(Article 11.)

3. A remittance between any fwo treasur whether made
direct or through currency chests will be classified in the  treasury
accounts as ¢ Local Remittence ™ if hoth the treasuries ave nnder
ngle Government and as © Foroign Remittance 7 if the treasuries
are under different Governments.

(Article 17))

2. Remittances botween two sub-treasuries in the same distriet

or between a treasury and a sub-treasury under its control will ha
treated as merely “Transfers within the Treasury™.

. .

(Ansicle 10)

25 Remittances from a District Treaswry to the Mint will be

accownted for in the treasury accounts as payments on account of

Central  Government and classified as * Foreign Remit{ance .

(Article 20.)

26. When a payment is authorised to he made “by transfer »,

ic., by entry of the amount in the accounts under the same head

of receipt, there will be a corresponding entry in the accounts under
.~ the appropriate head of expenditure.

III. REcorDS IN Tk TREASURIES.

(1) Non-Banking Treasuries.

27. The Treasurer in a District Treasury (which is not a banking
{reasury), will maintain a simple Cash Book (without Subsidiary
Registers) in which cach roceipt and payment will be posted ab
tho time of cach tramsaction. Payments made . by transfor ”
will not find place in the Cash Book as there is nopayment of cash.

*(Article 29.)

28. In o sub-treasury, the Shroff will maintain the CasK Boolk in
two volumes—one for receipts and the other for dishbursements.

. (Form T.A. 1.)
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20. A Cash Balance Register in Form T.A. 10 will also e
maintained.

(Article 20--T.R.1.)

30X Day-Book in Formn T.A. TIT will he maintained in cach
treasury and every receipt into or payment from the trensury will
be mnmml in it. Receipts ol payments relating to  certain
d(*pl\,m“o 15 and classes of {ransactions will be entered in detail
in the Sulfidiary Ragisters aud not in detadl in the Day Book. The
total receipts or payments recorded in detail in each  Subsidiary
Register will he carriod  to the  Day-Book at the close of cach
working day.

(Article 32—34 L.y
31, The receipts and dishursements on hehalf of Railways will
I posted separately for cach Radlway in Forms 1A 1o and T.A

(Article 38-A.)

(i8) Bunking Treasurics.

42, Whero ihe cnsh business of o treasury i conducted by the
Bank, the Bank renders two daily accounts of receipi= and disburse-
*ments fgr Central and State Governments.
(Article 42.)
-
© 33, The transactions vepurted by the Bank in the daily state-
ment of receipts and payments will be 1m>ted into the Caxh Book
either divect or through some Subsidiary Register, i the same way
as transactions {aking place in non-lanking treasuries
(Article 43.)

/
IV. INCORPORATION OF SUB-TREASURY :\CCOUNTS. .

"84, The transaciions thal oceur at a sub-treasury are reported
to e dis wry in a daily sheet in Form T.A. § supported
by vouchers showing veceipts, dishursements and balance of the
day: The transactions of the Central Government and the State
(lovernment are reported in separate daily sheots.

(Articles 47 and 49.)a

35. The sub-treasuries in Tamil Nadu render monthly classified
accounts lo the district treasury. The sub-treasury transactions
are incorporated into the accounts of the district treasury only
monthly.

(Article 47—Local Ruling 1.)

36. The cash balance in a treaswry/sub-treasury is verified daily
by the Treasury OfficerSub-Treaswry Officer and any amount
found surplus or deficit should be brought to account as such in
the eash book on the receipt or pavment side. as the case way be.

. (Article 54.)
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V. Derosirs.,

37. An amount should be credited ax a deposit only under the
orders of a competont authority. Any amount which ean straight-
away be credited to any head  of account  should  naf be placed
among ‘Deposits. ™

(Article 62.)

.
38. Fach item of deposit received is entered in a Register
(Form T.A. 20) and numbered. 1t is recorded in  the name of the
person from whom it has been received and not in the name of the

t8vernment servant through whom it is received.
(Articles 64 and 63.)

39, Bach repayment of deposits will be recorded both in the
Register of Repayments (Form T.A. 21) and in that of Receipts
(T.A. 20). In the latter register, the date and amount of the repay-
ment are also noted.

(Article 66 }

40, When a deposit is adjusted by transfer to some other head ef
account, the head of account and the item in whieh it is igeluded «
in the treasury accounts should be noted both in the Register of
Receipts and in the Register of Repayments. .
(Article 67.)'

41. The amount of a lapsed deposit, when refunded will be
chown in the treasury accounts as a “miscellaneous refund” and not
as a * Repayment of Deposit”.

. (Article 68.)

o* 49, Deposits made at a sub-treasury should be brought, item
by item, through the daily sheet to the District Trgasury Registers
and must be numbered in the general series. In respect of transac-
tions relating to Personal deposits—such as Wards, Estates, Dispen-
savies, Municipalitics, otc., the daily totals of the transactions may
be noted in the Registers in the district treasury.

. (Article 75.)
- 43. The Receipt Registers and the Repayment Registers are

maintained in Form T.A. 20 and Form VI at a district treasury.

- (Articles 75-T7—L.R. 2.)

V1. MISCELLANEOUS ACCOUNTS.

44, Tn every treasury from which revenue advances are made
one or more plus and minus memoranda (Form T.A. 46) will be
maintained. | The advances when made will be debited and all
recoveries, when effected, credited. «In Tamil Nadu, the treasury
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keeps plus and minus memoranda for the following classes of
advances and other recoverable amounis:-—-

(1) Cost of Survey of estates not wnder the management of
the court of wards.

(2) Advances to cultivators made by officers of the Revenue
Department, the Agriculture Department and the Tndustrics
Department.

(3) Imprests for minor irvigation works.
(4) Survey advances.

(5) Advances under speeial Jaws,

(6) Miscellancous loans and advances.

(Article 90 and L.R. 1

o VII ACCOUXTS RETURXS TO BE RENDERED BY
TREASURIES.

o

45, The Treasury Oflicer will render separate monthly classified
accounts to the Accountant-General for transactions of the Central
Government and the State Government. These accounts will he
supported by separate lists of payments, schedules, vouchers, ete.
A classified list of cach day’s receipts and payments will be prepared
in Form T.A. VII from the Accountants” Day-book. The 1eceipts -
and charges entered in the classified list will be totalled and agreed
with the totals in the Day-book. There is an intermedigte™
register called “The Posting Register” and it is used in compiling
the ihonthly 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 treasury. The Posting
Register of a district treasury is used for compiling the transac-
tions of the entire district. The grand 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, ete. After all the subsidiary
accounts preseribed have been compiled and the major head totals
posted into the main treasury accounts, the figures in the main
sccount will be totalled and the account closed.

© (Articles 95-99—L.R. 1 and 4.)
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46, The district treasury vovehiers and the vouchers received
from the sub-treas s will be listed in Form Nos. 'INAL XA and
X-B of Madras Account Cotle, Volune T and send: to the Accountant-
General in two batches-—the fivst and the second fist o’ payments.
The first Hst will include alt transactions taking place at the distriet
treasury from lst to 6th of the nfonth and all transaetions takirg
place at the sub-treasury from the date following the date of the
closing of accounts for the previows month up to Gth of the month,
“The sccond list will include transactions of the treasury and sub-
treasuries for the rest ol the month. The list of paymenis will he
phepared separately for cach major head of account.

(Arvticles 95-99-~ L. 11+)




CHAPTER XI1IL
THE MADRAS TR_EASURY CODE.
N I. INTRODUCTORY.
. The Masiras Treasury Code comprises two volumes:  the
Brst contains the text of the Code aud the second contains the

appendices and forms. The first volume has been divided into
three parts as noted below -

Part T—"The Madras Ireasury Rules.
Part II—The Subsidiary Rules and the excentive instrue-
tions under the Madras “I'reasury Rules.

Part [{E—Miscellaneous  Statutory Rules  and  exceutive
instructions.

2. The Code deals with the procedure for the payviment of monevs
into, withdrawal of moneys from and the custody of moneys in the
eovernment account of the State. It also sets out the detailed
-procedure to be followed by the depavtmental officers in regard to
Government money before it is paid into the {reasury or bank and
alter it is withdrawn from the treasury or bank.,  The sul
rules and exccutive instructions relate to drawal and dishur
of pay, allowances. pensions and other  charges, reeoy
refunds of revenue, deposits. preparation of vouchers, charges. ete..
and the relation of the departmental olticers with the {reas

1[. GENERAL SysTEM oF CoxTROL OveRr TREASURY.

L The Direotor of Treasurics is the Head of the D Department of
the Directorate of Treasuries and Account The general adminis-
trative control of the treasuries and the sub- lleasul ies in the Tamil
Nadu State is vested in him.  He ix vesponsible for the management,
supervision and functioning of the Treasury and Aceounts ()zrv:uu<'n-
tion.

1. There is a Distriet Treasury in all the district headquarters
except the Madras “Distriet. - In Madras, the Pay and Accounts
OIhcc Madras functions as a Treasury in respeet of cliims against
Treasuries are of two  kinds, viz.. (1) B.uﬂmw
TPreasurics amd (2) Non-Banking Treasurics.  The former does not
keep cash, while the latter I\LL‘])\ sufficient cash balance.
{reasuries make payments through the Reserve Bank of lr\dm or
through the State Bank of India acting as the ent of the Beserve
Bank of Tudin. At a Banking tr transactions are
posted taomediately on the following day on reeeipt of daily #atemends
frem the Bank. In the case of non-hanking lxc(lauue the day’s
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transactions are accounted for in the hooks on the same day.  All
the Dist Treasuries in this State are Banking treasur The
Treasury Officer is the immedicate exceutive controller of treasury.
He attends to the day-to-day administration of the treasury in
accordance with the Treasury Rules, the Subsidiary rules or instruc-
tions preseribect under them and the orders issued by the Clovern-
ment, the Dircctor and the Aceountant-General from time to time.

~ 5. There is a sub-treasury at the headquarters of every talulk and

some important sub-taluks, There are 124 sub-treasuries in the
State. Only 18 sub-treasurics 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 attends to the
day-to-day administration of the sub-treasury in aceordance with
the rules, orders contained in the codes and instructions sl
by the Accountant-General , Madras, the Divector and the T wy
Officer from time to time. The sub-treasury officer is personally
responsible to the Treasury Officer for the due accounting of all
-s received in the sub sury and for the safe custody of cash,
notes. stamps. opinn, securities and other Gtovernment property.

6. There are also collection depots in tho offices of some of thé
Deputy ‘Bahsildars. A collection depot is not a sub-treasury ;. but
merely a depot for the receipt of Government moneys. [t has befna
established in the offices of some of the Deputy Tahsildars which
arc at a considerable distance from the nearest treasury, in tracts,
where communications are difficult. A list of these collection
depots is given in Appendix G of Madras Treasury Code, Volume I1.
The Accountant-General, Madras is the head of the office of Audit
and Accounts. He is subordinate to the Comptroller and Auditor-
teneral of India. He keeps the accounts of the Stato and exercises
audit functions in relation o these acconnts on behalf of the Comnp-
troller and Auditor-General of India. At the keginning of cach
month, he receives from the treasurios monthly compiled actounts
supported by requisite schedules, vouchers, ote., 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 trangactions of the State Government and the other for

transactions of the Union Government.

7. Every district treasury is the local depot. for the eustody and
the sale of stamps of all descriptions. The stamps are of different
kinds, viz.,

(1) Non-Judicial Stamps. .
(2) Judicial—Part L. .
(3) Judicial—Part IT.

(4) Copy Stamps.

() Revenue Stamps.

(6) Service Postage Stumps..
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(7) Tobaceo Excise duty labels.
(%) Central Kxcise Revenue Stamps.

The ftreasuries obtain their reqr irements by placing indents on
the Controller of Stamps, India Sccnrity Press at Nasik Road.
liach 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 arce the property of the Central Government,
fobaceo excise duty labels, matceh excise bandrols and four months
in the case of non-postal stamps in addition to the stock required”
for the eurrent quarter or fonr months, as the caxe may be.

The isstie of licence dises for motor vehieles is being done at the
banking and non-banking sub-treasuries and some of the district
treasuries.  The sub-treasury ofticers concerned are the motor
licencing officers for this purpose. The party remits the amoant of
the tax due for a particular vehicle for a quarter into the sub-
treasury or into the bauk and obtains the licence dises from the
Motor Licencing Officer (Sub-Treasury Officer).

ITL Recitpr axp PavMeNt or Mod

o \m) officei receiving meney of the Government should
l'umhm a Cash Book in M/T.C. Form No. 5. All wmonetary transac-
““tions should be entered in the Cash Book as soon as they oceur and

be attested by the officer in token of check.  The cash book should
be closed daily and be completely checked.

[T.R. 10—S.R. 3 ()]

. 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 received by any departiment
of Clovernment, on Ciovernunent account should not be kept out of
that.aecount. Gener.x]lv the moneys received as receipts should
not be appropriatod to moet the depmtumnlal expenditure.

. - [T.R.7Q)]
11. In certain excopted cases dircet appropriation of depurt-
mental receipts for the departmental expenditure is  authorised,
camples are given helow :-—

(1) Diet money of witnesses.

(2) Cattle Pound receipts to meot feoding charges, disburse
ment of commission to pound-keepers, ote.

(8) Village collections for disbursing the allowances (o
lemples. pte., treated as beriz  deductions.

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

Tn all these cases the reccipts and oxpenditure should be included
under rveceipls and disbursement of Govermment by means of
adjustments in Government accounts.

105~19—17 - .

A few
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12, Any person paying mouey into the treasury shall present
with it a memorandum or chalan in the form preseribed by tho |
CGovernment.  The  Chalan-3UILC Form 9 or 10 contnins the
Tollowing informatior

(1) The Govermmnent servun! or other  person on whoso
acconnt the payment is made with asthority.
@

(3) The nature of remiitance.

he amount paid in words and figures.

() The bead ol account Lo which the amount should bo
classified.
: (3) The allocation of the wnonat  hetween  Government
and departmonts (if any such allocation has to be made).

(6) Signature of Remitber.

It should be prepared (in triplicate). Tho chalans relating  to
cach Subsidiary Registor should be nwwbered in a sspavate monthly
consecutive series and those which are entored dircctly in the Day
Book should bear a separate series of mumbers. .

PR 10—-8. R,

13. All moneys paid into the Government  account at®d tl‘ensur.\'
should be eredited immediately on veceipt under the approprigte
heads of account in the Government accounts and  will form petf™
of the general treasury balance.  As a general rule, no money should
be kept in a treasury strong voom unless it has  been paid into the
Government account and it forms part of the generval treasury
balance. However, there are some cxeeptions to this rule. The
following amounts when received at the treasury are be ught to a
Register called “Freasurer Shroff™s Amnanath Balance .'ngis\’ur o
in forw 16 of the Madras Lreasury Code, Volume 11, The amounts
are brought to account immmediately  when the treasury opens on
the next working day :— . .

(«) A village vemittance which is reccived  when the treusury
is not open for transactions, v

remittance which s received
trinsactions.

(hy A treasury o cirrenc
when the treasury is not open lo

(¢) Other money sent by a Government servant {rom a

- distance payment iuto the treasury (or paid in respect of postal

woney orders) which ix received when, the treasury is not open  for
{rusietions.

[T. R. 10—S8.R. 15]

14, The Treasury Ofticer or the Sub-treasury Officer is r sponsible
fe custody of the wmounts in the Treasury or the Sub-

Similarly the Bank is responsible for the safe custody
of Govermment moneys deposited in the Bank. “

. . [T R. 11]
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moral may permit-withdrawal of money

15, The Aveowndant-
Mo ang prrpose. .

[T. R. 1]

15, A Treaswry Officer may pernit  withdrawal of nioney for
e of the following purposes :—

(1) to gay
officer ;

stins dwe from the Government fo the drawing

(i) to provide the deawing officor with funds to meet claims
Ukely to he presented against the Covermment in the immediate
future by :—

(1) other Governmont sorvants ; or
(2) privaie parties ;

{iii) to enablo the drawing officer to supply funds to anovher
Governunent servant from which to meer similar claims ;
(iv) o pay direet from the treasury or from the bank sums
due by the Governmont to w private party ; and
(v) in the case of an officer or autharity cmpowered to make
s of moneys standing in the Goverument account for the
ch investments. .
. {r. .

17. A Treaswry Officer  cannot permit  withdvawal for any
purpose not spocified ahove wnless expressly authorised by the
Accountant-General.

[T 12, 15]

18. A claim agaiost the Govermment will be made by presenting
at the treaxury a bill or other voucher in the preseribed form dualy
veeeipted and staraped when necessary. Lvery Dbill  or other
voucher will contaire tull details as to the amount and the nature
of the &ldim and all particulars nocessary for the proper classitication
of the payment in the accounts. A Lill or other voucher drawn by
» Government servant will be signed and when necessary counter-
signed by the Coverinnent servant competent to do so under the
relevant rule: The Treasury or Sub-Treaswy witl receive and
cavofully scrutiuiso all bills and other vu_uchol« presoribed.  If the
Treasury or Sub-Treasury & fitcer is satisfied that a bill or other
voucher is in order and that the.claim i one which he js authorised
to pay he will sign a paymont ordor onit.  Paymont will then be
made aceordingly and entries made in the accounts.

’ [T. B 16—8. R. 1]

19. Bvery receipt for a sum exceeding Rs. 20 should be duly
stamped by the payce with 2\4.10 P. lie)’cnuc Stamp. There arc
also exceptions o this rule.  The exceplions are found in Appendix
11 of Madras Treaswy Code, Volume IL .

Examples : Reccipls given by, or on bebalf of, Govermmnont,
105-19—74 .




100

20. A Treasury Officor has no authority to act undor an  ordor |
of the Government sanctioning a payment unless tho order is an
oxpress order 1o hiu to make the payment and oven such  special
orders, in the absenco of urgeney, should bo sent through  the
Accountant-General.

: [T. R. 17]
é

21, A Treasury Officor should not honour o claim which ho

considers to be disputable. He should  requive the claimant to
vofer it to the Accountant-General.

i [T. R. 18]

922, Generally, & payment will be made in the district in which

the claim arises unless the Govermment by a gencral or special order

direct otherwise.

[T. R. 14]

23. The leave salary of a Gazetted Government sorvant who
draws his leave salary in India may be puid in auny district of tho
State. The loave salary of a non-gazetted Covernment servant
may be paid in that district only in which his pay conld be
drawn, if he were on duty. - .

(T, R
24. Pensions payable in India  may be paid in any  district of
the State.
|T. R. 21]
25. A Gazotted Government =crvant can  draw his pay, leave
salary or allowance, ete., only on receipt of an authorisation
(Pay Slip) from the  Accountant-General. Madras. If there is
any change in the emoluments also. due to sanction of increment,
ete., the revised rates of pay, clc.. can be drawn only on receipt
of the pay slip from the Accountant-General, Madras,* Tvery
treasury will keep a registor showing the names of all Gazotted
Government servants who draw  their pay from it. As soon
as eath pay slip issued by the Accountant- eneral is received, the
amount rontioned in it should he entered against the namo of the
Government servant concernci.

[T. K. 22]

. 26. In respect of a claim of pay or allow ances 10 a Government
servant for the first time in a district. the claim should be suppor-
ted by a last pay cortificate is ted by the drawing officer ov the
Treasury Officer of the former station. The last pay certificate
will be in the form prescribed in Appendix 17— Madras Treasury
Code, Volume 1I. Tt will contain details of the date of handing
over charge of the previous post, the pay and allowances le\v{f
up to the date of relicf, advances taken and outstanding and other
recoveries to bo effected on ageomnt of funds, income-tax, cle.
Any payments which mway be due are also indicated in it. Pay in
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the new station is claimed and deduclions effected with roferonce
to the entries in the laxt pay certificate. No payent can be made
at tho new station without the productions of the last pay certificato,
The production of the last pay certificate is not necessary in the
case of persons newly appointed to Government service.  When
once a last pay certilicate is ed to a Covernment servant, the
Treaswry Officer will not permit-any « ithdrawal in respect of pay
or allowances of & Government scrvant unless the cortificate is
first surrondered.

[T. R. 237

27. The District Collector may in wrgent circuistances likp
floods, earthequake and the like, authorise and require a Treasury
Officer to make a payment without complying with the provisions
of these rules. T all such cases, a copy of the order in writing
should Lo sent to the Treasury Officer. who in turn will veport,
at once, the payment fo the Accountant-Cencral. When the
Collector is absent on tour from headquarters or s ineapacitated,
tho Headquarters Sub-Collector or the Divisional Officer or any
other Cazatted Officer performing the duties of the Collector may
oxoreise these powors.  When money is vo urgently requived for
oxpenditure connectod with defence or other omergont purpo
if no such officer is on the spot, the Troasury Officer himsell may
make such payment.

.

. (T. R. 27~Illi£1‘ll(—fi0ns]

93. A Government servant who is authorised to draw moneys
by cheques shall notify fo the bank or tresasury the number of
each choque book brought into use and the number of cheques it
contains.

[T. R. 28]

29. A Clovernment servant who is authorised to draw or
countersign cheques or hills payable at the treasury or the bank
shou]d send & spoctnen of his signature through the superior or other
officer whose specimen signatwe is already with the Treasury.
When the Government servant makes over charge of his office to
another, he should send a specimen of the relieving Government
servant’s signature to the Treasury Officer or the Bank. - The
Troasury Officer should keep the specimen signature slips of
Government servants who draw on his treasury pasted in a Register
for referonce.

’ [T.R. 201
30. Tho Treasury Officer is responsible for recovering from a
drawing officer, as soon as an audit objection regarding the payment
of an amount is received from the Accountant-General,:Madras,
without regard to any correspondence undertaken or contemplated.
The drawing officer should also repay the amount as directed by
the Accountant-General. -
. {T. R.E31]
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. A CGovermmend serviint supplied with funds for expenditure
is lnxlmnqlﬂv for 1he funds until an acconnt of them has been
rendored fo the satisfaction of the Acconntant-General.  He s
alko responsible for sceing that payments are made {o  persons
entitled to reccive them. He should  maintain the prescribed
accounts for watehing the correet disposal of the money (o.g. by
pay, allowances, ele. among the staff)  and for
chocking the cash balanen in the office.
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TV, Pavyest 10 GAzZErTeD OFFICERS.

32, Pay, allowances, cte., will be paid to a Cazettod Officor
on his pexmml claim in [hv pay Dbill form (Form 42 ALT.C)
and {o his personal receipt. At his roquest the amownt  may
be paid to a messenger at his own ri A life-certificate should be
furnished on o ve salary bill by a woll-known porson, if the
Government servant does nol appear in person to take payment.
If the bill is presonted through o bhank which has exceutod  an
indemnity bond, no life certificate is necessary.

{T. R, 16—S.Rs. 3,4, 5and 6 ({r!]

V: Bris or Xox-Gazerred (OVExXMENT SERVANTR. e
S
33. Generally, the hills of the non-gazetted Government
servants will be drawn by the head of ﬂxc office. Separate bills
thould be prepared for :—
{1) Permanent csml)hahmonts
(2) Temporary establishments.

(3) The Government servants for whom no ostablishment
retwrns are submitted and no service books mm'nm,imc’x~

In respect of temporary establishiments, the G.0. numbet and
the date up to which retention was sanctioned should be qpomﬁcd

34. The following documents  should he attached to the

Pay Bill of an office establishment :—

(1) Averago pay calculation sheot, when leavo salary is claimed.
This shows how the leave salary amount is arrived ab.

(2) Absontee statement showing the name and designation
of éach absenteo, his pay, the nature of the absence, leave b&l"l\,
if ho is on leave, the name, designation and pay of the officiating
Government servant and the additional pay for officiating.

(8) Last Pay Certificate—whon the name of a Government
servant appears fov the first time in the establishment hill, unless
it is o first appoinment.

(4) Inerement certificate in support of increment, if claimed
in the bill” .
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5) Schednle of deduetions in the prescribied forms 0n account
of advancer, Postal Life hisarance, Provident Fund, ete.. o facilitsto
proper elassification and for posting in the ledgers in the Accountant-
General's oftice, -~

35, Every  deawing  officer shonld  attoch  to cach bitl or
voucher presented ot the & ryfsub-trensury for eneashmicut,
a slip in Mgdras Treasury Code, Forn 100 in which the  protie
of the major heael, minor head, sub-head of appropriation, previous
expenditure and expenditure  upto-date shouhl Le noted.  The
Treasury Officer  will veturn the  slips to the drawing  officer;
concerned after noting the voueher number of the bill to cnable
the Accountant-Cieneral to corvespend, i necesssary, with the
departmental officers concerncd direet withour the  intervention
ol the treasury. .\ Register in Form 100-A il be maintained
in the treasury for keeiing a record of the disporat of the trairy
voucher slips.  On receipt of the treasuey voucher slips from the
treasury, the drawing and  diztursing officer will - nete down the
treasury voucher numnber and date in - eolumn 11 of the Regi
in Madras Treasury Code No. 70, 1T I 1680 R,

36, After the grant of a pension to  a rvetived  Goversment
setvant By the competent authority,  the  Accountant-Generad
issues 4 Pension Payvment Orcer in two halves of which one, known

_asthe dishursers’s half,is keptin thetreasury at which payment
is to he made and the other is delivered to the pensioner. Payments
of pension should Le recorded in - both halves 50 the  Pension
Payment Order and attested by the initials of the disbursing officer
in the cages provided for cach month on the reverse.

[T. R. 16—5. Rs. 6t and 72 (4)]

37. The detailed procedure for the payment of  pensions and
identification of pensioners is found in subsidiary vules 64 to 94 of
Treasury Rule 16.

38.*The mon(‘l\ry account is an account for the di ising
the opening balance of the previous month,  the receipts and out-
goings during the month and the closing balanee for  the month.
The accounts of receipts and payments at a sub-treasury must e
included, monthly in the accounts of the district treasury. The
accounts in the distriet treasury ave closed monthly on the last
working day of the month. However, the monthly acesunts of
every sab-treasury should be closed af noon on  the dates speeified
below. If the dates specified fall on & Sunday or.a puhlic h'olid:x_\,,
the accounts may be closed on the previous working day :

. Aonths. Closing date.
1 (¢) February with 28 days . .. .. ndd
() February with 29 days .. .. ..

2 Months with 30 days .. .. .. .. 24th
3 Months with 31 days except March .. .. 95th
4 March .. .. .. .. .. .. 31st

. [T. R. 5]
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39, Currency chests are ordinarily est ablished by the Reserve
Jank of Tndia at a treasury fsub-treasury which does not transact
its cash business through the hank. All the dstrict treasurics
and some of the sub-treasuries in Tamil Nada are banking
ones. A separate currency chest has been kept  at each of the
non-hanking 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 ; hut %the Govern-
. ment are responsibie to the Rescrve Bank  for their safety. All
the Government servants should take the same care to  safegua d
the currency chest balance as they are vequired to  safeguard the
money belonging to Government. A currency chest  book in
Torm No. 36 of the Madras  Treasury Code, Volume II should he
kept in the chest. Every t ransaction  relating to the currency
chest should be entered in the book, proved and signed at every
transaction by the officials in joint charge of the —chest. They
showld satisfy themselves that the transaction has  been eorrectly
entered and that the balances have been correctly caleulated.

[T. R. 11—Instruction 14]

.



CHAPTER XIV
THE MADRAS FINANCIATL CODE.
1. INTRODUCTORY.

1. The' Madvas Financial Codo cansists of {wo volumes, The
first volume contains the fext of the Code and the forms. The
second  volume contains the appendices. This Code  contains
the financial rules of the Governwent, sueh as rules for ensuring
that revenue is collocted properly, rules "relating to fnancial
powers of administrative anthoritios, rules for the purchase of stores,
cte. It ineludes the rules and procodure regulating the various
s, of receipt and expenditire—such as pay and allowances,
contingency (including works and stores), grants, wlvances, ete,
The rules of this Code apply to all departinents.  However, the
detailed rvules governing the demand and collection of revenuo
wnder the control of the v s departments are contained in the
respective departmental manuals.  Some of the financial rules
contained in the Madras Public Works Department Code, the
Madras Tublic Works Account ('ode and the Madras Forest Depart-
gent Aceounts Code have also heen included in this (‘ode.  The

~officers of the Public Works Departient, the Electricity Depart-
ment and the Forest Departiment should follow these rules supple-
monted by the special instructions, contained in their departmoental
Codes.

2. Every Covernment servant who is entrusted 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 f expenditure from public revenues unless the
experfditure has been sanctioned by a genoral or special order of
the authority competent to sanction such expenditure and that
sufficient funds bave heen provided for the expenditure in the
Appropriation Act for the ewrent financial year or by re-appropria-
tion of funds sanctioned by a competent authority. Al Govern-
ment servants should see that proper accounts are maintained
for all Government financial transactions with which they are
concerned—whother it is a receipt or an expenditure. The Govern-
wment will hold them personally responsible for any loss that mE\y be
found to he due to any neglect of tho duties laid upon them by the
provisions of this Code and the other Financial Codes issued by
the Government. In this Code the expression “ Head of & Depart-
ment > r¢fors to any authority speeially declared by the Govern-
ment to be tho head of a department. A list of such heads of
departments is given in Appendix I of Madras Financial Code,
Volume IT. The financial year means the year beginning with
the Ist of April and ending with“the following 31st of March.
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3. The responsibility for tho recovery of rent in respect of auy
Govermuent building i charge of o departingnt  other than the
Public Works Department  or  the Highways and Rural Works
Departient which is wholly or pagtially nsed as o residence vests
on the dopartmental officers. In vespect of the huildings in charge of
the Public Works Department or the Flighways and Ritral Works
JDepartment, fhe responsibility rosts mainly on the Executive
Engineer or the Divisional Engineer respectively of tho division
concerned in which the huilding is Tocated. [Article 14.]

4. The duly of realixing fines and of cheeking the receipts and
refunds rests with the departmental Government servants.
[Avticle 26 (@).]

5 The Government have delogated powers lo tho depart-
mental authorities to sanction refunds of rovenues and they are
found in Appondix 2 of the Madras Financial Code Volume TT.

[Article 32.]

100, .Bxreyprrork : GEXERaL PriNcipLES axDp Rurzs.
-
6. A sanction for any fresh charge accorded by the Govern-
ment or an authority subordinate to the Government lapses,
if it has not heen acted upon for a year and, if it is not specially
rencwed. [Article 50.]

7. Normally, a claim against the Government should be pre-

| forred within a yesar of its becoming due. If it excceds one year,
the authority of the Accountant-Genoral, Madras has to be obtained.
. [Article 52.

s, There is a period of limitation for arrear claims agninst
the Government. The period in respect of the claims of the kinds
mentioned bolow is normally 3 years from the date on which the
Lamounts claimed first became due for paymont :—

(1) Pay and allowances, including leave salary.

(2) Pensions. . .
,-(3) Travelling Allowances.

(4) Payments made in contingent bills for suppljes mado or
servicos rendered to the Government.

Tf the delay in making a claim in the first instance under any of
tho items (1), (2) and (8) above is due to a mistake, the period of
limitation is three years from the date on which the mistake was
discovered. ” . [Article 55.]
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9. The Accountant-Goneral is responsible for the anditing of
all expendifure charged against the CGovernment. If any item of
expenditure is found to be irregular or in excess of what is due
he takes action sto remove the irregularity or recover the excess
amount paid thivough the Treasury Officer ani the Drawing Officer.

[Article 57.1
10. Every Government servant should give proper atfention to

all objections and orders received from the Aecountant-General
without any avoidable delay. [Article 59.]

IV. EsrTanusEMENT : CrAtMS oF CIOVERNMENT SERVANTS
AXD RECOVEKIES.

11. Tho Government have power to create or abolish any posts
in connection with the affairs of the State. [Article 62.]

12. The secales of pay for the various services and posts under
the Government are gencrally fixed by the statutory rules govern-
ing the conditions of service relating to those services or posts
respectivoly. [Article 61.]
MRS Stuerally, the pay, leave salary amd other monthly re-

cyiring payments of a Government servant become due for payment
“only on the expiry of the month to which they relate. Such payment
shonld not be made boefore the Ist working day of the next month.

. [Article 72 (@).]

14, Whon the first two days (including Sunday) of a month
(other than the month of April) ave public holidays, the pay of the
Government servants for the proceding mouth may be paid on the
last working day before the holidays. [Article 72 (c) (i}.]

15. The paympui. 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 pmrt of a month may be made at once without
waiting till the end of the month :—

(1) Whon a Government servant proceeds out of India on
deputation, leave or vacation and does not elect to draw leave-
salary in India under tho provisions of Fundamental Rule 91.

(2) When a Government servant is tranfserred to another
Audit Civcle and {frém one department to another involving change
in the controlling authority.

(8) When a Government servant is promoted from a non-

- Gazotted to the Gazetted post or reverted from a Gazetted to a
non-Gazebted post in eircwmstances involving a transfer from one
office to another. .

(4) When a Government servant finally q_}xits.the service of
the Goverament or is transferred to foreign service. .

: [Article 72 (d).

—r————
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Officers sliould not sign pay bills eatlior than is
ary in advance of the date of prosentation at {he
Py bills may he preseunted at the treasury duly signed *
hefore the last working day of the monthto which they
[Article 73.]

16. Drawi
reasonably n
N >,
fivo
ralate.

17. Tho drawal of an increment in pay should be supported by
attaching an inerement covtificate (in the preseribed 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 he drawn
*for the day of a Clovernment servant’s death. Tho hour at which
the doath takes place does not affect the claim. [Article 80 («).]

19. A Travelling Allowance bill requiring the counter-signature
of the controlling officor shouid be countersignod by him bofore it is
paid unless the payment before countersignature is spocially
authorized by the Government. [Article 82 (@)1

o

20, Travelling allowance claims are normally made af the
end of each month. However, the | A. bills of Assistants and other
cubordinates who accompany an officor on towr should be prepared
and cashed at convenient intervals during the tour and, as & general
rule, immediately on retwrn to the headguarters station. ”
[Article 82 (l:)._L

21, A Governmont servant may be granted an advance by the
competent authority towards the travelling expenses during a
journcy on tour. The amount advanced should not exceed the
amount of T.A. to which the sanctioning authority expects the
Covernment servant to become entitled for the jowrney. It should
also nob exceed the amount likely to be required to meeb the travel-
ling expenses for a month or for the probable duration of the tour
whichover is shorter. The advance should be charged to the final
head of expenditure concerned and not exhibiked in the accounts
as © advances”. It should be adjusted in full when the Gdvern-
ment servant returns to headquarters on completing the tour.
The drawal of the second advance under this head is permisstble
only if the incumbent has proferred his claim to the controlling
authority for the adjustment of the first advanco amount.
{Article 84.]

. V. CoxymNGENT CHARGES.

. 29. The term ‘ Contingent Charges” or * Contingencics ”
1s applicable to the incidental exponditure which®is necessarily
incurred for running an office. The main items are common Lo
most offices, e.g., expenditure on furniture, books and periodicals,
service postage and telegrams, bicycles, electric current, cleaning
charges, customs duty on impdrted stores, freight and tour charges.

. [Article 91.]
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23. Tho authorities

. ompetent to sanction contingent charges
aro montionod in Article

Madras Financial Code, Volume I,

24, As a gendral rule, no money can be drawn from the troasury
until it is required for immediate dishussement and on a proper
voucher showing the precise awture of the expenditure, The
permancut advauce system ix an exception to these rules. The
Heads of ‘offices have been granted an advance called ** Perw
nent Advance” to meet unforescen expenditure under * contii
goncies ”* because it would be inconvenient, if the cxpenditure
is to bo incurred only after preparing a bill and draving the amoung
from the troasury. [Article 94}

25. The permancnt advance of the head of a department has
to be fixed and sanctioned by the Governmont. The lead of a
dopartient may sanction the permanent advance {o a Govern
ment sorvant serving under him wficr getting the sanction of the
Accountant-General, Madvas. The authovisation of the Accountant-
General, Madr should he obtained for the initial drawal of
the permanent advance. [Article 95.}

26. Application for the initial grant of permanent advauce

or for the revision of the amount of the existing permanent advance
eehould he submitted to the autbority competent to sanction it
through the Accountani-General, Macdvas. [Article 96§

At the ond of each calondar month, the Liead af the oftice
should tako steps to re-imburse the amounts covered hy the von-
chers.  This may be done dwring the course of the calendar month
also, when a transfer of charge of the head of the office takes place
or when it is found necessary to draw money for contingent ¢

ponses. This may also be done at any time when the halance
of the permanenteadvance in hand has Lecone small.

[Article 1]

« 98, Whon a contingent charge of Rs. 30 or more i payuble
to a single private party, » sopurale contingent bill showd be
prepared for the amount and endorsed for paymens to the party |
concerned. The other instructions regarding  the  ondorsement
of contingent bills in favour of private partics, ote., are described
in Article 114. . .

29. Pemporary advances are S:Lx\clionfxl by Government for
meeting contingent expenditure of & speeificd kind or on a specific
oceasion cither hy a standing sanctos or by individual orders
on each vccasion. Such advances may be drawn up to the amount
of sanetion in full or in instalments as uay be uecessary subject to
the conditions specified in each case. lbor example, a Treaswry
or a Sub-Treasury Officer is authovised to advance  under a
standing sanction an amount nof exceeding Rs. 800 in al (in one vy
\iore instalments)or Rs. 200, as may be required, to meet contingent

”
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oxpenditure in conncetion with the examination to the Chief
Superintendent of any examination held under the direetion of (&)
the Ta il Nadu Publie Service Commission ov (5) the Commissioner
for Government  lixaminations.  The advance =hdéuld be adjusted
hy detailed bills and vouchers as soon as possible.
. [Aeticle 99.]

20, The difference between the permanent advance $nd  the
remporary  advance is as followt
The permanent advance when spent i recouped.  How-
ever, a temporary advance cannot he vecouped. It is adjusted
by detailed Lills and vouchers and is closed. The amount of
advance remaining unspent iz remitted into the treaswry.

31, Service postase stamips are postage stamps issued by the
Stale Government with the words * Service ™ embossed on the
stamps.  They should be used only for  prepaying postage on
conumunications other than telegrams which arve bona fird on the
service of the Covernment and fur meeting other char
to the post oflice for which service postage stamps a
Proper accounts should be maintained in all the offices for the,
receipt and use of the stamps, [ArtRflc 119.]

.
. Municipal and other local taxes have to be paid by the'
CGovernment alsn for the several buildings under the control of the
State Government. 10 the building is occupied by a single depart-
ment, that depariment should pay the [Article 120-1 (a).]

. 33. 1f the building is occupied by more than one department
or if taxes are payable na lompsum for a vumber of huildings
in a municipal or other local area, the taxes should be paid by the
Revenue Depavtent, if it is one of the veeupgpts. 1 this s
not so, the Government departinent which oceupics the ihajor
portion of the building has to pay the amount. In any case of
Joubt. the Superintending Engineer will decide the matter. .

{Article 120-1 (h).]

34. As a general rule, the tax paid by or pas cd on to a depart-
ment oceupying 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 lf{lb]ic Works Department or an-
other departiment, e.g., the Lixcise Department or the Forest Depart-
ment, the payment should be charged to the maintenance estimate
of the building. [Article 120-1 (c).]

15. The taxes on Government buildings occupicd as residences
(including  those requived by the'Governor and his staff) should be
paid by the-Public Works Department or the department which is
in administrative control of the building. [Article 120-2 ().

»
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36. When a number of small oflices are located close to one another
one sweeper or waterman may be employed fur all the offices pit
together.  However, where small offices ave seattered and a cotumon
full-time sweepers ot waterman cannot be employed, only parl-
time arrangments should be made, The hewds  of rl--lwmwn(

may, if they consider it absolutely uecossry, employ . fidl-time
sweeper or waterman i their own offices,
. [Article 120-A4]

VI Nrores,
37, Bxpenditure on stores is treated os contingent expenditare
(except where stores ave purchased Tor use on works} and i sulijeel
to the rules governing contingent che

A competent authority 1 ieur expenditure on stor
subjeet to the limits on his power as prescribed in Appendix :
Madras Financial Code, Volume EH and the exiztence of budget
|no\isi<)n Purchases nay be made by the competent anthority
in the open market in India o1 through tie Auseney of the Tndia
Stores Department, London. or direct from manufacturers abroarl
ar from the jail departments or other Government institutions

| Aeticle 123.]

-

The term ** warks ™ construction and repairs of
buildings, roads Hon projects. cleetrical works, as well s the
manufaeture. supply, cart aud repairs of tools and plant and
other stores.  Original works inelude all new construetions. ardi-
tions and alterations to existing works and all repaivs to newly
purchased or prev iqusly  abandened buildings vepaired to nake thew
usable. Repan and maintenance include all the operations vequived
to maintain ¢ tmfr properties in proper  condition. lh
cither = ordinary 7, c.ar. white shing or
re-roofing. cte.

¢ oare

aeh o

“epe

{Article [47.]

10, Works are elassitied as + Produetive ™ or < Unproductive ™
in accordance with the rules it Appendix | of the Madras Accowits
Code, Volume I1I. ) .

[Avticte 145,]

41, The Public Works Department is cespunsible for the execu-
tion of all works which the Government have not specifically allotted
to other dcpanmonh [n special cireumstances, a work for which
the Public Works Department is vesponsible may be executed by

another department on heball of the Public Works Department by
agreement between the two 1](-lu\11menl\ .
. [Avticle 119 ]




1.2

19, The Government have allotted to Forest Department all its
own works as these are exccuted in out-of-the way localities and «
under special circumstances. 1t has a special engineering staff.
The Government have allotted to the Fxeise Departmeut its own
works which (o not require skilled Tabour.

[Article 150.]

ks Depariment buildiygs, Govern-
, works of

13. In respeet of Public We
ment have allotted to the departments w hich use thet

* petty coustruction and repairs with an estimated cost not exceeding

y

Rs. 5,000 for any one work. Tn respect of buildings owned by
“departments other than Pablic Works  Department all works wre

allotted to them.
[Article 151.]

44, a rule, all original eleetrical worl sonnected with Govern-
ment buildings are exceuted by the Ilectvicity Department. If the
head of a department wishes to arrange for the execution of an
electrical work himself he should apply to the Government for the
allotment of the work to his department. Fie shoul T also send the
detailed plans and estimates prepared by a competent agency,
call for tenders and get the work execut ed under a lumpsam contract
method by a suitable ageney. "

.
. [Article 154 (a).]
.

43. A minor irvigation source which irrigates less than 200 achds™
is in the charge of the Revenue Department. 'The Revenue Depart-
ment will execute from the funds placed at its disposal all works
conneeted with the minor ir jon works i its charge exeept those
which require the technical skill and professional supervision of an
officer of the Public Works Department.

[Article 155.]

16. A work can vrdinarily he stavted only after a proper cstimate
for it ias been prepared and sanctioned by the cqmpetent authority.
PArticle’157.]

£7. The powers delegated Ly the Ciovernment to the varigus
departmental authoritics to sanction expeaditure on works of
truction and repairs allotted to the respective departments are

specified in Appendix 11 of Madras Financial Code, Volume 1f.
[Article 138 («).]

48, Works are executed by one of the folfowing methods :—

(1) The departmental method.—The  Department itself pur-
chases materials by inviting tenders and engaging the necossary
daily labour. This method is adopted  where  no tontractor is
available or when it is considered cconomical. -

2) The piece-work contract method.—The picce-worker agrecs
to oxceute a specified work at specified rates without: referving to
quantity pr the time of work. This method is adopted for petty
works. ‘ R
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(3) d'he Jwmpsum contracl method.—The contractor agrees to
.execute a complete work in accordance with the specifications for a
lumpsum payraent.
(4) The schedule contract methor
excente part of work at fixed rates. T
Torest and Agriculture Departmonts.

The contractor agrees to
method is adopted o the

[Article 163.]

.
VILL MISCELLANEOUS [IXPENDITUGRE.

49. The powers which the Covernment have delegated to various
authovities to sanclion items of miscellanous expenditire ave given
in Appendix 14 of the  Madras Financial Code, Voiume Il
Miscellaneous expenditure means all expenditure other  than that
falling under pay and allowances, contingencies and works.

[Article 209.]

50. Discretionary grants are grants sanctioned at the discretion
of the authoritics concerned. They ¢ be sauctioned by (i) the
Governor, (ii) the Collectors of di (iii) the Deputy Inspector-
General of Police, C.1D., (iv) the Director of Harijan Welfare and

« (v} the Dittetor of Fisheries.  ‘The objects for which such grants can
Le ipade and the other conditions and principles which apply to them
~—aft detailed in Article 213.

IX. Loaxs anp ADVANCES.

51. The Government grant loans and advances under the following
main-heads :—

. Loans bearing inderest.
e
1. Loans to Municipalities, Port funds, etc., including advances
to cultivators.
TI. Loans to Government servants.

Loans not bearing interest.

III. Advances rc:payab]c .

IV. Permanent Advance.
. [Article 219.]
52. Advances of pay and/or travelling allowance are granted
1) to a Government servant who receives an order of transfer during
duty or loave, (2) a Government servant employed in the Secretariat
in respect of each authorised move to and from Ootacamund, (3)
a Gazotted or non-gazetted Governuent servant of Raj Bhevan for

105-19—8

.-



114
the move to and from Ootacamund every year in connection with the
annual change of headquarters of the Governor. :
[Article 239 (a).]

53. An advance should not exceed the monthly pay that the
Government Servant is in receipt. of immediately before transfer or
the pay that he will be entitled to after the transfer whichever is less
plus the travelling allowance to which he may be entitled under the
rules in consequence of the transfer or move to or from Ootacamund,
as the case may be. The advance of pay will be recovered from the

-Government servant’s pay in three equal monthly instalments. The

first instalment should be deducted from the first full month’s pay
drawn after the transfer or move. The first two instalments should
be fixed in whole rupees. The remaining balance (including any
fraction of a rupee) will be recovered in the third instalment. The
advance of the travelling allowance will be recovered in full in the
Clovermment Servant’s travelling allowance bill for the journey.

[Article 239 (c).)

X. DzrosITs. ~n

54. In connection with the transaction of public business, the
Government receive moneys deposited with them for various purposes
by ot on behalf of various public bodies and members of the public.
The Government afterwards account for them by repayment or
otherwise. Any department of the Government may receive such
deposits. The transactions relating to moncys of this kind are
accounted for in the < Deposits Section ” of the Government
Accounts.

n

{Artoile 261.]
55. Civil Deposits include— .
(i) Revenue Deposits.
(ii) Civil Court’s Deposits.
(iif) Criminal Court’s Deposits.
(iv) Personal Deposits.
- (v) Public Works Deposits.
(vi) Trust Interest, Funds.
(vil) Deposits for work done for public bodies or private
individual. .
(viii) Unclaimed Provident Fund Deposits.
(ix) Deposits of subscriptions for a Government loan.

{x)- Deposits in colmeetion\with elections.
[Article 262.]
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X1. GENERAL.

56. The Government will hold a Government servant personally
responsible for any loss sustained by the Government through frand
or negligence on his part and also for any loss sustained through
fraud or negligence on the part of any other Government servant
to the extent to which it may be shown that he contributed to the
loss by his own action or negligence. Kvery Government servant
should, therefore, exercise the same diligence and care in respect of
all expenditure from public funds under his control as a person of
ordinary prudence would exercisc in respect of the expenditure of
his own money. °

{Article 273,]

105-19--8a \



CHAPTER XV. .

THE FUNDAMENTAL RULES AND THE MADRAS LEAVE
RULES, 1933.

- INTRODUCTORY.

- 1. The Fundamental Bules of the Govermment of Tamil Nadu
contain the Fundamental Rules which were originally made by the
Secretary of State-in-Council in 1922 under section 96-B of the
CGovernment of India Act, 1919. These Rules were framed to
regulate the conditions of service of the civil services in India in
regard to pay, allowances, leave, joining time, foreign service, ete.
The vules were suitably altered after “ Constitution of India
came into force on 26 January 1950. Under the Fundamental Rules,
there are soveral subsidiary rules and instructions issued by the
Government of Tamil Nadu.

.
2. The TFundamental Rules came into force with effect from
1 January 1922, They apply to all Government servants paid frons |
the Consolidated Tund of the State. They also apply to any other
class of Govermment servants to which Covernment may, by a
general or special order, declare them to be applicable.

[F.Rs. 1 and 2.]

~ . 8. Definitions.—(1) “ Pay ”’ means the amount drawn monthly

by a Clovernment servant as (i) the pay other than special pay or

pay granted in view of his personal qualifications which has been

sanctioned for a post held by him substantively or in an officlafing

capacity or to which he is entitled by reason of his position in a cadre,

(ii) special pay and personal pay; and °

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

5

(2) « Average Pay ”’ means the average monthly pay earned
during the ten complete months immediately preceding. the month
in which the event ocours which necessitates the calculation of
average pay.

(3) « Personal Pay ” means additional pay granted to a
Government servant, (¢) to save him from a loss in substantive pay
in respect of a permanent post other than a tenure post due to a
revision of pay or to any reduction of such substantive pay otherwise
than as a disciplinary measure, or (¥) in exceptional eircumstances
on other pefsonal considerations. s
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(4) * Special ’ay ” means an addition, in the nature of pay*
to the emoluments of a post of a Government servant granted in
consideration of—

(@) the specially arduous nature of the duties, or

(b) & specific addition to the work or responsibility, or

(c) the unhealthiness of the locality in which the work is
performerl.

(5) “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 has been appointed substantively or
by reason of his substantive position in a cadre.

(6) “Leave 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 89 and 90.

»

(7) * Leave Salary ” means the monthly amount paid by
CGovernment to a (overnment servant on leave.

() « Month * means a calendar month. In calculating a

L period expressed in terms of months and days, complefe calendar
months, irrespective of-the number of days in each, should first
be caleulated and the odd number of days caleulated subsequently.

(9) “Joining time” means the time allowed to a Government
servant in which to join a new post or to travel to or from a station
to which he is posted. .

(10) « Lien” means the title of a Government servant to hold «
substantively either immediately or on the termination of a period
or periods of absence, a permanent post including a teuure post to
which 'he has been appointed substantively.

e (11) “ Time-Scale Pay * means pay which, subject to any
conditions prescribed in these rules, raises by periodical inerements
from a wminimum to maximum. .

Nore.—Time scales are said to be identical if the minimum,
maximum, the peried of increment and the rate of increment of the
time-scales are identical. -

(12) < Compensatory Allowance “means an allowance granted
to meet pers&na,l expenditure necessitated by the special eircumstan-
ces in which duty is performed. It includes travelling allowance.

(13) * Foreign Service ” means service in which a Government
servant receives-substantive on officiating pay with the sanction of
the Government from any soprce other than the Consolidated
¥und of the Union or of tvhe'Sh\te.
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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 of physical fitness in the form
prescribed in Annexure I-A to the Rules. The Govermuent may,
in individual cases, dispense with the production of such certificate
and may, by general order, exempt any specified class of Government
servants from the operation of this rule. The certificate, must be
signed by a commissioned Medical Officer or a Civil Medical Officer
of a rank not lower than a Civil Surgeon or an Honorary Medical

Officer of Civil Surgeon’s rank or District Medical Officer.
[F.R. 10.]

(2) The whole time of a Covernment servant js at the disposal
of the Government which pay him and he may be employed in any
manner requived by proper anthority without claim for additional

remuneration.
[T 11]

(3) Two or more Government servants cannot be appointed,
substantively to the same permanent post at the same time.
[FR. 12 (a).]

(4) A Covernment servant cannot be appointed subs@intively )
to two or more permanent posts at the same time. .
[F.R. 12 (0).]*°

(5) A Government servant cannot be appointed substantively
to a post on which another Government servant holds a lien. ’
[F.R. 12 (e).]

- (6) A Covernment servant on substantive appointment to
any permanent post acquires a lien on that post and ceascs to hold
~any lien previously acquired on any other post.

[F.R. 12-A.]

(7) The Government can suspend the lien of a Goverrient
servant on a permanent post which he holds substantively if he is
appointed in a substantive capacity to a tenure post or provisionally
to a post which another Government servant would hold a lien had
Ais lien not been suspended under the rule. The lien of an officer
cannot be suspended while he is on a probation in another post.

[F.R. 14]

(8) The Gover nment may transfer a Government servant
from one post to another. However, he will not be transfer red
substantively to or appointed to officiate in a post carrying less
pay than the pay of the permanent post on which he holds a lien

: [F.R.15]

e e amne e

(8} A Government serwant is entitled to draw the pay and’
allownnces attdched to his ténuré 6f a post with eftect from
the date {forenoon or ufternoon)hn_which he assumes the dutjes
of that post. e will cease t?/ draw-the pay and allowanges s

. %y N
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soon as he ceases to discharge those duties. The transfer of an
officer is complete only when the certificate of transfer of charge
has been signed by both the relieving and the relieved Government
servants. .

[F.R. 17.]

(10) A Government servant cannot be granted leave of any
kind for a continuous period exceeding five years. If a Govern-
ment servant does not resume duty after remaining on leave for
a continuous period of five years, he will be deemed to have resigned -
and he will cease to be a Government employee.

[E.R. 18T

5. Pay.—(1) The pay of a Government servant appointed to

a post in a time-scale of pay cannot he increased to exceed the

maximum in the time-scale of pay without the sanction of the
authority competent to create the post.

[E.R. 19(1).]

(2) The Government may grant (i) personal pay or (ii) special
pay to any Clovernment servant and the personal pay or special
pay or both should not exceed one {ifth of the pay of the Govern-
ment servant or Rs. 300 per month whichever is less.

- [F.R. 19 (2).]
hEs (3) There are two rules regulating the initial fixation of
pay on promotion to a higher post, i.e., one carrying higher responsi-
bilities. [F.R. 22 (1) (2) () or () (i) and FR. 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 either substan-
tively to a permanent post or to officiate In a permanent post or
temporary post. F.R. 22-B applies to a_ Government. servant
holding a post in a substantive or officiating capacity. Rule 22
(1) (@) i) or (b) (i) will apply to a Government servant only if he has
opted within 15 degs from the date of receipt of orders of promotion
to have his pay fixed under this rule. If he has not done so, F.R.
22-B should be applied.

(4) The fixation of pay in cases of appointments to posts
where higher responsibility is not involved is regulated by F.R. ,
22 (1) (a) (ii) and 22 (1) (8) (iD)- :

(5) An increment should ordinarily be drawn as a matter of
course unless it is withheld. " It may be withheld from a Govern-
ment servant by Government -or by any authority to whom the
Government may delegate this power under rule 6, if his conduct
has not been’ good or his work has not been satisfactory. While
ordering the withholding of an increment, the withholding authority
should state the period for which it is “ithl}eld and '\\jheﬂ"v:' the
postponement shall have the effect of postponing future inerements,
The authority competent to withhold increments from a Govern-
ment servant is the nu(,horitav-in/whieh suchepower has been veste
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under Rule 14 of the Madras Civil Services (Classifieation, Control
and Appeal) Rules. The anthority withholding an inerement of «
an officer without cumtative cffect should expressly state in the
order that the period for which the increment” has heen stopped
will be exclusive of any period spent on leave before the period is
completed. If the stoppage of increment is with cumulative
effect the period of stoppage will be inclusive of interval spent
on leave. ‘

[F.R. 24.]

(6) Where an efficiency bar is prescribed in a time-scale,
the inerement next ahove the bar should be given toa Government
servant only with the speeific sanction of the authority empowered

to withhold increments.
[F.R. 25.]

(1) All duty in a post on a time-scale counts for increments

in that time-scale.
fF.R.26 ()]

(8) Setvice in another post, other than a post carrying less .
pay, whether in a substantive or officiating capacity counts for
increment in the time-scale applicable to the post on whicl, a Covem-
ment servant holds 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 eipt
Deen suspended.

[F.R. 26(b).]

(Al leave except extraordinary leave taken otherwise
than on medical certificate counts for increments in the time-scale
applicable to a post in which the Government servant was officiat-
ing at the time he proceeded on leave and would have continued
to officiate in the post but for his proceeding on leave. The appoint-
ing authority or other authority specially empowered by Government
in this behalf should certify in each case thet the Government
servant would have actually continued to officiate in thé post
but for his proceeding on leave. The period of leave will count
for increment only to the extent it is covered by the certifichte.

[F.R. 26(bb).]

(10) If a Government scrvant, while officiating on 4 post or
holding a temporary post on a time-scale of pay, is appointed
to officiate in a higher post or to hwold a higher temporary post,
his officiating or temporary service in the higher post will, if he is
re-appointed to the lower post or isappointed or re-appointed to a
post on the same time-scale of pay, eount for increment in the time-
seale 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 (c).]

(11) Foreign service counts for increment.
g B

— [F.R. 26 (]
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(12) Joining time counts for increment. (In cases of pro-
motion or reversion in the lower post only.)
[I.R. 26 (e)]
(13) A probationerin 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 that belalf; 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-seale
of pay as the ease may be, applicable to his class or eategory.

An approved probationer will draw the pay that would be
admissible to him if he were a full member of the service in the clasgs
or category in which he is holding the post.

{F.R. 3L-A()]

6. Additions lo Pay.—* Compensatory allowance”  attached
to a post will be drawn in full by a Governinent servant performing
the dnties 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

1€iovernment servant officiating for him also drawing it suhject to
the following conditions:—

(1) that the Governmwent servant is expected to return to a
post to which a similar allowance is attached ; and

(2) that he will continue toincur during the above period, the _
expenses to meeb which, the compeusatory allowance was granted.

(FR. 44)™

s Allotment Yof Buildings owned. or leased by Government,—
(1) Buildings acquired, constructed or leased by ‘Gmrernmenb for
the occupants of par icular posts will be occupied only by the
officers holding these posts. [F.R. 45(1)]

(2) Any two officers at a station may exchange the buildings
allotted to them with cach other as a purely private arrangement
Iut each officer will continue to be responsible for the rent of the
building assigned to him. ~

(F.R. 45(2)]

(3) The sub-leting o[' an olficial residence is permissible
only with the previous sanction _of the Government. Even then
the Government will nob recognise the subt«;nancy. The Officer
concerned will still remain personally responsible for the rent and
for any damages caused to the buidling beyond fair wear and tear.

i S {F.R. 43 (3)]
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(4) An officer who goes on leave will be held to have ceased
to be in oecupation 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 averagepay not exceed-
ing four months to occupy the Government quarters, In other

cases, the permission of the Government is necessary.
' [F.R. 45 (4)]

.

- (5) The standard rent of a residence will be calculated as
follows :—
- (i) in the casc of a leased residence the sum paid to the lessor,

(ii) in the case of & 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 alterations
and also municipal and other taxes payable by Government for
the building during the period of lease or requisition.

(iii) in the case of residences owned by Government and
oceupied for the first time after 19 June 1922, the standard rent
will be calculated at 6 per cent per year on the capital cost of the,
residence. ad

The standard rent will be expressed for a calendar montfr®
and will be equal to 1/12th of the annual rent so caleulated.
- (F.R. 45-A. ITI)

(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 vent is also recovered in
excess of 10 per cent of his emoluments. (F.R. 45-A. TV)

»

(7) The Government, may, by general or special order, grant
rent-free accommodation to any officer or class of officers. The
Government may also waive or reduce the amount of rentto be
recovered from any officer- They may also waive or reduce
the amount of municipal and other taxes to be recovered from
any officer or class of officers.

. (@FR.45-A.V)

8. Combination of Appointments.—(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 but for - his
officiating in another post and the actual pay drawn by him in
that officiating post whichever is, higher. ’

3 [F.R. 49 (1) (@) ()]
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(2) I the Covernment servant is appointed to discharge
“only the current duties of one or more posts, the additional pay
that will be granted to him will he opne-tenth of his substantive
pay or onc-tenth 3f the average pay of the substantive pay he
would have drawn but for his officiating in another post and the
actual pay drawn by him in that officiating post whichever is higher.
[F.R. 49(1)e)(iD)]

.

(8) If an officiating Government servant, who has no lien
on a permanent post under Government is appointed to hold
full additional charge of one or more posts, the additional pay ,
that may be granted to him in respect of each post of which he
holds full additional charge will be one-tenth of his officiating
pay. If heis appointed to discharge only the current duties,
the additional pay will be only oue-twentieth of his officiating pay.

W1, 49(1)b)(0) & (iD)]

(4) In addition {o the additional pay, the CGovernment
servant may also be permitted to draw —

(i) in case of full additional charge of one or more posts
() the compensatory allowance in full, if it is attached to only one
of the posts including his own : or (b) the highest of the compen-
satory allowances if it is attached to more than one of the posts
(iafluding his own).

(i) in case of dischargiug the cwrrent duties of one or
more posts, the compensatory allowance, if any, admissible in hig
regular post.

[F.R. 49(2)]

9. Depulation oul of Tadia.—(1) A Government servant il

be deputed out of India only with the previous approval of the

Central Giovernment.

. (I.R. 50)

0(2.) A Clovernment 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 had 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 Gevernmenp servant is deputed for duty out
of Indja to hold a regularly constituted permanent or quasi-permanent
post other than a post ‘borne on  the cadre of the service
o which he belongs, his pay will be regulated by the orders of the
Central Government.

(F.R. 51-A.)

10. Dismissal, Bemoval and Svs‘pension.—(‘ 1) The pay and allow-
ances of a Government servant 1\va is d.is'mlssed or removed from
i from the date of spch dismissal or removal.
sel;wcc cease fr ° o e 52
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(2) A Government scrvant who is placed under suspension
iz entitled to reccive the following payments :— .

(¢) Subsistence allowance equal to the Jeave salary which
the Government servant would have drawn, if he had been on leave
on half-average pay or on half-pay and,in addition, dearness
allowance, if admissible on the” basis of such leave salary. The
amount of deamess allowance shall be based on the increase or
the decrease as the case may be.

(0) The competent authority may divect that the
Government servant shall be granted such compensatory
allowances as are admissible from time to time on the basis
of pay of which the Covernment servant was in receipt
on the date of suspension as the Government may sanction by
gencral or special order.

{F.R. 53(1)}

(3) The Covernment servant should furnish a  certificate
while claiming the subsistence allowance that he is not engaged,
in any other employment, business, profession or vocation.

FF.R. 53(2))
‘n.

{4) If a Government servant under suspension is dismissed
or removed from service with retrospective effect the recovery of the
subsistence allowance already granted to him is not necessary.

(F.R. 33—Ruling 1)

(5) The subsistence allowance is [ree from the recovery
of ecrtain kinds. -The recovery of certain types is optional and
some other items compulsory. Details are furnished in the
TRuilings under F.R. 53, .
rFfR,. 53—Rufing 2)

(6) A Government servant under suspension is not eligible
to be granted leave.
(F.R.55)

11. Retirement.—(1) The date of compulsory retirement of a
Covernment servant, whether he holds a sulstantive or officiating
post, is the date on which he atains the age of 55 years. He will
not be retained in service after that age e\cept with the sanction
of the Government and on public g "munds which must be recorded
in writing. No Government selvanb will be retalned after the
age of 60 years except in very special circumstances.

Exceptions to this Rule are as follows :—

(i) All last-grade Govemnment servants will retire’ on
attaining'the age of 00 years.. ~ .
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. (ii) Trained 'Tenchem in Governmeht Elementary, Secondary,
",[‘ra,mmg flnd Special Schools and Anglo-Indian Schools will retire
on attaining the age of 58 years.

. [FR. 56 (a)]

. () I jche 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 («) and Note (1)]

(3) A Government servant under suspension on a charge of
mis-conduet should not be required or permitted to retire on his
reaching the date of compulsory retirement. He should be retained
in service until the encuiry into the charge is concluded and a final
order passed thercon by the competent authority.

[F. R. 56 (c)]

(4) A record of services of each Gazelted ofticer called “History
of Services ” is maintained by the Audit Officer. For non-gazetted
officers, Service Boolks arc 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

.ard attested. It is also the duty of every Government seyrvant to
see that his Service Book is properly maintained and that all erasures
indt arc attested. The Head of the office will allow a Government
servant to examine his service book, if he so desires, at anytime.
Tn the case of a Government servant, if the year of birth alone is
known but not the month and date, the Ist July of the year should
be treated as the date of birth. When both the year 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. 'Fhe period
spent in foreign service counts as d if contribution towards
leave satary is paidéon account of such period.

(F.R. 60)

* (2) Leave cannot be claimed as a matter of right. When the

exigencies of the public service so requirc, digeretion l:a_refuse or

revoke leave of any description is reserved to the authority empo-
wered to grant it. ]

- (F.R. 67)

(3) Leave ordinarily begins on the day on which transfer of
charge is effected and ends on the day preceding that on which
3 is resumed. i
charge is I FR. o)

(4) A Government servant on leave should not take any service

or accept any employment without obtaining the previous sanction
. ] . .

of .Governmen . (F. & 69 (1),

Ve
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(5) All orders re-calling a Government servant to duty before
the expiry of his leave slhould state whether the return to duty ig
optional or compulsory. If the return is optional, the Government
servant is not entitled to any concession. If iteds compulsory, he is
entitled to be treated as on duty from the date on which he starts
for the station to which he is ovdered to join duty and to draw
travelling allowance. However, he will draw leave salary only

until he joins his post.
(F.R. 170)

) (6) A Government servant who has been granted leave on
medical certificate cannot return to duty without first producing
a medical certificate of fitness in the form given in Annexure I-A
of the Fundamental Rules.

(FR. 71)

(7) A Government servant desiring to return to duty within
the perjod of his leave should communicate his desire to the autho-
rity which sanctioned the leave sufficiently early to enable suitable
arrangements to be made.

[I.R. 72—Instruction (1)]
.o * .

(8) No formal cancellation of the unexpired portion of leave is
necessary when a Government servant returns to duty befordshe
expiry of his leave.

[F. R. 72—Iostruction (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 F.Rs. jn terms of leave on
average pay. In the case of those governed by the M.L.Rs. the
leave account is maintained in 2 parts—Part [ earned Ieave in
terms of days, Part IT unearned leave in terms of months 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.
(ii) The Madras Leave Rules, 1933.
(iii) Leave Rules in the Fundamental Rules common to all
Government servants governed by the Madras Leave Rules and
Fundamental Rules. .

(12) The Ordinary Leave Rules in the Fundamental Rules
apply. to all State Governmeht servants-appointed before 4th Sep-
tember 1933 who had not elected\to the Madras Leave Rules, 1933.
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(i) Total leave creditable in the leave account.—2/I1 period
of duty without any limit in respect of 1/11 anda limit of 2} years
in respect of the balance of 211 of duty. The limit is in terms
of leave on average pay.

[F.R. 81 (a)]

(i) Maximum Jeave on zlvcrnge pay or full pay for whole
service—M11 period of duty plus one year.
[F.R. 81 (h) Proviso.]

(iii) Maximum leave on average pay or full pay at a time—
four months. If it is not leave preparatory to retirement, it may e
extended up to 8 months on Medical Certificate.  Ifleaveis out of

India—up to 8 months at a time.
[FR. 81 (B)]

(13) 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.

[F.R. 81 (¢)]

. (14) The Madras Leave Rules, 1933.—The Madras Leave
Rules, 1933, came into force on 4th September 1933. They apply
«f) to those employed in State services for the first time on or after
4th September 1933 ; and (i) fo those who were subject to the
leave rules in the Fundamental Rules, but who had elected to come
under these rules within six months from 4th September 1933.
Nore.—For those who have elected to be governed by these
rules, leave on average pay earned before 4th September 1933 (up
to the maximum earned leave admissible) can be carried forward.
Total Leave creditable in the Leave Account (Superior Service): ~
(i) 1/11 yeriod of duty (earned leave on full pay) ccasing to
earh leave when there is a credit of 180 days in the leave account.
(ii) Leave on private affairs—6 months in all and upto a
Maximum of 3 months ab a time in terms of leave on half-pay.
(iti) 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 Jimited to 180 days at any
time. i ) oo

‘Maximum earned leave at a time—120 days at a time.

Norg.—There is no provision for the grant of !ea._ve not due.
Only leave on loss of pay ‘can be taken when credit in the leave
account is exhausted.

15) Earned leave (on full pay).—The cregiits up to t{he limit
aIlowe(d a?ud all earned leave taken are recn.rdec_i in Parb I—~Earned
leave account”. This leave agzount is maintained in terms of days

Vs
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only for duty periods and leave earned and leave petiads with
reference to the actual number of days in each month. In the case
of leave carned, fractions of half and above should be rounded as
one day and fractions of less than half ignoved.

(16) A permanent Covernment servant or an approved
probationer in superior service eains leave at 1/11 of the period
spent on duty and he will cease to earn leave while he bas to his
credit leave amounting to 180 days. The maximum carned leave
that may be granted to him at a time is 120 days

[Rules 8 and 11 of Madras Leave Rules.]

(17) A probationer earns leave at 1/22 of the duty period
up to 30 days [Rule 20 ( i) of the as Leave Rules]. If there is a
break of service during probation or if an interruption of duty
other than leave oceurs in the service of a probationer, leave earned
will lapse (Rule 24). If an approved probationer is ousted
for want of a vacancy and is later re-appointed, after a break,
earned leave ab eredit will be carried forward.

(Rule 23.)

(18) Uncarned leave (on half-pay).—(i) Leave on private,.
affairs for 6 months in all and up to a maximum of 3 montAs at one
time may be given to an approved plob'\tmnel and to a permancrd

tovernment 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.)

(ii) Leave on medical certificate may be granted to an

" approved pmlmtioncx and to a permanent Government servant in
- superior service upto 1 year in all on production of Medical Certificate
“ and ab a time to the oxtent of the period recommended in the Medical
Certificate. After this period of onc year has gheen exhaysted,
further leave on Medical Certificate up to six months in all may be
granted in exceptional cases on the recommendation of the medicul
authority. ‘

(Rules 15 and 25.)

(iti) The leave_on medical certificate may be commuted
into six months leave on full pay and such commuted leave will not
be granted for more than two months at anye one time and six
montks during the entire service.

{19) Leave on Medical Certificate for six months in all and up
to a limit of two months at a time may be granted to non-permanent
Government servants and probationers, if they had served for not
less than two yecars contintously (excluding emergency services, if
any). Such leave may be commuted into leave on full pay for half
the period, i.e., three months in-all a.nd one month at a time.

» [Rule 23 (a). (1) and Ruling 2 theleund&lﬂ]
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(20) Vacation Department.—A Vication Department is a
department or part of a department in which regular vacations are
allowed. During the vacations, the Government servants serving
in the department are permitted to Le ahsent from duty. Any
period of recess which exceeds 15 days in duration is treated as a

vacation.
[I"R. 82 (¢) Instructions I and 2.]
(21) & vacation is held as having been enjoyed if a Govern-
ment scrvant has not worked for more than 15 days.
[F.R. 82 (a) Instruction 6.}

(22) 1. Superior Service.—{i} A permanent Government
servant in superior service in a vacation department carns 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.

=7 1. Last Grade Service.—(i) A permanent Government
servant in last grade service in a vacation department earns earned
leave for each year of duty in which he has availed himself of the
vacation as follows :—
1/22nd of the duty period minus 15 days.
[Rule 17 (1)),

(ii) Barned leave is not admissible to a temporary
candidate or a probationer in a last grade service in a vacation
department. .

. [Rule 20 Note].
. {(23) Transfer from vacation lo non-vacalion department and
vice versa.

TFor purposes  of leave account, the transfer in each case
should be deemed to have taken place immediately after the date
of expiry of the last vacation enjoyed or the last vacation in the
vacation department’previous to such transfer.

. {F.R. 82 (a) Instractiod 7.}

(24) When a Government servant combines vacation with
leave, i.e., where leave immediately follows or precedes the vacation
the period of vacation will be reckoned 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 aceount.

t [F.R. 82 (@)
105-19—9
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(25) Last Grade Servants : I Permanent:—He earns earned
leave ut 1/22 of the duty period up to a credit in leave account of
60 days.

[Rute 17 (1) M.L.R.}

He may be granted leave on medieal certificate for 6
months in all during his service. .
[Rule 18 of Madras Leave Rules.}

y commute 4 months leave out of 6 months leave

3n medical certificate into 2 months leave on full pay. Such com-

muted Jeave will not be granted for more than one month at any

one time.

[Rule 18-B—Madras Leave
Rules].

II. Non-permanent.—A non-permanent last grade Govern-
ment servant or one on probation earns leave at 1/22nd of the duty
period, subject to a maximum of 30 days. [Rule 20 (ii)]. An
approved probationer earns leave at the rate of 1/22nd of duty
period np to a maximum of 60 days [Rule 23 (ii)]. If he has comple*
ted one year’s continuous service, he may be granted leave on medi-
cal certificate for a maximum period caleulated at ten days for
every completed year of his service less the amount of leave taken
under this rule. 7This may be commnted into leave on full pay for
one-half of the period. However, leave will be granted only
for 15 days at any one time.

[Rule 23-C and Ruling 2 thercunder.]

- (26) “Bxtraordinavy” leave may be granted on loss of puy when
no other leave is admissible or when the Government servant applies
for it. This leave may also be combined with other kinds of leave
up to 3 years. ’

[F.R. 85 (a) and (b).}

(27) Leave Rules in Fundameninl Rules common lo all Govern-
ament servants governed by Fundamental Rule Leave Rules and Madras
Leave Rules.—(1) Special Disability Leave.—(i) A  Government
servant, permanent or non-permanent, if he is disabled hy injury
intentionally inflicted or accidentally incurred while on duty or in
consequence of the due performance of his official duties, is cligible
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 ecompetent to grant such leave.

(i} Leave salary in the case of persons subject to the Funda-
mental Rule Leave Rules during the first four months is equal to the
average ‘pay and for the remaining period of the leave on half-
average I_J{y. In the case of those subject to Madras Leave Rules,
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120 or 60 or 30 days as the case may beon full pay and the rest on
half-pay. 'the leave salary during the whole period of such leave
on average pay ot full pay is subject to the maximum of Rs. 1,500
p.ni., and the leave salary during leave o half-average pay or half-
pay is subject to the maximum of Rs. 734 p.m.

[F.R. 83 and 83-A.]

(ifi) Study leave.—~Study legve is granted by the State
Covernment’ to cnable Government servants to study scientific ot
technical or similar problems or to undergo special courses of ins-
tructions in or outside India.

(FR. 84]

(iv) Maternity leave—Maternity Jeave is granted to perma-
nent and officiating married women Government serve its who are
approved probationers up to two months in respeet of cach mater-
nity. Non-permanent marricd women Government servants
(probationers and temporary candidates) are cligible to be given
such period of maternity leave as will make up two months when
added to the leave on average pay or earnxl leave in full pay io
which they arc otherwise eligible ab the time the maternity leave is
applied for. Mairied women Government  servants  employed
under emargency provisions i.c., not in a r lar capacity should
have completed onc year of continuous ‘vice including leave
pexiod to become  cligible for the «rant of this leave. Leave salary
cligible is the average pay under F ndamental Rules or full pay
wunder Madras Leave Rules. Materniby leave is not debited to the
leave account. {ILR. 101 (a)]

(v) Hospital Jeave.—Tospital leave is granted on account
of ill-health to permanent members of the subordinate services
whose duties cxpose them to special risk of accident or illness. This
leave may be grauted on average pay for the entire period during
which the Govermpent servant is treated as an in-patient in the
hospital. For the period during which he is treated as an ont-
patient, leave on half-average pay to the exteat recommended by the
Medical authority may be granted.  The grant of leave as indicated
above is subject to the existing restrictions that the total period of
leave with pay should not cxceed o continuous period of 28 my S
A Government servant who holds ouly & temporary or officiating
post and has no  lien on & permanent post s not cutitled to
hospital leave. . .

[Fundamental Rule 101 () as amended in G.O. Ms. No. 1308,

Tinance (SIV) Department, dated 19th December
1968.]

(28) Holidays prefized to leave.—If holidays ave prefixed to
leave, that leave and any conseqient arrangement of pay and
allowances take offect from the first day after the holidays.

[Fundanjental Rule 68—Instruction 3 (a).]

105-19—9a
. e
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(29) Holidays affized (o leave.—1If holidays are affixed to leave,
the leave is treatod as having terminated on and any consequen’
re-arrangement of pay and allowances take effect from the first
day on which the leave would have ended, if holidays had not been
aflixed.
[Fundamental Rule 68—Instruction 3 (0).]

(30) Previous sanction oft Government is necessazy to accept
any employment or to take up any service during leave. Gazetted .
Government servants whether permanent or officiating are nob
allowed to take up private employment while on leave preparatory
“to retirement.

[Fundamental Rules 69 (1) and (2).]

13. Joining fime.—(1) Joining time may bo granted to a
Government servant to enable 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 more than 6 months or 180 days, -
(ii) when he had not sufficient notice of his appointment .
to tho new post. s
(¢) (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 ;
(i) to proceed on relinquishing - charge of a post on
transfer or 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 toa Cvernment 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 holiday or Sunday counts as a day for the purpose of this rule.
No joining time is admissible in cases where the change of post
does not involve an actual chanze of office.

{Fundamental Rule 105—Instruction 1-]

. (3) In cases involving a ehunge.of station, six days are allowed

for preparation and, in addition, a period to cover the actual
journey calculated as follows :

(@) For that portion of the journey which he travels or
might travel—

One day for each

By Railway T v 400 kilometres.
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One day for each

By Ocean Steamor 320 Kilometres] Or any longer time
By River, steamer 130 Kilometres actually occupi-
or by motor or ed in the
by steam % journey.
Launch . :

By Motor car or 130 Kilometres
Horsoe-drawn
conveyance
plying  for ’ .
Public hire.

In any other way 25 Kilometros

(aa) Tor that portion of journey which he travels by air-
eraft, only actual time occupied in the journey.

(0) For any fractional portion of any distance prescribed in
clause (@), an extra day is allowed.

(¢) When part of the journey is by steawmer, the limit of six
days for preparation may be extended to cover any period unavoid-
#bly spent-in awaiting the departure of the steanier.

e '(d) Travel by road not exceeding 8 kilometres to or from a
Tailway Station at the beginning or end of a jowrney does not
count for joining time.

(e) Sundays do not count as days for the purpose of
caleulation in this rule but they are included in the maximum period
of 30 days.

(4) Within the maximum of 30 days the Head of Department

may extend the joining time admissible under the 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 admissible for that
period.

[Fundamental Rule 107].

(6) A Government servant who does not join his post within
his joining time is not entitled to any pay or leave salary after the
end of the joining time. Wilful absence from duty after the expiry
of joining’ time may be treated as misbehaviour for the purpose of
Rale 15.

[Fundamental Rule 108.]

14. Foreign 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 which is wholly or
substantially owned or coutrolle{l by Government.

{Fundamental Rule 110
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(2) A Government servant transferred to foreign service will
romain in the eadre in which he was ineluded in o substantive or®
‘Reiating capacity immediately before his transfor and  may be
“yen promotion in the cadre during his absencobn foreign soevice.
[Fundamental Rule 113.]

(3) A Government servant in foreign servico wilt draw pay from
the foreign employer from tho date on which he relinquishes charge
of his post in Government service.

[Fundamental Rule 114.]

(4) When a Governmeitt sezvant is in foreign service, contri-
butions towards the cost of his pension and leave salary must be
paid to the Consolidated Fund. - Tho amounts may De paid on his
behalf by the forcign employer, if he consents to pay them. If not,
the amounts have to be paid by the Covernmeént servant himself.

[Fundamental Rule 115.]

(5) The rate of contributions payable on account of pension
and leave salary is given in the table under Fundamental Rule 116.
(6) When a Government servant reverts from foeign servico,
to Clovernment service, his pay will coase to bo paid by the foreign
employer and his contributions will be discontinued f om=kho
date of reversion.
[Fundamenial Rule 126.]

15. Service under Local Funds.—(1) The Covernment servants
paid from local funds which are administeved by Government are
subject to the provisions of Chapters I to XI in the Fundamental
Rules.

[Fundamental Rule 128.]

(2) The transfer of Government servafits to servites under
local funds which aro not administered by Government will  be
regulated by rules in Chaptor XIL .

[Fundamental Rule 129.]

(8) Persons transferred to Covermment sorvice from a local
fund which is not administered by Government will be treated as
joining a first post under Government. — Their previous service
will not couns as duty performed. The Clovernment may, however,
allow provious service in such cases to count as duty performed on
such terms as it thinks fit.

[Fundamental Rule 130.]

16, Casual leave~(1) Casual leave is not a regular leave. Tt is
a conecession given to a Giovernment servant to facilitate casual
absence from duty for attending o lis private work, Itis treated
as on duty for purposes of service conditions. y
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(2) A Government servant may he granted casual leave for a
maximumn number of 12 days only in a calendar year. In addition
he may take optional holidays for 3 days in 2 calendar year- Casnal
leave can be combined with compensatory leave, optional = holidays
and suthorised helidays but the total ahsence should mot exceed
10 days in all.

(3) Casual leave cannot he taken in combination with any
leave recognisod by the Fundamental Rules. It cannot also be
combined with joining time or vacation.

(4) Special casial leave (not counting as ordinary casual loave)
is granted to o Government servant in special circumstances, e.g.,
when he is detained in plague camp on the way to rejoin duty or
when he is barred from attending office on account of infection in
his house. Special casual leaveis limited to the period of necessity
in each such case. However, it should not ordinarily exceed 21 days
and in exceptional cases it may go up to 30 days. When tho
Covernment servant himself calches the infection, he should take
regular leave admissible to him for the period of his absence from
duty on that account,

(5) Oceasions on which special casual leave may he  given are

-detailed jn Annexure VII to Fundamental Rules.




CHAPTER XVI.

THE MADRAS MANUATL OF SPECIAL PAY AND
ALLOWANCES.

I. INTRQDUCTORY.

1. The Madras Manual of Special Pay and Allowances is in two
- volumes. Volume I has 5 parts, viz.,
Part I.—Special Pay and Allowances.
Part 1I.—Madras Traveiling Allowance Rules and Annexures
thereto. .
Part I1I.—Travelling Allowance Rules of persons other than
Government Servants.
Part IV.—Travelling Allowance Rules applicable to members
of the Secretariat staff of the Governor.
Part V.—The scale of rent leviable for the use of Government
Boats and lorries.
Volume II contains Appendices to rules in Part I of Volume I.

. IL Psrr I—SrE0IAL Pay AND ALLOWANCES. -
2. The Madras Special Pay and Allowances Rules apply to il
CGovernment servants who are subject to the Fundamental Rules
and whose pay is debitable to State revenues and who are under
the administrative control of the Govermment of Tamil Nadu. They
do not apply to (1) Government servants who are under the adminis-
trative control of the Government of Tamil Nadu if their pay is
debitable to the Consolidated Fund of India and (2) Government
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 foree with effect from 1 Dctober 1926.,
(Rule 1).
3. (i) “Personal Pay’ means additional pay granted to a Govern-
ment servant :
(@) to save him from a loss of substantive pay in respeet 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 otfier considerations.
: (ii) *Special Pay’ means an addition of the natwre of pay,
to the emoluments of a post or of a Government servant, granted in
consideration of :

(a) the specially arduous nature of the duties ; or

(v) 2 specific addition to the work or responsibility ; or

(¢) the unhealthiness of the locality in'which the work is
performed: - :
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(iii) The term *Pay’ includes special pay, personal pay and
charge allowance but not ‘ compensatory allowance.’
(Rule 2}

4, Special Payfalls into three class
Class I—Speciul pay for special w
Special Pay in this class i
responsibikity is attached or w
difficult and arduous nature.

assigned to posts to which special
ch involve work of a specially

(Rule 3)
Class II—Special pay for extra work.— .
Special pay in this class is assigned to duties, if the duties
are specific addition to the normal work of the service and really
justify the grant of a separate romuneration,
{Rule 6)
Class III—Special pay for risk to health.—

Special pay for “Dangerous duty” is sanctioned in cases
which involve specific risk or danger to those ¢cngaged therein.

{Rule 9)
* III.‘.J. MapRAS ALLOWANCE (COMPENSATORY ALLOWANCE).

- D Madvas House Allowance is admissible to a Giovernment
Bervant if all the following conditions are satisfied :—

(1) He should be employed in Madras City.

(2) He should reside in the City.

(3) He should draw a pay of more than Rs. 200 p.m.

: [Rule 13 (2)]

(4) He should actually pay house rent in excess of 10 per cent
of his emoluments if the house is an unfurnished one or 12} per cent.~
if it is & furnished one. [Rule 13 (3)]

.
“6. The Government servants drawing pay of Rs. 500 per mensem
or below will draw the new house rent allowance sanctioned in G.O.
No. 711, Finance, dated 11th July 1960, if they are not eligible for
Madras House Allowance Scheme.
. Note (1) under Rule 13 (3) .

7. The Government servants on pay exceeding Rs. 200 p.m. and
not exceeding Rs» 500 p.m. who areeligible for the Madras House
Allowanze Scheme may opt for the house rent allowance if that is
more advantageous to them than the Madras House Allowance
Scheme and vice versa Note (2) under Rule 13 {3).

8. The amount of Madras Bouse Allowance admissible to a
Government servant is the amount of rent paid by him in excess of
10 per cent or 12} per cent, of his emoluments depending upon
whether the house is unfuru'\shed or furnished subject to the
maximum limit given below : :
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GazeTTED OFFICERS.

Mavimum limit

Group. Class of Officers. of monthly
. . House
Allowunce.
- RS.

I Al Government servants whose total = = 100
emoluments exceed Rs. 1,100.

IT Government servants not included in 75
Group T the minimum pay of whose
timo seale or whose graded or fixed pay
_is not less. than Rs. 450 (i.0. oqual to or
more than Rs. 430).

T1T  All Government servants not included in 30
Groups T and IT.

Nox-(1azrrrED OFFICERS.

IV Govornment servants in the City drawing 25

an actual pay exceeding Rs. 2 : . .
E mensem who otherwise sati -
: conditions of Madras House Allowance -
Scheme.

“Emoluments” include pay, special pay, personal pay and charge
allowance but exclude compensatory allowances like fixed travelling
allowance, conveyance allowance, etc.

Nore.—In cases where husband and wife are Covernment
servants and both are eligible for Madras House Allowance, only one
of them can dvaw the allowance and a deduction should be made
for the income of the other. * i

Heads of Departments are empowered to sanction the Maglras
House Allowance in respect of officers and subordinates under their
control.

[Rule 13 (5)]

9. Murassal (COMPENSATORY ALLOWANCE).

‘9. The localities which have been recognised as sufficiently
expensive (Hill Stations and other’ expensive localities) to justify the
grant of special compensatory allowances are detailed in Rule 14 (i)
and 14 (i), Hill allowance is admissible to all Government servants
while expensive locality allowance is admissible only to non-gazetted
Government servants. The rates of allowances sanctioned sre
detailed in Rule 15. ,
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3. CONVEYANCE ALTOWANCE.

10. Conveyance allowanee is an allowance granted to a Clovern-
ment servant who has to tour regularly within a specified area for
the maintenance &f a speeified conveyance. tt is one of the kinds
of travelling allowance,

[Rule 19 (1).]

11. Comveyance allowance is granted in lieu of all travelling
allowances admissible for journcys within his jurisdiction.  For
journeys outside his sphete of duty, he way draw ordinary travelling
allowance for the entire tour heyond the specified area including the
connected transit to and fro in the specified avea or the conve-
yanee allowance for the days on which such tour is made whichever
iy greater.

[Rute 19 (2).]

1V. Parr II—MADRAS TRAVELLING ALLOWANCE RTLES.

12. These rules apply to all Governinent servants subject to the
Fundamental Rules who are under the administrative control of the
Giovernment of Tamil Nadu whether their pay is debitahle to the

,State or the Consolidated Fund of Inc They do noi apply to
Glovorniitent servants under the administrative control of the Presi-
dent of India whether paid from the Consolidated Fund of India or

“tate Funds.

(Raule 1.)
13. Travelling allowance is an allowance granted to a Govern-
ment servant to cover the expenses which he ineurs in travelling
in the interests of the public service. It is not intended to be a
source of profit.
(Rule 11.) ,
14. There are four kinds of travelling allowances which may bes
drawn in different eircumstances under these rules.
“ (1) Fixed travelling allowance.
(2) Mileage allowance.
. (3) Daily allowance.
(4) Actual expenses.
Normally a bill for travelling allowance, other than fised travel-
ling allowance, should be countersigned by the Controlling Officer
of the Clovernment servant who presents it. (Rule 4.)

15. The Government and the Heads of Departments are compe-
tent to declare the authorities competent to countersign the T.A
bill of their subordinates under tlicir control. The authorities
deolared by the Governument and the Heads of Departments as
eontvrollingv officers for countersigning of travelling allowance bills
are listed in Annexure IX of the Madras Manual of Special Pay and

Allowances.
\ (Rule 3—Ruling 1.)
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16. Ministers, Judges of High Courts, Heads of Departments, ete.,
may present travelling allowance bills without the countersignature,
of a controlling officer. Such persons are listed in Rule 5 (a), (b), (c)
and the rulings thereunder. .

17. There are special rules for the grant of travelling allownace

(1) High Officials like the Governor;
(2) Ministers ;
(8) Other high officials like the Chief Secretary to Government
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 ave detailed below.

(1) Fized Travelling Allowance.

18. Tixed Cravelling Allowance is an allowance given to a
Government servant who is required to tour within a specified
avea for not less than a given period in & specified period.

(Rule 13.)

For example, a Tahsildar of a Taluk is paid a Fixed Travelling
Allowance of Rs. 75 pm.  He should tour for a minimam humber of '
120 days-in a half-year in his taluk. If he has not toured for “he
prescribed number of days, his fixed travelling allowance will be
cut proportionately for each day of deficit. Suppose the Tahsildar
has actually toured for 110 days in a half-year, his fixed travelling .
allowance will be cut for 10 days as indicated below ;—

120—110 10
—_——— = —— X 75 X 6 = Rs. 87-50.
120 120

19. If the Government servant in receipt of fixed travelling
allowance proceeds on tour beyond the specified grea, he may dm\;
travelling allowance according to the Madras Travelling Allowance
Rules and the proportionate fixed travelling aliowance for that period
will be deducted. (Rule 12,)

20. The fixed travelling allowance is claimed along with the pay
in the pay bills every month.
(Rule 17—Ruling 1.)
21, For the purpose of determining the rates of travelling allow-
ance.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. Pay includes personal pay, special
pay, etc., as defined in F.R. 49 (b). The rates of Daily Allowance
Road Mileage, Railway fare, etc., admissible to the several grades
are given in the Appendix. In ecase of transfer from higher to &
lower post or vice versa, the pay of the lower post should bebtaken.

. ] . {Rule 10,)
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22. A journey is reckoned as journey on tour only if it reaches
& point outside a radius of more than 8 kilometres (5 miles) from
“headquarters. However, one travelling on duty within a radius
of 8 kilometres of his headquarters is eligible to get the actual fare
paid by him for journeys by railway or other public conveyances.

(Rule 64.)

23. A journey performed within Madras City limits though it
may exceed 8 kilometres will not be treated as a journey on tour.
(Rule G+—Ruling 2.)

(2) Daily Allowance.

24. «“ Daily allowance ” is an allowance given to a Government
Servant for each day of tour. “Day” means a calendar day
beginning and ending at mid-night.  The Daily Allowance can
be exchanged for Railway fare or mileage or both as the case may
be, if the latter is advantageous.

[Rule 39 («).]

25. Fer claiming daily allowance, the period of absence from
headquarters should be 8 hours and the Government servaunt should
réach a point outside a radius of eight kilometres (5 miles) from his
headquarters or retirn to his headguarters from a similar point.

[Rules 42 and 43 (c) (i).]

26. Daily allowance is not admissible during casual leave while
on tour and for any day whether any Sunday or holiday unless
the officer is actually on camp.

[Rule 43 (a).]

27 A daily #llowance cannot be drawn for continuous halt of
more than ten 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 ten days
up to thirty days, if the prolgnged halt is necessary in the interest
of the public service.

[Rule 44 (1).]

28. The drawal of halting allowance for periods in excess of
30 days requires the sanction of the Clovernment.
[Rule 44 (1).}

29. A list of Government servants and establishments who have
been exempted from the operation of this rule is found in Annexure
1V of the Manual of Special Pay and Allowances.

A [Rule 41 (2.)]
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30. For officers in Grades T to TT1, the daily allowance for halts
at Delhi, Bombay and Caleutta will be us noted below :

1S.

trade I -
Garde 1T 22
Grade LI ) 18

(Nolo 6 umlm Grade I in Annexure,)

31. Enhanced rates of daily allowaunce are allowed to Police
officers and men deputed for bundobust duty in conuection with
General Klections to the States and Indian Legislatures : —

RS-
(1) Deputy Superintendents of Police . .. 6-00
(2) Inspectors of Police drawing pay over Rs. 300 5-00
(3) Inspectors of Police drawing less than Rs. 300 4-00
(5) Sub-Inspectors .. .. .. . 3-50
(5) Police Constables * . .. . 175

(1 ulmrr I5—Annexure L)

32. Special rates of daily allowance outside the dlstuct or »Stwte
are allowed for officers of Grades V1L to X as detailed below : —

Rail  Halts - Rail jowrneys

Grade. Jowrneys out-  ———A——o Halts at
and  side Qulside To Delii.
halts the the and
oulside  Slute. State.  from
ihe : Delhi.
district.
(1 @ (3) ) o O . (8
s, us. TS. RS. RS.
VII . 3-50 +4:00 4-00 5000
VIIT . 300 4-00 4-00 4-00
IX 30 400 400 400
X . 125 2:00 3-00 2-25%

* Last Grade Government servants “will be p'ud daily allowance
at Rs. 3 for halts at Delhi, in Himalayan Hill Stations, Bombay and
Caleutta also.

(Ncte 6 under Grade X, Annexure [.)

"#% The rate of Rs. 1-25 is admissible to Government servants of
Grade X for journeys and balts outside the dnstuct mespectlve of
the mode of conveyance.

. ! (Note 8 of Annexure I.)



. 143

33. In respect of officers of Grades 1V to IX daily allowance
may be drawn for each calendar day of absence from headcquarters
and in addition, one daily allowance for the day of departure and
one daily allowance for the day of return, if the absence from head-
quarters on each day excceds S hours. If the period of absence on
each of the two days is not in excess of 8 hours but'if the periods
of absence on the two dates aggregate to 8 hours, one daily
allowance mgy he drawn for these twesdays.

{Rule 43 (c) (i).]

34, The restriction of § hours absence from headquarters will,
not apply for the drawal of daily allowance in addition to single
railway fare by Government servanis of Grade X.
. [Rule 43-—Note (2).]

(8) Mileaye Allowance.

35. A« Mileage allowance ” is an allowance caleulated on the

. distance tyavelled and it is given  to yueet the cost of a particular
journey.

2 (Rule 18.)

36. Mileage allowance for a journey hetween two statious will be
caleulated with reference to the shortest ordinary route or to the
route which is declared by the Government 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.)

3‘;L.Road milc;:ge is adwissible only for journeys of more than

32 k.m. (20 miles) in a_day (calendar day or up to 2t hours

absence from headquarters). For journeys of 32 km. (20 miles)
or less, only daily allowance is admissible.

[Rule 23 (a).]

38. TIf a road distance of 32 kilo-metres or Jess distance is com-
bined with a railway journey, road mileage or daily allowance,
whichever is less, is admissible.

[Rale 23 (5).]

3‘) A road journey is said t§ be combined with a rail journey
only when it direc ly precedes or follows the rail journey. .
: A [Ruling 5 under Rule 23 (8).]:
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40. The head of the department is authorised to permit a
Government servant to travel and draw mileage allowance by a
route other than the shortest for specially recorded reasons.

. {Rule 21.)

41, Yor road journcys from or back to headquarters the distauce
should be caleulated from or tothe central point at the Government
servant’s headquarters and not his residence. The Milftary Route

. Book will be taken as a general 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 dis-
tances between railway stations and the fixed or central points in
those stations should be consulted. When any distance cannot be
ealculated with reference to these two books, the Collector of the
distriet will decide the question.

(Rule 22.)

42. Officers of Grades I to I1I,—Full mileage or restricted mileage
in the case of journeys by motor car is admissible for journeys of
more than 32 kilometres. Tor journeys of 32 kilometres or less,
mileage or daily allowance whichever is less is admissible. .

43. Giades IV to X.—TFull niileage is admissible for journeys™of
more than 32 kilometres to Government servants of Grades 1V to
X except last grade Government servants. Mileage is not allowed
in addition to Railway fare plus daily allowance for journeys of
less than 8 kilometres by road from the railway station at the
beginning or at the end of the rail journey. However, mileage is
allowed in addition to rail fare and daily allowance when such road
journey extends to eight or more than eight kilométres from the
railway station.

(Ryle 23 Note, 4;)

44. When the period of absence from headquarters is less than
8 hours and daily allowance is not therefore admissible, officers of
Grades IV to X will be eligible to draw mileage for a journey by
road at the beginning or at the end of the railway journey even
though the distance of the road journey is less than 8 kilometres.

(Rule 23 pre 4.)

45. In respect of journeys by road of not more than 32 kilo-
metres made in a public conveyance in combination with a journey
by rail on the same day, a Government servant may be allowed to
draw, in addition to Railway fare and daily allowance, the actual
fare paid by him for travelling in a public conveyance even though
such fare may exceed the amount of his daily allowance.
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4. JOURNEYS BY RAILWAYS.
.

46. (i) For journeys by railway, the Government servants in
grades I to TIT drawsa single I class fare and incidental charges at
40 paise for every 10 kilometres or part thereof, if the part exceeds
5 kilometres. If the to and fro journey i3 performed on the same
calendar day, they will be eligible to_claim single [ class fare and
incidental chtrges at 20 paise for every 10 kilometres or part
thereof if the part cxceeds tive kilometres.

(i} Government servants in grades IV and V draw a single
first class fare plus daily allowance for each day of journey.

(iii)- Government servants in grades VI to VIII draw a single
second class fare plus daily allowance for each day of journey.

(iv) Government servants in grades 1X and X draw a single
thivd class fare plus daily allowance lor each day of journey

{Rule 29.)

47, When a Government servant travels at a concessional rate,

his rajlway allowance will he restricted to the actual cost of railway

-ticket plus ene half of the ordinary fare in cases of officers of grades I

to [1J or of the daily allowance in the case of officers of grades IV and

belyw. The same rate will apply in cases where concessional
rates are allowed for return journey also.

(Rule 31.)

48. If a Government servant travels by a class lower than the
one to which he is entitled to travel, he will be eligible to elaim only
the fare of the elass in which he actually travelled plus the inei-
dental charges or daily allowance allowed.

(Rule 32 XNote.)

.- "
49. When a Government servant entitled to higher class travels
in third class and pays the oxtra charges for sleeping accommodation
provided by the railways for third clzlass passengers during
night journeys, the fare of the accommodation actually used (inclu-
sive of the charges for the sleeping accommodation) may be claimed,
if the amount does not exceed the fare of the class by which the
Clovernment sevvant js entitled to travel. These concessions will
apply to journeys on tour and &lso transfer.

(Rule 32 Ruling 2)

50. When there are two routes by rail, if an officer travels by the
longer route for the reason that the shorter voute does not provide
the class of accommodation which he is cligible for under the rules,
he can be allowed railway fare caleulated by the shorter voute onty
by the class of accommodation to, which he is entitled. :

. ' {Rule 21 P\uling.)

©105-19—10
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5. Special doviations from the rates in Annesure T of the
Madras Travelling Allowance Rules in respect of railway fare, ote., «
are allowed in the notes undor Grades V to X.

.
52, A journey will be reckoned as a night journey when a
Jovernment servant travels by train for at least 3 hours between
0 pm. and 6 am. Al officers of Grades VI and VIL will be
entitled to the concession for journeys on tour and tramsfer. The
extra fave admissible for journeys on transfer will be limited to the
“ 11 class. The members of the family of the Government servant
are not entitled to the convession.

(Kxplanation to Note 3 under
Grade X—Annexure-I.)

5. 110oAD JOURNEYS BEIWEEN PLACES CONNECTED BY RAIL.

53. For a journey by bus between places conneeted by rail or
partly by rail and partly by road the travelling allowance for the
bus journey should be limited to the allowance acmissible for the
vailway or rail-road journey.

Raule 267

54. For officers of grades V to X except last grade scrvaﬁié,
travelling allowance admissible for the bus journey can be claimed
if it is less than the travelling allowance for the railway journey.

[(Rule 27-—(14.)]

55. When a Government servant (of Grades I to VIIT) performs
a journey exceeding 32 kilometres by a regular public motor service
between places connected by railway, the charges should be limited
to what would have been admissible had the Government servant
performed the journey by rail or to the actual Lﬂls'_'_farc plus daily
allowance whichever is less. . 8

(Rule 27—1B.)

" 56. Government servants of grades IX and X may draw at
their option, daily allowance in addition to bus fare for journeys
execeeding 32 kilometres performed by a public motor service
between places connected hy rail if the absence on each day from
headquarters is 8 hours or more. .

[Rule 27—1B—Note (I).]

57, When a journey is performed by a motor car between two
places connected by rail, full mileage may be drawn for the first 40
kilometres and 2/3rds mileage for the next 100 kilometres. For -
the distance beyond 140 kilometres, 1/2 mileage is admissible.

B [Rules 26 and 25 (B)],
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6. JOURNEYS BETWEEN PLAGES NOT CONNECTED BY
Rais BuT BY Bus.

58. (i) Officers 0f Grades ] to IV get mileage under rule 25 (b)
for road-journey performed in their cars but if thoy travel by bus
haif the mileage under Rule 23 («)‘is admissible.

. . (Rule 27 (4).]

(i) Officers of Grades V to VIT will draw, whether the journcys

are performed in their cars or by a public conveyance, half the
mileage or bus fare whichever is higher. ‘

Rule 27 (1).]

(iii) Officers of Grades VIII to X except last grade servants
will, in addition to the half mileage or bus fure of the lowest class
whichever is greater, get 7 Paise for every 19 kilometres or part
thereof if the part cxceeds 5 kilometres,

[Rule 27 (1).]

(iv) For office.s of Grades V to X (other than last grade
.Governmeny; servants) for a journey in public interest other than
by bus (i.e. by car) full milcage for the first 60 kilometres and 2/3rd
mikige for the next 100 kilometres and 1/2 mileage thereafter is
admissible under Rule 25 (0). In such cases, the controlling officer
should be satisfied that a public interest has been served by the
journey. He should also state so specifically.
. . {Rule 27 (1).]

59. A last grade servant is not eligible for half-mileage for
journey by bus. When he makes a journey of more than 16 kilo-
metres by bus, he can draw bus fare plus daily allowance of Rs. 1:23,
1f the distance is 16 kilometres or less, he can draw only actual fare
by the 1owest class.®
- : (Rule 24.)

60. If two places unconnected by rail are partly connected by
bus, travelling allowance may be dvawn for such portion of the
journey as is covered by bus and full mileage may be drawn for the
remaining portion of the journey.

. ) [Rule 27 (3).]

7. ACTUAL EXPENSES.

61. A Government servant who has been compelled to leave his
camp and proceed rapidly on duty to a place more than 32 kLilo-
metres distant on a sudden emergency may, under the special order
of the head of the department, draw the actual expense of main-
taining such camp, not exceeding the dai]y. allowance in addition
to the mileage admissible whetherithe camp is moved or not.

(Rule 48.)
105—19 - 104 :
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62. A (lovernment servant of any of the Grades I to VIII may
for a journey on tour by railway or steamer, draw the actual cosb
of transport of himself, his servants, private luggage, conveyances
and horses and in addition for each calendar day during which a
journey is made, one-fourth of the daily allowance for which he is
eligible under Annexure T, °

d JRule 49.)

- 8. TRANSFER TRAVELLING ALLOWANCE.

. 63. A Government servant on transfer from one place to ancther
is normally eligible for transfer travelling allowance. However, if
the transfer is at his own request, he would not be entitled for any
transfer travelling allowance. The Travelling Allowance claim
should bo preferred within three months of the completion of each
journcy. The threc months time limit is to bo caleulated sepa- ’
- rately for self, family, personal effects, where the dates are different.
«Tamily” includes wife and children dependent on the Government.
sorvant. If a (lovernment servant has got more than one wife,
travelling allowance can be claimed only for one wife. Children
includes adopted child, step children, married daughter not placed
under her husband’s protection, widowed daughter resiching with
and wholly dependent on the (lovernment servant. A husband
dependent on the woman Government servant is also eligible for
the travelling allowance. In respeot of non-gazetted officers, the
expression ¢ family ” includes also their parents who are wholly
dependent on them. When both the lusband and the wife are
Government servants and are transferred ab the same time or
within 6 months from the same station to another station, both
cannot claim transfer travelling allowance. Tither 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.

- ..
64. The travelling allowance admissible is as follows : —
Ruilway Journey. ot

(@) Self—(i) Government Servants Grades I to {1I.—Heads
of departments are eligible for highest class of accommodation
including  air-conditioned accommodation and are eligible to
draw a single fare of that class and extra charges calculated at
75 paise for every 10 kilometres or part thereof® exceeding 5 kilo-
metres.

(ii) Other Government servants in Grades I to 11T may
claim single first class fare (or when journey is actually made in air-
conditioned class) single prcsumpbive first class fare ¢taleulated
at 75 paise for every 10 kilometres or part exceeding & kilometres’
plus extra chal‘ges (for incidental expenses) calculated at 75.paise
for- every 10 kilometres or part thereof exceeding 5 kilomotres.

(tii) Government servants in Crades IV to X may claim
two railway fares of the class by which they are entitled to travel.
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65. When a journey is performed hy a motor car between two
places connected by railway, the charge should be limited to what
would have heen admissible had the Government servant fravelled
by rail. A Government servant who is entitled to transport bis
motor car on tramsfer and who performs the journey in his own
car by road may, draw one rail fare only for self if the new station
is situated ata distance of 130 kilometres or less instead of what
he can draw under the above rules.

* [Rule 70 (i) Note (e) under Grades
T to TIL and Note (b) under.
Crades [V to X.]

66. When a journey on tramsfer is performed Ly a regular
motor service between places connected by railway, the claim for
self ” will be regulated as follov:

(i) Grades I to I11.—Actual bus fare plus 75 paise for cvery
10 kilometres or part thereof exceeding 5 kilometres by the rail
route or the bus' route whichever is less (towards incidental
expenses).

[Note (g) under Rule 70 (i) under
Grades I to IIT.]

7 (ii)*Grades IV to Vill.—Actual bus fare plus single rail fare
ofuthe clags by which the Government servant is entitled to travel,

(ili) Grades IX and X.—Charges limited to what would
have been admissible had he travelled by rail.
[Note (d) Rule 70 (1) under
Grades IV to X.}

(0) Family.
67. The number of fares actually paid by a Government servant
for adult members and children of the family may be claimed.

. . [Rule 70 (ii})].

68. If the family members travel in the oflicer’s own car hetween
pfaces’ connected by rail, no railway fare is admissible to them.

[Ruling (1) under Rule 70 (ii).]

69, For journeys by road, a Government servant of Grades
T to X may draw twice the mileage to which his grade entitles him.

[Rule 72 (i).]

70. An officer of Grades I to IIT may also draw one extra mi:[eage
if threc members of his family accompany him and another extra
mileage if more than three members of his family accompany him,
An officer of grades IV to X may draw one extra mileage if two
members of his family accompany him and another extra mileage
if more than two members of his family aceompany him.

[Rule 72 (ii).]

A
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71. A member of a Gosernment servant’s family who follows
him within six months from the date of his transfer or: precedes
Lim by not more than one month may be treated as accompanying
him.

|Rule 75.]

72, After receipt of iransfer ofders, the family of a Government
servant may travel to a statio.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
ot exceed the travelling allowance that would have been admissible
4f the family had proceeded to the new headquarters station.

[Rule 7+.]

73. 1f a member of the family travels to the new station-irom a
place other than the old station of the (overnment servant, the
{overnment servant may draw eitlier the actual fare for tho journey
made or the fare admissible for the journey from the old to the
new station whichever is less.
[Rule 73.]
74. Travelling allowance may be admitted under Rule 75 for
journeys performed by an officer’s sons or daughters from therr
place of study to any new station to which he is transferred.
The fare from the place of duty to the new station or from the old
station to the new station whichever is less is admissible.

[Rule 76—Ruling 3.]

(¢) Personal Effects.
75. (i) A Government servant is entitled to draw the actual
cost of transporting personal effects at owner’s rigk by goods train
up to the following maxima :— ; -

Mazinum
Grades of Government servants. . number of
. . kilograms.
(i) Grades I to IIL . .. .. . 4,500
. .(ii) Grades IV and below on & pay exceeding T 2,000
Rs. 180 per mensem. : = :
(i) Government servants on & pay not ‘exceeding . 1,000

Rs. 180 per meneem. .
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1ii) He may also cluim the actual cost of transp
tram a portion of his personal effects upto the ma.
below out of the total permissible kilograms : —

t by passenger
a prescribe

Mavimmm awmber

. of Eilogranes that
Grades of Government servantse can be carried by
¢ pusseager train at
Gocerament eosl. o
(i) Grages I to [LL .. . .. .. 200
(ii) Grades IV and V .. .. .. 73 °
(ili) Grades VI and below .. .. 40

{iii) If a Covernment servant carries personal cffects Ly
passenger train beyond these maxima, he may draw the actual
cost of carriage uf. to the amount that would have been admissible
had he taken the maximum number of kilograms by goods and
passenger trains as preseribed above.

[Rule 70 (iii)].

~  (iv) The head of a department is empowered to fix lower
* maxima for personal effeets.
. [Rule 70 (iii) delegation.}

76. Oficers will be allowed to claim railway fares by the lowest
class for their personal servants, according to the scale given
below :—

. Mazimum
Class of Officers. number of
servants
allowed.
(i) Officers drawmg pay exceeding Rs. 1,100 .. 3
(ii) Officers drawing from Rs. 550 to Rs, 1,100 2
(iif) Other Gazetted Officers .. .. . .. 1

The pereonal servant ghould have been in the employ of the
officer at the time of hig transfer and the fare should have been
-gctually paid.
‘ . [Rule 70 (vii}.]

77. A Government servant while proceeding on leave is not
entitled for any travelling allowance. When he returns  frox
leave of any kind for a period not exceeding 6 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.
. N [Rule 90.)
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3. Mis“ELLANEOUS.

78, A Clovernment  servant is not entitled to any travelling
allownnee for a journey made hy him after refivement or dismissal
from Government serviee or after the termination of such service.

. [Rule 93].
.

79. Tf a Govermmnent servant dies while in service? the members
of his family may be granted travelling allowance for the journey
to bis home or to any other place where they wish o 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].

80. The travelling allowance of the secretarial and the house-
hold staff of the Governor ordered to proceed to Ootacamund to
transact business when the Covernor takes up his residence theve
will be regulated by the provisions contained in Part TV and Anne-
sure VIII of the Manual of Special Pay and Allowances. . .

[Rulg 81].

10. APPENDIX.

Eaxtract from Annexr re I of the Madras Travelling Allowance Rules.

@rade Pay Daily Mileage Railway Steamer

Range. allowance. per journey. Journey.

Eilometre, . .
m @ ® ) ®
B4, 1 3 ns, 1
@ azetted Officersp

1. Members of the 10 60 0 36 Shgle firstolass I Class berths

Tarnil Nudu Public plus 40 paiso :

Service Commi . for revery 10

wion, Sccreterics ¢ kilo motresor &

10  Government, purt thereof

Heads of Depart- if the part

ments, Collectors, exceeds 5 kilo-

District and metees 1o

Sessions  Judges. coverineiden-

cte. tal . charges.

1. Other than thoso 9 0v 1 Do. Do.

in Grade 1on(pay
excepding Rs.
1,1000 -+ .
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Grade Pay Daily Milagé Railway Stramrer
Pange. alliconces. prer Jeurne:. jourary.
Kilometre.
0 (2) 3) 4 (5
B3, P RE. P,
. Gazettsd Offiscers --contd.
I1T. On pay exeeed- © 750 0 36 Single firs class 1 Ciass  her'®s
ing Ex. 800 but plus 40 p,‘.r.
not exceeding Rs. . for every 10
1,100, Officera - Lilomeires ar
appomm\ to Al part  thereof
Tndia  Services it tha pert
(LAS LP.S., 13 Skilo .
LA, & AS. not to
mc)u\led in Ctrades . cover inciden-
I or L, Military tal  charges. -
Commissioned
Officers  on the
personal staff of
the Gavernar not
included in Grade .
IV. On pay exceed- & 00 ¢ 36 Single I cla-s LI Class bucth.
ing Re. 550 but fave  plus
not excoeding Re. Daily
300. Allowance.
V. Other Gazetted 5 25 0 24 Do Do.
Goverguent
servents.
K .
Non.Gazelted Oficers.
VI. Non-Gazetted 4 60 0 24 Single I class IL Clas berth,
overnment s farc  plus
vents on  pay Daily
oxcoeding  Rs. Allowance.
300,
VII Onpayexceed- 3 00 024 Do. Do. A
ing Re. 240 but
wndk excecding Ra.
300.
«VIIL On pay 2 50 0 18” Do. Do.
oxcesding Rs. 150
but not exceeding
Ra. 240.
1X. On poy of Rs. -2 00 ¢ 12 Single III Class I1I Class berth,
90 and above but fare plus
not sxoeeding Rs. o Daily
150. o . Allowance,
X. Non-Gazetted 128 0 12 Do. Do.
Government

aervants on & psy
of Jess than Ra.
0.



CHAPTER XVI

PENSION BENETFITS AND LIZBER-J\:LISED
PENSION RULES.

I. IxrroSvcToRY. .

= 1. The Madras Pension Code consists of seven parts. . Part I
contains the Civil Service Regulations (C.8.Rs.) which define the
conditione under which pension is calculated. The rate of pension
and gratuity payable to those who opted to remain under the old
Pension Raules is given in Article £74.  These rates apply to those (1)
Govermment servants who retired or died before the 1st July 1960, (2)
thove who opted to remain under the Civil Service Regulations
Pension Rules, (3) the personnel of the Malabar Special Police and
Armed Police who have eleckod to come under the Civil Service
Regulations Fension Rules and (4) those governed by_ Article 802,
Ceovil  Serviee Regulations ie., Loocal Trund Governnient
servants whose pensionary liabilities are borne by Government
in veiurn for pensionary contributions received. Part II,gcontains®
the Madras Liberalised Pension Rules of 1060.  These rules together
with the Civil Service Regulations (other than those relating to thee
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 III to
VII contain other pension and gratuity mlas .

The conditions of service of the members of the Indian Civil
Sexvlcc include speeial rules for pension and they are printed in
~Chapter XXV of the Madras Pension Code. [Artiole 349.]

. ..

II. Crvin SERVICD RRGULATIONS. .

3. Future good conduct of a retived person is an xmbhod
condition for the grant of a pension. The Government have’ powers
to withhold or mthdmw a penswn or any part of it if the pensioner
is convicted of a serious crime or is found gmlty of grave misconduct,

[‘\11&101&‘ 351.]

4. An officer dismissed or removed for misconduet, insolvency
or inefficiency . is not eligible for the grant of pension. Howover,
the officers so dismissed or removed, may be granted compassionate
allowances when they deserve nf special consideration. ~The
allowance granted to any officer under this rule should not exceed
two-thirds of the pension which would have been admissible to him
if he had reﬁred on medical certificate. [Article 358.]
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(A)- Classification of Pensions.
5. Pensions are divided into four classes—
(a) Compensation pensions
(b) Invalid ptnsions.
* (¢) Superannuation pensicns
(d) Retiring pensiona.
T [Article 424.;

6. An officer is eligible for compensation pension, if he is dis-
charged owing to the abolition of a permanent post and if he is nog
appointed to another post. [Article 426.)

7. An officer is eligible for invalid penaion on his retirement
from the public service if he is permanently incapacitated for the
public service or for the particular branch of it to which he helongs
by mental or bodily infirmity. [Article 441.]

. 8. The 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 officer who ia

efttitled or compelled by rule to retire at a particular age.

[Article 458.]

10. Retiring pension is granted to an officer who, as a measure

of punishment, is compulsorily retired from service before or after
completing qualifying superior service of 25 years.

- [Article 465-B.]

11. The essential conditions of qualification for pension are as
follows': — .
(1) The service must be under Government.
°  (2) The employment must be substantive and permanent.
(3) The service must be paid by Government.
B . [Article 361.]
12. The -Government may, in the case of service paid from
Cousolidated Fund, declare that any specified kind of service
rendered in a nom-gazetted capacity will qualify for pension and in
individual cases allow service rendered by an officer to count for
pension. o . [Article 361-A.]

13.- In respect of officers who retire or who die on or after the
1st April 1963, -all periods of leave with allowances will count as
seryice. . : [Article 408-4.]
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14, The authority who. sanctions the pension may commute
rotrospectively perivds of absence without leave, into leave without
allowances. [Article 421.7e

An Officer’s servico does not qualify for pension till he has
eomp]eted 18 vears of age. The service put in by a Government
servant bLefore his completing 18 years of age is - called *‘Boy
Service”. [t is excluded for cowiting the qualifying service. This
rule does not apply to persons®who were in service on,14th March
1961 and in whose case a lower age limit has been prcscribed.

- [Article 358-(«).]

(B) Amount of Pensions.

16, The amount of TPension is determined by the length of
qualifying service. [Article 468].
17. The length of qualifying service is caleulated from the date of
appointment to Government service to the date of retirement
('\(Imhn" the periods.spent on the follo\\mg —
(i) Non-continuous service and breuks
(ii) Boy Service.
(iii) T.eave without allowance.
(iv)" Suspension periods.. T e vy
(v) Overstayal of leave not regularised. o
(vi) Refused leave taken after the date of compulsory
retirement. [‘xlblcla 420.]

- 18, If the qualifying service is less than 10 years, no.pension is
admissible but only a gratuity is admissible. " This ‘cratuity’ is
called ‘Service Gratuity’.

19. Service Grainity—For a peuod of 1 to 19 completed six
monthly ‘periods. "(i.e., for a service of less than ‘ten years) ]mlf
month’s emolurients for each completed monthly pengd

[Article 474 (@).]

20. Pension.—Ior.20 completed six-monthly periods to 50 com-
pleted six-monthly periods and above, the scale of pension ranges
om 10/60 to 30/60 of “average emoluments,’ subject to & maximum

annual limit of Rs. 2,000 for 10/60 to Rs. 5,000 for 30/60.

- e TArticle 474 ()]

21.. After a service of not-less than ten yeme and i cases. of
retirement on the ground of iueﬁiciency'and compulsory retirelment
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 26 yéars and more (51 £0-59 completed:six- monthly
penods) it is shghﬂy teduced -as indicated .in the -Article, .

{Article 474 (c)’
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. 22 The ‘term” “Average Emoluments” means the average
caleulated upon the ‘last three years of service.

. {Article 487,

23."In respect of officers who retired from service on or after
the 18t July 1960, fractions of a'year cqual to six months and
above will be treated as a completrd monthly periods for the
purpose of calculation of any pension admissible to such an officer.
In caleulating length of service and adding together broken periorls
of a month, a month should be taken to consist of 30 days only,
irrespective of the actual number of days contained in each mounth-

[Provise to and ruling under Article-168.]

24. The authority sanctioning the pension is competent o
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.]

(Cy Comamulation of Pension.

. 25. Commutation is a process by which the Government servant
is"entitledto receive a lump sum amount in lieu of a portion of his
'p.e;uion. In other words, it is the conversion of a portion of recur-
rilg monthly pension into a lump sum cash amount. The commu-
tation of pensions is governed by Civil Service (Pension) Commu-
tation Rules which came into force on 1st April 1925, The Govern-
ment servants governed by the Old Pension Rules can commute
their pension to the extent of half and those governed by the Madras
Tiberalised Pension Rules of 1960 to the extent of 1/3 rd of their
pension, subject to the condition that the amount of pension
retained is not less than Rs. 240 per year.

. . (D) Retirement.
26...(i) An Qfficer in superior service Whether ministerial or non-
ministerial Tetires when he attains the age’of 55 years.
(i) A -Government servant in last grade service—retives when
attains the age of 60 years. . .
e ’ [Article 455 ~Ruling 1.]
(iii) The date of retirement of trained teachers of Elementary,
Secondary, Traim‘né and Special schools under the management of
Government is the date on which they attain the age of 58 vears.
[Article 458-—Ruling 2]
(iv) In the case of persons who had taken part in the freedom
st,.ruggle and courted imprisonment and who have been appointed
to the posts of Social Welfare Workers up to the end of December
1065, the date of superannuation shall be the date on which they
> e

age of 60 years. . ..
aftafi tho age of 0 Yo [Atticle 455" Ruling 3.]
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(v) All-India Service Officors retire at the age of 58..
(Rule 16, Appendix I to Madras Pension Code). .*
(vi) An officer in superior service who has 2ttained the age of
55 years may, ab his option, .retive on superannuation. pensien. -
T [Article 464]-

(E) Miscellaneous.

27. Anticipatory pension is pension authorised by the Accountant
General after a rough assessment. This is allowed where it is
expeeted that thero might be delay in the final assessment of the
pension and- consequent delay in issue of the pension order. This
amount is subject to revision or adjustment when the pension is
finally fixed. [Article 922]. -

28. The pension is payable monthly on and after the first dz.ly of
the following month on reeeipt of the Pension Payment Order.

[Article 943 .(1)]-

20. A pension is payable for the day on which the pensi’&ner dies.’

- [Article 943 (3%},

30. An officer cntitled to a pension cannot “take a. gratuity
instead of a pension. [Article 471].

31. The pension is fixed in Rupees. In the case of a Government
servant retiving {rem service on or after lat July 1966, pension is
rounded olt to the riext higher rupee.. )

[Proviso to Article 468-A].

III. Tue MADRAS LIBERALISED Prysion Ru;r;l.;.s,'lﬁﬁo.,

32, The Madras Liberalised Pension Rules pro'vidn for the
grant of (1) “Service gratuity” and “pension” as in Schedule to
Raule 3, (2) “Death-cum-Retirement gratulty” asinRule 4 and (3)
« Family Pension” as in Rule 6 and as revised -in family -pension
Rules 1064. The Rules apply to all - Governnient Servants- who
retired/or retire from service on or after lst July 1960 ei‘cept.the-
following, namely—

(i) Government servants who are employed in Government
industrial undertakings to whom ‘the Factories Act, 1948 (Central
Act LXTIT of 1948) or the Employees’ Providert Tunds. Aet, 1952°
(Central Act X1X: of 1952) are applicable. . -

(i) Government servants who belong -to non-pensionable
service ; -
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- (iity Governinent:servants who-elect to continue under their
» old pension enles in accordance with the provisions in rule 8. : .. and

'(_iv) (;ovtmmmt servants who belong to the State Hwhei
Judicial Service.

33. The minimum quahfvmg sgrvice for retiring pensio
been fixed®as 30 years. .\ Government servant may te
service any fime after completing 30 ye; '=0fq|ml1f\'nwsm\!L( after
giving threo months netice to the Government, The Government
may. Tikewise, require a Covernment servant to rvetive after he
completes the 30 years of quarifying service by giving 3 months
notico to the Government servant concerned. [Rule 3 (2)].

The details of gratuity and ponsmm admissible under the
Liberalised Pension Rules for hoth superior and last grade Govern-
ment servauts ave given helow (—

(i) Service gratuity.-~For 1 to 19 compieted six-monthly
periods, 1/2 month’s emotuments t6 8-1/& nmionths’ emoluinents.

(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 suh]tct {0 maximum
ual Iimits of Rs. 2,700 for lO/\(l to Rs. 8,100 for 30/30.

[Schedule to Madras Liberalised Pension’ Rules).

(i) Death-cum-Retiveinent Graluity. —(a) On Retireinend.
Ctovernment-servant who has completed 5 years® of qualifving service
will be granted additional gratuity as follows on his retirement:

One-fourth of the emoluments for cach completed si maonthly
period of qualifying  service, emoluments being subject to a
maximum of J mes, the emolumenta

[Rule 4 (3).]

o+ (b)-On degth 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 should not exceed Rs. 24,000.

[Rule 4 (3),]

(ii) In the e\ ent of the death of a permanent Government
servant subject to Madras Liberalised Pension Rules, hefore com-
5ryears qualifying mwwe bis family will be eligible fot

pleting 5
death gratuity as under :
. Length of service. Gratuity.
(i). On death before completion of one year Two months pay.
.- service.
(i) On- death after o service of one year but Six months pay.
beforc completion of five yeals
- . [Rule 4—Ruling 9.]
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(¢) On death after retirement.—In the event of the death of
a Government servant after rotirement if the amount actually

reccived by him at the time of

death on account of pension and

gratuity is not equal to 12 times his emolumonts, = gratuity equal

1o the defieiency will be granted to the incumbent.

[Rule 4 (4)]

.

 Nore.—Emoluments at the time of retirement, include pay,
te., referred to in Article 486-A of Pension Code, subject to a

maximum of Rs. 1,800 p.m. If

the emoluments of the Government

scrvant had been reduced during the last three years, otherwise
than as a penalty, the average emoluments under Articlo 487 Pension
Clode can be taken at the discretion of the authority sanctioning
the Death-cum-Retirement Gratuity.

33. The Madras Liberalised

[Rule 4 ( 5)]

Pension Rules 1960 do not prohibit

the grant of family pcusimx/tlcntlpcum~1‘0tirement gratuity to the
family of a Government servant who comrits suicide.

36. A Govermment servant
post should nominate a member

[Rule 4—Ruling 3]

-
on appointment to a pensionable
(or members) of his family specifiéds

in Rule 5 () to receive the Death-cum-Retirement Gratuity in the

event of his death while in sex

ice. If at the time of making the

nomination, the Government servant has family, the nomination
should be in favour ol any members of the family only and not in

favour of any outsider.

[Rule 3 (2)]

37. A nomination once made can be cancelled at any time by

gending a fresh one.

« TRule 5 (8) ¢)]

38, Family Pension.—The conditions for the grant of familg

pension arer—

(i) The o(ﬁcefmush have completed not less than 20 years

qualifying service ; and

(i) The officer should have died while in service or after
retirement within 5 years from the date of his n;‘oiremcnt._ o

¢ [Bale 6 (1)]

39. The maximum period for which a family pension is payable
iz 10 years. However, the payment should not extend beyond

and beyond 5 years from the n
he dies while n service.

5 years from the date of retirement if the officer dies after rotirement

ormal date of superannuation if

[Rule 6 (1) Provise].
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40. The maximum amount of fanily pension permissible is
Rs. 150 p.m. subject to the following limits :—
. (i) Ifthe officer dées «fter retivement § —One-ha'!f of the pension
sanctioned to him lgss any amount commuted out of it.

(ii) If an officer dies while in ser —One-half of the super-
annuation pension that would be admissible to him had he retired
on the date following the date of hig death.

. [Rule 6 (2)]

Nore.—Rule 6 of the Madras Liberalisied Pension Rales
given above is not applicable after tst April 1964 ax the Madras
Government Servants’ Family Pension Rules, 1964 have come into’
force with effect from Ist April 1964, Hence, Rule 6 applies only
to a few persons of penzionable (fovernment servants on  31st
March 1964, who had specially opted before 29th January 1963
to remain under that yule.  All others in service or recruited on or
alter 1st April 1964 are governed by the Madras Covernment
Servants’ Family Pension Rules 1964.

41. Commutation of the pension upto frd of pension is per-
missible (instead of & pension under the  Civil Service
Tegulations). .

[Rule 7]
ae .
2
IV. Tur Maprss GovEsrnMENT SErRvaNTS’ Faainy Prysion
RULES, 196t

42, These Rules have come into force with effect from lst
April 1964,

[Rule 1 (2)

43. These rules apply to all Government servants appointed to
pensionable estahlishments whether temporary or permanent
who were in service on the Ist April 1964 or are recruited after that
date except the following :

(i) Government servants who retived before the Ist April
1964 but are re-employed on that date or thereafter.

(i) Government servants who are employed in  Government
industrial undertakings to whom the Factories Act, 1948 or the
Employees Provident Funds Act, 1952 are applicable (excluding
those wha are governed by statutory scrvice rules and helong to
pensionable service). -

(i) Government servants who belong to non-pensionable
service, namely, persons paid from Contingencies, work charzed
staft, casual labour and officers on contract.

(iv) Government servants who belong to the State Higher
Judical Service.

~ [Rule 2}
- 106-19—11



4d. TFamily Pension is applicable in the caso of the death of
Clovernment servant while in service on or after the 1st April 1964,_
but hefore Ist April 1966.if he has completed a minimum period of
sorviee of five In the case of the death of a Goverument
servant while : or after st April 1966, ho should have
completed a mini g ice of onc year.
" [Rule 3]

Nowx.—(i) Serviee for the purpose of this rule means all
continuous temporary or officiating service including service under
omergency provisons also, provided it is  followed by regular

= ppointments.

(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 - Arcticle 416, Civil
Service Regulations.

(iii) This rule does not prohibit the grant of family pension
to the family of a Government servant who commits suicide,

45. Only the family of n Government servant who was in receipt
of or was eligible to be paid any of thoe following classes.of pension
at the time of his death is eligible to receive family pension under
these rutes :— 3

Compensation, invalid, retiring or super-annuation pension,
[Rale 3 (2)]
46. The rate of family pension admissible is as follows :—

Pay of the Government servant

on (he date of his death or Rate of family Mazimum or
smmediately before his retirement. pension. minimaun.
m @ @
(i) Below Rs. 200 .. 303 of the pay. Minimum 120,
(i) Rs. 200 and above but 159, of the pay. Maximum Rs. 96
below Rs. 800. and minimum
. Rs. 60.
(iii) Rs. 800 and above .. 129 of the pay. Masximum  Rs.
' 150,

[Rule 3 (3)

47. If a Government servant who has put in not less than
7 years of service dies while in service on or after the 1sh
July 1966, the family pension payable as above will be, for the
period of 7 years. The period of seven years will be rocko’ned from
the date following the date of the death of the (lovernment
servant.  The pension may be pajd for the period ending with
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the date on which the Government servant would have ot
“the age of superannuation bad he remained alive, whichever
period is ghorter. The Government servant shall Le paid 50 per cent
of the pay last-deayen by hiin - subjeet to the maximum of twice
the family pension admissible under subule (3). The [amily
pension payable after the expiry of the shorter of the two pediod
will be at the rates specificd in sub-rde (3).
-

48, Family pension admissible under these rules will he grauted

to the family of a deccased Clovernment servant in the following

order :—

(i) to the widow, if the deccased Government
is a male or the widower, il the deceased Covernment ser
a fomale.

(ii) Failing a widow or the widower as the case may be, to
ghe minor sons andfor unmarried minor daughters.

[Rule 4]

49, When a Government servant is survived by move  thau one
widow, the pension will be paid to  the widows in equal share.
On the dcath of a widow her share of the pension will become
pggmble to her minor child. Ifatthe time of her death, a widow
leaves o minor child, the payment of her share of pension will cease,

[Rule t—Ruling 8]

105 -19—11a
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CHAPTER XVOL
GENERAL PROVIDENT FUND.

According to F.R. 16, a (Bvernment sorvant mayebd roquired
to subseribe to a provident fund or other similar fund in accor-
= dance with such rules as the Government may. by order. preeribe.
The General Provident Tund (Madias) Rules have come into foree
fon st April 1935, The Tuud is naintained in Rupoes.  Tho
money in the Providont Fund ix intended for ** tho rainy day '
after retivement.  However, there are also provisions in the Rules
for drawing temporary advances and part-final withdrawal subject
to cortain ves .1('\10}« as cletailed in paragraphs 9 to 16 below :

All Government  servants whether permanont, temporary
or officiating other than re-employed servants who are in receipt
of total emoluments of Rs. 100 or more per month should join
ihe fund. Temporary and officiating Government servants should
join the fund from the month following that in which Shey com-
plete one year of continuous sorvice. ‘L'he Governmorit sorvants
who arer employed in a Governmenti Industrial undertaking (ix..
Government servants fo whom the Factories Act, 1948 is apypli-
cablo) and CGovernment servants who are appointord under Rule
10 (@) of the Genoral Rules for the State and Subordinate Services
are not cligible to join the Fund.

[Rule 4 (1).]

3. The followingf,Government servants may join the Fund
al their option subjoct to the conditions Jaid herein :—
(i) Tomporary and officiating Government servants _who
have not completed continuous service of one year
(i) Re-employed Government servants ; and
(iii} The Law Officers in the City of Madvas, viz., the Advo-
cate-General, the Governmont Ploader, the Additional (overn-
ment Pleader, tho Public Prosecutor and the State Prosecutor.
{Rule 4 (2).]

4. An application for adnis<ion to the Gonoral Provident
Fund showld be made in the prescribed form (in duplicate) to the
Accountant Genoral, Madras, by the intending subscriber. Along
with the application. a nomination in the appropriate printed
form conforring on one or more porsons the right to reccive the
amount that may stand to his crodit in the Fund in the event
of his death bofore thal amount has become peyable or having
begomo Py ablo has not boen paid, should be sent. 1 the Govern-
ment sor vant has a family at the-time of making the 11onuuf\.uou
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the nomination <hould he in favonr of a membe: or mombers of
his family only. .\ nomination once made may he cancelled at
any time hy cending a notice in writing to the Aceountant-General,

- [Rude 7.}

5. In the office of the Accountant General. an wccount will he
opened in,the name ot cach =ubscrilier.
Rule 8.}

6, A subscriber should subscribe to the Tund monthly except
during the peviod of suspension. Il Le so desires, he need not
subscribe duri ing any period of leave other than Icmc On AvOragoe
pay or earned leave of less than one month (or thirty deys) dura-
tion. {Rule 97.

7. The amount of subscription will be fixed by the subscriber
himself. Jt may bo any swmn not less than =ix per cent of his
omoluments and not more than hix total emoluments. It should be
expressed in whole rupees. The amount of ~ubscription once
fixed will remain unchanged throughont the year. Tt may he
enanced o, reduced once at any time during the course of & year.
{Rulo 10}

8. Government will pay to the merlit of the account of a sub-
seriber interest at such rate as may bo determined for each vear
according to the method of caleulation preseribed from time to
time hy the Government of India for the payment of interest on
Sllh‘i(’ll'ﬂ(lonh Lo the Genersl Provident Fund in xc»pe(t of Central
services. Interest will not be credited to the account of a Muslim
subscriber if ho informs the Acconntant-Gleneral that he does not
wish to receive it. However, if he suhsequontly asks for it, it will be
eroditod, with offect from the Ist day of the yoar in which he asks
for it or if he had foined the Fund durmg the vear. [rom the date
of hls joining the Fund. {Rule 13.}

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
Rulos subject to the following conditions:—

(i) The, sanctioning authoiity should be satisfied that rhc
applicant’s pocuniary civcumstancos justify it.

(i) The advance is for paying expenses in counection 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
ot health or education of the npphmnb or any person actaally
dependont on him. .
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(iv) The advance i€ to pay the obligatory expenses on n
seale appropriato 1o the applicant’s status whieh by customary,
usnge tho applicant has to incur in conncction with lis marriage,
or other eetemonics or in connection with the marviage, funcral or
other ceremonics of persons actually dependont on him.

(v) The advance is to meet tho cost of legal proccodings
fstituted by the subseriber for vindicating his position. in regard
to any allegations made against hin in vespect of ang act done in
the dischargo of Dis official duty.

(vi) The advance is to meet the cost of his dofence whore the
subseriber Is prosecuted by Government in any comt of law or
whore the subseriber engages o legal practitioner to defond himself
in any enquiry i respect of any alleged official misconduct on his
park.

Normally the amount to be advanced should not exccod threo
month's pay or half the amount at the credit of the subseriber in
the Fund, whichever is loss.  For special reasons, the sanctioning
authority may grant amount in excess of it. A sccond advance
may be grauted only after a lapse of 12 months afier the final
vepayment of wll previous advances together with intevest thereon,
For special reasons, the sanctioning  authority may “grant the
second advance oven beforo the Japso of the 12 months i)oricwhg.lu
fixing the amount of an advance, the sanctioning authority wil
pay due regard to the amount at the credit of the subseriber  in
the Fund.

[Rule 14.]

10. The advance granted will be recovered from tho subscribor
in such number of equal monthly instalmonts as the sanctionine
authority may direct. Tt will not be less than twelve unless tho
subscriber so elects and more than twenty four. In special casos
where the amount of advance cxeeeds threo rgonths’ pays of tho
subseriber, the sanctioning authority may fix such number of
instalments to be more than twenty-four hub not more than thigty-
six. A subscriber may, at his option, repay two or more ins tal-
ments in & month.  Tach instalment wiil ho a number of whole
rupees, the amount of the advance being raised or
necessary, to admit of the fixation of suclfinsbalmont
principal of the advance has been fully repaid, interes
thereon at the rate of one-fifth per.cont of the prineipal for each
month or broken portion of a month during the period between
ihe drawal and complete repayment of tho principal.  Interest
will not Le credited to the account of a Muslim subscriber if
his deposit in the Fund carries no intevest, as mentioned in
paragraph 8—Rule 13, ’

reducod, if
5. After the
will be paid

[Rule 15]

11. Withdrawals from the General Provident Fund may be
sanctioned by the authorities competent to sanction an advaire
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for special reasons under clause (¢) of subauls {1 of
-auy time after the complotion of twenty years of nery niting
broken period ol service, if any) of a subscriber or within ten years
hefore the dato of his retirement or suporannuation whicheve
carlier from the amount standing to his credit in the Fand,
one or move of the following purposes ; namels

(@) medting the cost of highor education it iy
necessary, the travolling exponses of any chikl of ihe sut
for education outside indin for academic, technical, pr
or vocational course, heyond the High School stazo sud for
in Indie;

{I) meeting the oxpenditure i connection with the u
of the subscriber’s sons or  daughtors fensals
actually dependent on him ;

(¢) moeting the oxponses in connection witl  the illness
including where necessary the travelling espow-ce of the subscriber
or any porson actually dependent on him;

{d) building or acquiring a suitable howse for residenca in-
clading thg, cost of the site vr repaying any out & amounts
on account of loan oxpressly taken for this purpose ¢ onstructing
or3aking additions or alterations to a house already owvnoed or
acquired by a subscriber ;

(¢) purchasing house-site or ropaying any outstanding anount
on account of loan expressly taken for this purpose ;

(f) for constructing a house on a site purchased wiilising
the sum withdrawn wnder clause (e).

{Rule 15-A)

12, Auy sum withdrawn by & subscriber at  any one time for
one or more of the”purposos spocified in rule 15 -A will not ordi-
narily exceed one-half of the amount to his credit in his account
or six months’ pay whichever is less. The sanctioning authority
may sanction the withdrawal of an amount in excess of this limits
upto $ths of the balance at his credit in the Fund having due regard
to (1) the object for which the withdrawal is being made ; (2) the
status of the subscriber and (3) the amount to his credit in the Fund.
A subscriber who has been permitted to withdraw money from the
Fund under rule 16-A should satisfy the sanctioning authority
within a reasonable period as may be specified by that authority
that the money has been utilised for the purpose for which it was
withdrawn. If he fails to do so the whole of the amount so
withdrawn or so much thereof as has not been applied for the purpose
for which it was withdrawn shall forthwith be repaid in one lump
sum together with interest thereon at the rate doetermined under
rule 13.

Is : {Rule 15-B).
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13. A subscriber who has alveady drawn or may draw in future
an advance under rule 14 for any of the purposes mentioned i
clauses  (a), (b) and (c) of subrule (1) of rule 15-A may convert
at his discretion by written request addressodsto the Aceountant-
General through the sanctioning authority, the halwnee outstanding
againsi him (with intorest) info a final withdrawal on his satisfying
thie conditions laid down in Ryles 15-A and 15-B.

“ (Rulo 15-C.)

14. A subseriber who has completed twenty-eight years of service
and whose pay is Rs. 1,000 per mensem or wmore is enditled to
withdraw money from the Fund for the purchase of a Motor Cax.
The amount to bo withdrawn will be limited to Rs. 12,000 or one-
fourth of the amount outstanding to his credit in the Fund or the
actual price of the car whichever is  the least, The withdrawal
will he allowed only on one occasion.

{Rule 15-D).

15. (@) Subscriptions to a family pension fund approved in
this behalf by the Government and payments towards a policy of
life insurance may, at the option of a subscriber, be substituted in
whole or parts for subscription due to the fund. - *

(by The amount of subscription with interest thercon sf n;ﬁ?ng
to the credit of a subscriber in the Fund may be withdrawn to
meet :—

(i) a payment towards a policy of life insurance ;
(ii) the purchase of a single payment life insurance policy ;

) (iii)_the payment of a single premium or subscriptions to a
family pension fund approved in this behalf by the Government.

(¢) The number of policies in respect of which substitution for
subscription due to the Fund or withdrawal of subscriptions from
the Fund may be permitted will not exceed four. The premjum
for a policy in respoct of which withdrawal of subscriptions from the
Fund may be permitted should be payable only annually.

(Rule 16.)

Nore—Rules 17 to 26 of the CGeneral Provident Fund Rules
lay down the other conditions for thé drawal of the amount for the
ahove purposes.

16. If the sanctioning authority i isfied that the money drawn
as advance from the Fund has been utilised for a purpose other than
that for which sanction was given the amount with interest thereon
will be recovered from the subscriber in one sum from the emoluments
of the subscriber, even if hois on leave. If the total amount to be
repaid Is more than half the sulfcribor’s emoluments, recovefies
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will he made in monthly instalinents of moicties of his emohanents
till the entire amouni recovorable is repaid.
(Rule 27.)
i
17. When a subseriber quits the the amoun!
to hiv eredit i the Fund will Become payable (o hine

L ~ (Rule 28),

!

wling

15, On the death of a subseriber, before the anount standing
to his eredit has become payabile ov where the nmonnt has heeone
payable. hefore payment has heen made, the amomnt standing %o
iz eredit in the Fund is payble to his nominee o nomineesin the
proportion  specilied in his nomination, if the subseriber leaves a
family. 1 no such nomination in favour of & wmember or memhers
of the family of the subscerbor subgists, the amount. notv ithstanding
the nomination. is payble to the members of his family i equal
ghares subject to the proviso mentioned in rule 30 (b). When the

subscriber leaver ne family, if & nomination made by hini in aecor-
dance with the rules is in force, the amount is payable to the nomince,

Ratle 30.)

19. When the amount standing to the eredit of
4Ne Fund hecowes payable, the Accountant-General will take action
to make the payments. The Heads of Offices should obtain and for-
ward to the Accountant-General applications from subscribers for
payment of Provident Tund balances undev thix rule. The applica-
tions 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. Assoon as possible after the close of each year the Accountant-
Gendral will sextl to each subscriber a xtatement of his account in
the Fund showing the opening balance as on the st April of the
year, the total amounts credited or debited during the year, the total
amount of interest credited as on the 3ist March of the year and the
closing balance on that date.  Su bers should satisfy them-
selves as to the correctness of the annual statewent. Errors should
be brought to the notice of the Aecountant-Cleneral within three
months from the date of receipt of the statements.  The Accountant-
Generalishould, if so required by a subscriber, inform the subscri-
hor 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 written up.

(Rule 35.)
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CHAPTER XIX. .
ESTO GOVERNMENT SERVANTS

LOANS AND ADVAX

The Government servants are cligible to get loans angd advances
(with interest or without interost) from Government for varied
purposes and the various schemes are discussed below :—

- [. TESTTVAT, ADVANCE,

All Non-Gazotted State  Government servants whose bakic pay
does not exceod  Rs. 500 per mensein, skillod workers in the indus-
trial establishments, members of the Last Grade service including
workers  (skilled and unskilled,  contingent and work-charged
establishment) remunerated on monthly rates of pay or wages avo
cligible to get interes free advance on the eve of important festivals.

2. The advance is admissible only on one oceasion in a calendar
year to Non-Gazetted Government sorvants in an establishment for
the following festivals :---

(1) Deepavali

(5) Meeladi Nabi.
(2) Pongal. {6} Baster. ° %
(8) Ramzan. (7) Chrisbmas,
(4) Bakrid. (8) Onam.
All Non-Cazetted Government servants irvespecti Le ir

. religion  can he granted festival advance during any one.of the
“Hstoet-festivils ol Hisir cliofes: =
3. The advance is admissible to those on duty or on leave on
average Dy of carned leave on full pay at the tige the advance
is drawn.
N 4, Govermment servants under suspension are not eligible for the
advance.

5. The amount of festival advance will bo restricted to
one-and-a-half month’s basic pay or Rs. 120 whichever is less.

6. The advance will bo drawn and dishursed before the festival.
Tt can be drawn within {lueo wecls immediately preceding the
festival.

7. The advance will be recovered compulsorily by deduction from
the salarios of Government servants in ten equal monthly instal-
ments, the first instalment of recovery commencing from the pay
next drawn. In case the festival falls on or after 16tk of the month.
the first instalment of vecovery will, however, commonce from Cthe
pay of the month following the montlcof the festival.
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8. A further advance will not be given to a Government zervant
when thoe recovery of any portion of a previous festival advance
is outstanding aguinst him.

0. The advance will not_bo poid o teinporary stafl wor
industrial establishmonts, 6te., who are not likely {0 continu
service for a period of at least six mmonths beyond the wonth in w
the advanco is paid. e e

[Ro—

10. The advance may be sanctioned fo Government servants
employed under the emergency provisions also, provided that  the
emercency candidatcs have it i ab least one year of orvi
the dateof ~tinwal 6f {he al advance, provid
not likely™6 e ousted within ¢ T

ix months hey ond The rronth in which
the advimice is niwde and “provided

therthat before wdvances
are sanclioned™ 6 Theni wuretiesffom  permanent Government

servants  or —anv " other form  of seawrity considered adequate
by the sanctioniny anthority is ebtained. — -

11. Tho authovities competent {o sanction these advances may,
at_their discvgtion, dispense with this requirement in the cuse of
Jlemporary staff, workers, industrial establishment, ete, whe have
complet®l three years of continuous service and are_likely 1o
—esntinue in” il the adjistinent of the advance’” -

12. The Hoead of an office or the Guzetled Governinent servant
to whom the Head of office has delegated the power of drawing
establishment pay bill will be the sanctioning authority.  In the
case of Non-Gazetted Government servants who are empowered to

draw bills on treaswries and draw pay of seif or establishments, their
immediate Gazetied Officer will be the sanctioning authority for the
drawal of festival advance. _

13. The recoveries of the advances will he watched by the
Téad of office through a specis

« 14 All drawing officers will furnsih to the Accountant-Generul,
Madras, with every bill in which festival advance is  claimed, a
cotificate to tho effect that no previous advance is outstanding in
rospect of the individyal for whom the festival advance is drawn.

15. All Treasuyy and Sub-Treasury Officers and  the Pay
and Acgounts Officer, Madras, will insist on such o  certifieate
accompaaying the bill befove it is psssed. N

II. MARRLAGE ADVANCES,

1. Advances will be sanctioned to Government servants, Gazet-
ted as well as Non-Gazetted includ ng Last Grade Government
_Servauts for the celebration of the marriages of themselves and their
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sons and daughtors. In the easc of marriagos of the Government
servants themselves. the advance is admissible provided the Covern-
ment servant’s fathor or mother is not a Government servant or
heing a Government servant. is not cligible for the advance or las
not applied for it. ‘The sanction of the advanco will be subject to
the availability of funds and the gdvance camot he demanded or
claimed &s a maiter of vight.

%, Tho advaics will be limbkred 40 filicep mumfm pay or
-Rupees Twa thousand whichever is less, ip the ease of marTiage
of female Governmenf Servants and daughters of Government
servants. In the case of marriages of male Government servantg
and sons of Government servants, the advance will bo limited to
ﬁi_bepn mont-]_@ pay or ﬁupeg&g One thousand, whi.cha‘v,ex is less.

3. Governmont sorvants employed in a regular capacity will be
eligible for {he advance provided they have put in aservice of not
Jess than five years at the time of application for the advance.

4. Clovernment servants on leave olhor than oxtraordinary
leave without allowances ave eligible to apply for the advance.

5. If & Government servant’s wife/husband or his'her father or
mother is also a Government servant, only one of themswill be
entitled to the advance for the same marriage in their family.

%

6, Government servants whose © carvy-home salary 7 falls below
25 per cent of thoir total emolwnents alter recovery of the instal-
ments of this advance, it sanctioned will not Lo oligible for the
sanction  of the advance.

Nore. - Carry-home salary 7 is the money loft. behind from

* the gross salary and allowances after making all dedunctions there-
Lfrom ina month.

7. No sceond or subsequent advance will he sanctioned to a
Government servant when a previous advanee ix pawding recovery.

s, The Advance will be sanctivned by Cie Heads of Departments
including Secretavies to Government to the Staff working underl®
their control and in respect of the Uistrict stafl’ of the Revenue
Pepartme f, the advance will sanetioned by the District Collector
concerned- An application for advance shonld bo made in the
prescrihed form end sent in duplicate to the Sanctioning Authority
through propor ehwnnel. It should be.accompanied by an agree-
ment in the proper form. An advance copy of the application
should be sent direet to the sanctioning authority. No appli-
cation for an advance will be ontertoined before six months of
the anticipated date of the marriago.

9. Govermment servants who ave under suspension or against
whom serious charges are pending whick are likely to result in their
removal, dismissal or compulsory retirement from Govermmont
service ave not oligible for the advance,
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10. The advance will be hisbursed only after obtaining a personal
sacurity bond duly exocuted by the borvower and annther perinan
Governnent sorvant as =uvely in the presciibed form.

Tl The welvanes will hear fnterast o the same rate chavged on
advances takon from the Generl  Providenr Pand Aceonns from
time 1o time. .

12. Fhe advance will be dishumed not cavlier rhan two monihs
of the antitipated date of colehration of the martiage For which it is
sanctioned.  Jf, however. it coukl not be drawn or dishursed before
the marriage due to reazons bevond ihe control ol the applicant.
the advance sanctioned may he arawn and disbhused even after
the date of celebration of the marriage for which the advance has
been sanctioned.

The principal of the advance will be reeovered jn not more
than 60 (sixty) equal monthly instolments. The recovery will he
regulated fn such a way as to ensure that both the principal and
the interest are fully recovered from the pay of the Governnment
servant before his retivement.

14. The recovery of the monthly instalments of the advance will
gommence from the pay bill of the Goveenment servant concerned
for the Allendar month immediately subsequent to the month in
wlrich the marriage has heen celebrated or from the pay.bill of the
third calendar month subsequent to the sanction of the advance
whichever is earlier.

15. The recovery of interest will commence on completion of the
recovery of the principal. 1[ the amounnt of interset does not, exceed
by a large amouni. the amount of the wonthly istalnent fixed
for the recovery of the principal, it will be vecovered in nue instal-
ment, otherwise it will be recovered in amounts not exceeding  the
monthly instalment fixed for the repaynient of the prineipal.

Jd6: The advance veceived by a Government servant, if not
utilised for the purpose for which it has been sanctioned within three
wonths from the date of sanction, should he refunded to Government
in one lump sum together with interest due thereon.  The advance
is also subject to summary recovery if it is subseqnently proved that
it was not utilised for the purpose for which it was sanetioned.

17. Tn cases, where Government servants who have drawn  the
advance die before the repayment is completed, the outstanding
balance dnd the interest due shall be the first charge on the Death-
eum-Retirement gratuity payvable to the legal heir of the horrower
as stipulated in the agreement.

18. The Government servant receiving the advance should
produce before the sanctioning authority a certificate of utilisation
in the preseribed forin within one month from the date of celebration
of the marriage or within three months from the date of sanction of
the advance whichever is cavlier, .
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19. This scheme talkes effect from the Ist April 1969 and will
remain in foree for a period of three years in the first instance and
the position will be reviewed ab the end of this period.
.

111 Moseuiro Nel ADVANCE.

All permanent Non-Gazette#t Governnaent servants resident or
working in Government offices in places where there is risk of malaria
or filaria are eligible for the grant of interest-free advances for the
purchase of mosquito nets. Officiating and temporary Government
servants including members of the work charged cstablishment
of the Tublic Works, Highways and Rurat Works Departments who
draw monthly salaries and who ave not likely to bo ousted within
the period of vepayment will also be eligible tor the advance.

where there is visk of malaria or filaria will be
drawn up by the I tor of Public Health and communicated to all
Heads of Departments fov information.  [n areas which are malarial
as well as filavial, the advance for the purchase of mosquito nets
shonld be drawn only ouce cither for malaria ov for filaria.

A list of avc

3. "Phe advance will be limited to the amount actually required
for the purchase of mosguito nets in cach case for the use of e
CGovernruent servant and the members of his family subject
to o maximum of one montl’s pay including dearness allowance or
2s. 50 whichever is less. A subsequent advance may be sanctioned
on the expiry of 5 years from the date of saunction of a previous
advunce.

- 4. The Head of an office or a Gazetted Government servant to
whom the Head of the offico has delegated the power of drawing
= establishment pay bills may sanction the advance. :

The advance will be recovered in equal morfihly instalménts
not exceeding 12 by deduction from pay bills. Inthe case of Govern-
ment servants drawing comparatively higher rates of pay, recovery
may he effected in a smallor number of instalments. The recovery
will commence from the month subsequent to that in which the
advance is drawn, c.g., if the advance is drawn in January 1969,
the first recovery will be on the 1st February 1969 on pay drawn
for January 1969. The recoveries. will be made whether the
(fovernment servant is on duty or on leave or under suspension.

6. A Government scrvant who takes an advance for the purchase
of mosquito nets, should furnish to the sanctioning authority, within
one month after drawing the advance, a certificate stating either
(¢) that ho has utilised the full amount of the advance for the object
for which it was granted or (b) that he has vefunded into the treasury
the balance of the advance in excess of the actual price paid for the
mosquito nets. ’ -~

5
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7. The Gazetted Officer or the bead of the oftice 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 utilised that he has scen the voucher for the purchase of

the net. 1f the Covermuent servant draws his own pay biil, the

certificate should e furnished by the Cazetted officer nnder whose
immediate control he is working.

-

V. G

NERAL. .
The following inierest-bearing advances (loans) are granted to

Covernment servants in aceordance with the rules contained in

Articles 227 to 2353-A of the Madras Financial Code, Volume [ 1~

(i) Advances for the purchase of motor-cars,
(i) Advances for the purchasc of other conveyances.

(iif) Passage advances.

(iv) Advances for the purchase and construction of houses.
(v) Advances for the purchase of horse~ and saddlery ; and
(vi) Hther advances.

oo (@) Advances for the purchase of type-writers.

(b) Advances for the purchase of warm clothing to non-
gazetted Government servants.

(¢) Speeial advances such as those occasionally granted to
Governwent servants who go abroad to pursue higher studies.
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APPENDIX VI.

LIST OF TREASURIES AND SUB-TREASURIES IN TAMIL
£) U

Disrrier TREASURIES. .

< 1 Chingleput ai Saidapet
2 Coimbatore ..

¢ 3 Dharmapuri ..
4 Kanyakumani at '\‘wuunl ..
5 Madurai .
6 North Arcot at Vollme
7 Nilgiris at Ootacamund ..
8 Ram&nafh’lpuwm at Madurai .. Al the District Trea-
9 Selem .. .. .. | suries arc banking
10 South Arcat aé (nddalore .. | treasurios.
11 Thanjavur
2 Tiruchir appﬂlll . ..
13 Tirunclveli .. .. .. Ny .
-
SuB-TREASURIES. oo
Chingleput district—
1 Chingleput .. . . .. Banking.
2 Kanchipuram .. .. .. Do.
3 Madurantakam . .. .. Do.
4 Madras Taluk l‘xu\\m\' .. .. Non-Banking.,
3 Ponneri .. .. .. .. Do.
6 Saidapet . .. . .. DBanking.
7 Sriperumbudur .. . .. Do.
8 Tivuttani .. . .. .. Do ..
4 Tivavellore .. .. .. .. Do.
10 Uthiramerur .. .. .. .. Non-Banking. -
Coimbatore district—
1 Avanashi . .. . ... ~Banking.
2 Bhavani .. .. .. .. Do.
3 Coimbatore .. .. et e Do.
4 *Dharapuwram .. .. .. .. Do. *
5 Lrode .. . .. .. N Do.
6 (xoblchettxpah\\ am .. .. . Do.
7 Perundurai .. .. .. .. Non-Banking.
8 Pollachi .. .. .. .. Banking.
9 Tiruppur - o .. .. Do.
10 Udumalpet .. .. .. .. Do.

11 Mettupalayam .. e .. Non-Banking.
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SuB-TRUASURIES --cont,
* Dharmapuri district—
1 Dharmspuri. .. - .. Banking,
2 Harur .. .. .. . o Do.
3 Hosur .. .. b e .. Do.

4 Krishnagiri .. . ‘A .. Do.
5 Uttargarai .. .. .. .. Non-Banking.

Kanyakumari distriot-—

1 Kalkulam .. . .. .. Banking.

2 Nagercoil .. .. .. .. Non-Banking,

3 Thovala .. .. - - 0.

4 Vilavancode .. .. .. .. Banking.
Madurai district—

1 Dindigul .. .. - .. Banking.

2 Kodaikanal .. .. . .. Do.

3 Madurai . . .. .. Do.

4 Melur .. .. .. ' .. Do.

5 Nilakottai .. - .. . Do.
6 Palni .. .. .. . .. Do.
7 Periyakulam .. .. . .. Do.
»t 8 Tirumangalam .. .. .. Do.

9 Uthamapalayam .. .- .. Do.
North Arcot district—

1 Arni .. .. .. .. .. DBanking.

2 Arkonam .. .. .. .. - Do.

3 Chengam .. .. .. .. Do.

4 Cheyyar .. - .. .. Do.

6 Gudiyatham .. .. .. .. Do.

6 Polur .. .. . .. .. Do.

7. Thiruvannainalai .. .. .. Do.

8 Thirupattur .. . .. .. Do.
.9 Vellore .. .. .o . Non-Banking.
J0 Vaniambadi .. . . .. Banking.
11 Wallajah Po.

12 Wandiwash .. . Do.
Nilgiris Distriet—

1 Coonoor AR et s .. Banking.
2 Gudalur .. Do.
Ramanathapuram District—
1 Aruppukottai .. .. .. .. Banking.
2 Devakottai .. .. . Do.
3 Kamuthi .. .. .. .. Non-Bankine.
4 Karaikudi .. .. .. .. Banking.
5 Manamadurai e e .- Do.
=6 Mudukulathur .. e e Do.

© 105-19—12
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SuB-TREASUR(:S-—CORL.

Ramanathapuram District—cont.
7 Paramakudi .. .. .. .. Bapking.
8 Ramanathapuram .. .. Do.
9 Srivilliputhur .. v e .. Do.

10 Sivagangai .. A .. .. Do.
11 Sathur .. LT Do. . °
12 Sivakasi .. .. .. .. Do.

13 Tiruvadanai .. . .. .. Do.

14 Tiruppattur .. .. .. .. Do.

15 Virudhunagar .. . .. Do.

16 Rajapalayam .. . .. .. Do.

Salem Distriet—

1 Attur .. .. .. .. .. Banking.

2 Mettur .. .. .. Do.

3 Namakkal . . .. .. Do.

4 Omalur . .. .. .. Do.

5 Rasipuram .. . . .. Non-Banking
6 Salem .. .. o .. .. Banking.

7 Sankari .. . .. . Do. -
8 Tiruchengode .. .. .. . Do

9 Yercaud . .. . . Non-]éankiug.
South Areot District—

1 Chidambaram .. .. .. Banking.

2 Cuddalore - .. . .. Do.

3 Gingee . . .. .. Do.

4 Kallakurichi .. .. . .. Do. .
5 Panruti .. .. .. .. Non-Banking.
6 Tindivanam .. .. .. .. Banking.

7 Tirukoilur .. .. . . Do.

8 Virudhachalam .. .. . DY.

9 Villupuram .. .. .. .. Do.
Thanjavur District—

1 Arantangi .. .. .. .. Banking.
2 Kumbakonam. . .. . ..» Do.
3 Mayuram .. .. LT Do.
4 Mannargudi .. .. ..« ... *Do.
5 Nagapattinam .. .. o Do. M
6 Nannilam .. .. .. .. Do.
7-Orathanad .. .. . .. Do.
8 Pattukkottal .. . . .. Do.
9 Papanasam .. Bs .. .. Do.
10 Sirkali .. .. .. .. .. Do.
13 Thanjavwy .. e .. .. Non-Banking,
12 Tiruvarur . o - Banking,

13 Thiri\thur&ipuox;di W i .. Do,
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Tiruchirappalli District—
1 Ariyalur Banking.
2 Alsngudi * .. .. .. Non-Banking.
3 Ja.yankondaoholapmum .. .. Banking.
4 Keeranur . s .. Non-Banking,
5 Kulithalai <. .. Banking.
6 Karlr .. .. .. Do.
7 Lalgudi Do.
8 Musiri .. Do.
9 Manapparai Do.
10 Perambalur Deo.
11 Pudukkottai Do. .
12 Tiruchirappalli Non-Banking
13 Thuraiyur .. Banking.
14 Thirnmayam .. Do,
Tirunelveli District—
1 Ambasamudram Banking,
2 Koilpatti " Do.
3 Nanguneri Do.
4 Semkarankoil .. Do.
« 5 Shencottah Non-Banking.
6 Srivaikuntan Banking.
7 Tenkasi Do.
8 Tuticorin Do.
9 Tirunelvel Do.
10 Tiruchendur Do.

199
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CHAPTER XX.
ELECTION LAW AND PROCEDURE.
1. LEGAL FRAME WORK., -

The statutory provisions governing the preparation of electoral
rolls and the conduct of all elections to tho State Legislature and
Parliament are contained in the Constitution of India, the Represen-
tation of the People Acts, 1950 and 1951 and the statutory rules
issued under those Acts, namely, the Registration of Electoral
Rules, 1960 and the Conduct of Elections Rules, 1961. It is within
this frame work of Jaw that the Goneral Elections and bye-elections
are held to the House of the People (Lok Sabha), Council of
States (Rajya Sabha) and the Legislative Assembly and the Legis
lative Council in the States.

.

. 2. BLECTORAL MACHINERY.

" () Election Commission.—The superintendenco, direction and
control of the preparation ofelectoral rolls for, and the conduct of,
all elections to the Parliament and to the Legislature of every
State and of elections to the offices of President and Vice-President,
held under the Coustitution are vested in the Election Commission
of India. The Election Commission now con s of only the
Chief Election Commissioner, 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 Constitition
and Of the Law relating to elections. In matters not covered by
these, the Election Commission has its discretion to take its own
decisions and issue necessary directions. The Election Commission
has issued its statutory orders and directions on matters provided
for in the rules wherever necessary and has also issued its Executive
instructions—General -and Departmental—on several matters not
covered by the rules.

(8) Chief Elecloral Officer.—There is a Chief Electoral Officer
for each State who is subject to the superintendence, directioh and
control of the Blection Commission. The duty of the Chief Electoral
Officer is to supervise the preparation, revision and correction of
electoral rolls and also to supervise the conduet of all elections
in the State falling under the Ropresentation of the People Acts
and the rules made thereunder.

(¢) District Election Officers.—For each disirict in. the State,
the Election Commission, in consultation with the State Govern-
ment designates or nominates a District Election Officer who shall

105-19—13 o
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be an officer of Govermment. Subject to the supe in'endence,
direction and control of the Chief Electoral Officer, the District
Election Officer is required to co-ordinate and to supervise all work
in the district or in the area within his jurisdiction in connection
with the preparation and revision of electoral rollf for all Parliamen-
tary, Assembly aund Council constituencies within the district
and also the conduet of all clectiohs to Parliamont and the State

Legislature. ~ .

- (d) Electoral Registration Officers and Assistant Blecloral Regis-
tration Officers—There are Electoral Registration Officers appointed
foreach of the torritorial constituencies into which the State is
divided for the purposes of Assembly and Couneil Elections. The duty
of these officers is to prepare and vevise the electoral rolls for those
constituencies. There are also Assistant Blectoral Registvation
Officers appointed to assist the Electoral Registration Officers in
the performance of their functions.

(¢) Returning Officers and Assistant Relurning Officers.
are Retarning Officerss appointed for every eonstituency in the S
and for every election to the Council of States or to the Legis
Council by the members of the Logislativa Assembly. Generally,
the Revenue Divisicnal Officers ave appointedas Returing Officerd
in respect of sembly  Constituencies ; Collectors and Distyict
Revenue Officers in respect of Parliamentary Constituencie wl
Collectors in respeet of Council constituencies. In a few cases,
other Deputy Collectors like Personal Assistants to the Collectors,
ete. are appointed as Returning Officers for Assembly and Parlia-
mentary censtituencics in order to avoid saddling a Revenue Divi-
sional Officer with work in respect of too many constituencies. In
wide-spread and effective executive staff is under tho

. Commissiener, Corporation of Madras, that officer has been appoin-

ted as the Returning Officer for all the Assembly and Parliamentary
constituencies in Madras City. For constituencies lying entirely
within the municipal limits, the Commissioners of Iﬁi\d\x‘rui, Co'im‘ha:-
tore, Tiruchirappalli and Salem Municipalities have also been
appointed as Returning Officers for the concerned Assembly consti-
tuencies.  The Seeretary, Legislative - Assembly Dcpn1-€nxer1t, is
appointed as the Returning Officer for election to Council of States
and the clection to the Legislative Councdl by members of the
Legislative Assembly. In respect of Assembly comstituencies
officers of the Tahsildars’ grade and in a few tases, Indcpendeni].
Deputy- Tahsildars ave appeinted as - Assistant Returning’ Officers.
The Revenue Officer of the Corporation of Madras is the Assistmn;
Returning Officer for all the constituencies in Madras City. The
Personal Assistants 10 Colleetcrs are appointed as Assistant
Beturning Officers for Council constituencies. The Assistant
Secretary to the Legislative Assembly Department is appointed as
the Assistant Returning Officer for elections to the Council of. Stat(es
and the in(}irect elections to the Lggislative Council.

3.
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The Returning Officor is the person statutorily responsible for
* the proper conduct of elections in his constituency. He will be
responsible for all the arrangements in connection with the clections
from the date of weeipt of nominations to the covnting of vetes and
declaration of resulls. .

(f) Poresiding and Polling  Offeers—A Presiding  Offiser s
appointed for each polling station and such number of polling
officers as are necessary aro appointod to ¢ Presiding Officer
in the pexformance of his functions.  The lew alb les for the
appointment of the samc person ing Officer for moro than
one polling station i the same promises.  The Presiding and Polling
Ofticors are given sufficient {raining before the eloctions in order
that they 1cay acquive sufficient familiarity with the relevant
provisions of the law aud to enable them to undertake and discharge
the responsibility of running the elections. A Fland Book contain-
ing instructions in regard to the conduct of poll is also supplied to
every Presiding and Polling Officer for guidance.

3, CoMPOSITION OF THE LEGISLATURES.

¢ Council of States (Rajye Sabha).—Tamil Nadu State -has heen
allotted 18 seats in the Council of States under the Fourth Schedule
to the Constitution of India. The elaction is by the elected membery
of the Legislative Assembly. The Council of States is not subject
to dissolution but one-third of the members retire every second
year. Biennisl elections are held to fill in these vacancies.

House of the People (Lok Sabha).—Unless sooner dissolved, the
House of the People shall continue for five years from the date ~
appointed for its first meeting and no longer. The expiration of
the said period of five years shall oporate as a dissolntion of the
House. The total number of members of the House of the Pcople
representing this State is as follows :—

Total number of seats allctted to Tamil Nadu State. 39
General seats [ .. .. .. . 32
¥ Scheduled Casto secats .. .. . .. .. 7
Schedluled Tribe seats .. .. .. .. .. Nit.

Tamil Nadu Legislative Council—

Elected Members .. . .. . .. 54
Nominated Mombers .. .. .. .. .. 9
- 63"
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Distribution of seats— -
Graduates’ Constituency . o . K
Teachers’ Constituency . . .. .. 6
Local Authorities Constituency . .o .. 21
Elected by M.L.As. . - - - - 21
Membors nominated by Goverror .. . . 9
. [

¢ The Legislative Council is not subjoct to dissolution but one-
third of the members retire every second year. Bionnial elections
ave held to fill in these vacancies.

Tamil Nadu Legislative Assembly—The Legislative Assembly
of every State unless sooner olved, shall continue for five years
from the date appointed for its ficst meeting and no longer. Tho
expiration of the said period of five years shall operate as a dissolu-
tion of the Assembly.

Total number of seats—
By direct clections from territorial constituencies .. * 234

By nomination (Anglo-Indian) .. . . 1
235
General seats . . NS . . . 190
Scheduled Caste seats .. .. . 42
.~ Scheduled Tribe scats .. . .. .. . 2
Nomination (Anglo-Indian) .. 1
°© LI
235

4. QUALIFICATIONS AND DISQUALIFICATIONS.

The Election Law lays down the qualifications and dis-qualifica-
tions for candidates standing for elections.” A candidate must
possess all tho qualifications required and must not suffer from any
dis-qualifieation on the date fixed for the scrutiny of nominations.
He should be a citizen of India; not less than 25 years of age if he
is standing for cloction to the State Legislative Assembly or House
of the People, and not less than 30 years of age if he is standing
for election to the State Legislative 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 Schedaled Castes or ScheduledTribes the candidate must
belong to the particular caste or tribe,

4.
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There ave also cortain additional qualifications required for
candidates, and these are :—

Clouncil of Slates—~A person shall not be qualified to be chosen
as a ropresentative of any State unless he is an elector for a Parlia-
mentary Constituency in that State.

House of the People.—He must be a voter for ey Parliamentary
constituengy anywhere in India. =

Tamil Nadu Legislative Assembly.—He must bo a voter for
an Assembly constituency in Tamil Nadu State. °

Tamil Nadu Legislative Conncil.—The candidate standing fur
election must bo a voter for an Assembly constituoncy in Tamil
Nadu State. Any such voter can, therefore, stand for election,
whother from a Local Authorities’ Constitueney or from a Graduates’
Constituoncy 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 Local Autharity or be a graduate or bea
teacher, as the case may be, to stand for election to those consti-
tuencies. For nomination to the Legislative Council by the Gover-
nor, & person need nof be a voter in any constituency, bub must be
“oedinarily resident” in tho State.

.

A candidate must nct be disqualified under Articles 102 or 191
& *the Constitution, as the case may be. The othor “statutory
provisions relating to disqualifications are contained in Chapter I1L
of the Representation of the People Act, 1951.

5. PresipENTIAL BrECTION.
The President for the Ropublic of India shall be clocted by the
membors of an electoral college consisting of () the elected members
of both Houses of Parliament and (b) the clected members of the

Logislative Assemblies of the States. As far as practicable, there ™

shall be unifermity in the scale of representation of the different
States ab the Eletion of the President. Tor the purpose of securing
such uniformity among the States, the nunber of vetes which each
edocted member of Yarliament and of the Legislative Assembly of
each State is entitled to cast at such eloction shall be determined in
the following manner :—

(a) overy elected momber of the Legislative Assembly of a
State shall have as many votes as bhere are multiples of one thousand
in the quotient obfained by-dividing the population of the State by
the total number of the elected members of the Assembly ;

(b) if, after taking the said multiples of one thousand, the
remainder is not less than five hundred, then the vote of each mem-
ber referred to in sub-clause (@) shall be further increased by one ;

(¢) each elected member of either house of parliament shall
have such number of votes as may be obtained by dividing the
total number of votes assigned to the members of the Legis ative

. Assemblies of the States undef sub-clauses (a) and (b) by the ltotal
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number of the elected members of hoth Houses of Parliament,
fractions exceeding one-nalf being counted as one and other fractions
being disregarded. .

The election of the President shall be held in accordance with the
system of proportional representation by means of the single trans-
farnble vote and the voting at s&ch election shall be by sceret ballot.
The President shall hold office for a term of five years from the
date on which he enters upon his office. A persou shall be cligible
for election as President ouly if he

(@) is a citizen of India;

(b) has completed the age of thirty-five years; and

(c) is qualified for election as member of the Houso of the
People.

A person shall not be eligible for election as Presidont if he holds
any office of profit under tho 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. .

6. VICE-PRESIDENTIAL ErLrcTION. nr

The Vice-President of India shall be ex-officio Chairman of the
Council of States and shall not hold any other office of profit. A
person shall be eligible for election as Viee-President only if he

(@) is a citizen of India ;
(b) has completed the age of thirty-five yoars; and -
.- (¢) is qualified for election as a member of the Council of
States.
A person shall not be eligible for election as Vico-President if ho
. 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 Vice-President shall be elected by ¢he members of both
Houses of Parliament assembled in a joint meeting, in accordauce
with the system of proportional representation” by mecans of tho
single, transferable vote and the voting at such election shall be by
secret ballot. The Vice-President shall hold office for a term of
five yoars from the date on which he enters upon his office.



. CHAPTER XXI.
MUNICIPALITIES AND TOWNSHIPS.

.. . .

A Municipality is constituted under section 4 (1) of the Madras
District Municipalities Aet, 1920 by declaring any Town, Village
or Local area as a Municipality. A Municipality may also Dbe
nntified under scction 5 of the Madras Panchayats Act, 8. Iffa
Municipality is constituted under the provisions of the Panchayats
Act, it must have a population of not less than 20,000 and an annual
income of not less than one Jakh of rupees. However, if the appli-
cation is made by the Town Panchayat itself for its constitution
as a Municipality, the eondition regarding the population can be
waived by Covernment. [t may however be mentioned that no
Municipality has so far been constituted under the provisions of the
Madlras Panchayats Act, 1958, in this State.

2. A Municipality is divided into Wards for the purpose of holding
lections. +There is provision in the Act for reservation of seats
f0§ Scheduled Castes and Women. There is no provision for reser-
vation of seats of any other category of persons. The number of
seats which a Municipal Council is to have, is governed by the
provisions of sub-section (1) of Section 7 of the Madras District
Municipalities Act and the number ranges from 16 up to 52 as
indicated below : —

Municipalities with a population. Number of
. Councillors.
Not exceeding 20,000 at the last census .. 16 .

« Exceeding,20,000 but not exceecing 30,000 . 20
TExceeding 30,000 but not exceeding 40,000 .. 24
. TExceeding 40,000 but not exceeding 50,000 .. 28
Exceeding 50,000 but not exceeding 100,000 .. 32
Exceeding 100,000 but not exceeding 200,000 .. 36

Exceeding 200,0(.)0 bat not exceeding 300,000 .. 40
Lxceeding 309,000 bub nob exceeding 400,000 .. 44
Exceeding 400,000 but not exceeding 500,000 .. 48
Exceeding 500,000 .. ~ .. .. .. .. 53

3. There ar-e 84 Municipalities in this State. Of these, 61 were
constituted prior to 1964 and the rest after 1064.

Touwnships.—In addition to the 8¢ Municipalities, there are
four Municipal Townships. viz.; Kodaikanal, Courtallum, Bhavani-
sagar and Mettur in the State. There is no elected Council for these
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Townships. The administration of the Township is carried on by a
Council of nominated members with the Collector of the District as
Chairman of the Township.

.
Coxpuct oF MUNIQIPAL BLECTIONS.

1. Preparation of Municipal&lectoral rolls.—Previonsly, there were
no separate municipal rolls, as such, for the conduect of municipal
dloctions. The Legislative Assembly rolls were suitably adapted
for the municipal elections. The Assembly rolls were also more or
Iebs upto-date, as there was annual revision of the rolls. Recently,
the Elcction Commission, India, dispensed with the Annual revision
of the Assembly rolls and directed that the Assembly rolls in the
State should be revised only before a general election or before a
bye-election. They also said that the local bodies might prepare
their own rolls for elections to them. The question was examined
by the Government. It was decided that the municipal councils
should have their own rolls forordinary elections to them.
Accordingly, section 44 of the Madras District Municipalities Act,
1920 was amended and in G.O. Ms. No. 949, Rural Development
and Local Administration, dated 15th May 1968, the Government
also issned directions for the preparation and publication of municipal
electoral rolls. The following are the main features of the ahowe
directions :—

(1) The Government have authorised the respective Municipal
Commissioners to be the Municipal Electoral Registration Officers.

(2) The rolls of the Municipality shall be revised before each
ordinary election to a Municipal Council or before each casual
election to a Municipal Council. In the case of casual eledtion, the
rolls will be revised only for the ward or wards for which the election
will be held.

(3) One will be eligible for inclusion in the”roll only {f e is
21 years of age on Ist January of the year in which the roll is
prepared. -

(4) The rolls may be either revised summarily or intensively.
If summary revision is ordered for the first preparation, the current
Assembly rolls will be taken as the basie roll.

(5) The roll shall be prepared in the language or languages
in which the Assembly rolls are prepared. 8

(6) In the case of summary revision, the following procedure
ghall be adopted :—

(@) The Assembly rolls will be published as the draft rolls
and a period of thirty days shall nermally be allowed for the receipt
of claims and objections to the inclusion of names in the rolls.
However, the Government have got powers to reduce the period for
receipt of claims and objections to fifteen days. - -~ v
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(b) The Municipal Electoral Registration Officer will
,onquire into the claims and objections and dispose of them on their
merits. ’

() There is provision for filing an appeal to the Collector
by those who are aggrieved by the decision of the Municipal Electoral
Registration]Officer. .

(d) After the expiry of the period prescribed for lodging
claimsand objections, the inclusions and deletions to the rolls will be
prepared as amendments to the rolls and added to the basic roll”
The roll including the basic roll and the list of amendments will be
published finally and thereafter they will become the Municipal
rolls.

(e) After the final publication of the rolls, if any one wants
his name to be included in the Municipal roll, he can make an
application by remitting a fee of 50 paise in the Municipal Treasury.

I1. Conduct of ordinary elections and casual elections,—The
Municipal Elections are conducted according to the Conduct of
Election of Municipal Councillors’ Rules 1962. According to these
rules, the Inspector of Municipalities is the Election Authority who
is responsible for the proper conduct of election. The Commissioners
Of the respective Municipalities are appointed as the Returning
Offigers of the Municipality concerned for the conduct of elections.
The Returning Officers appoint the. Polling Officers and Assistant
Polling Officers.  There is one Polling Officer and three Assistant
Polling Officers for each polling station.

The Election Authority prepares a tentative programme of
dates for the various stages of the conduct of clection and sends it
to Government for approval two weeks before the last date - for
presentation of nomination paper.  After approval by the Govern-
ment, the Election Authority communicates the dates to the ’
Returning Officers for conducting the elections accordingly. The
eledtion proceeditgs start with the publication of Election notice
in some conspicuous place in his office by the Returning Officer.
There should be at least 20 days interval between the first date of
presentation of nomination and the date of poll. An interval of
seven days should be allowed between the date of publication of
election notice and the Jast date of presentation of nominations. The
scrutiny of nomination is taken up on the next working day after
the last date for tha presentation of nominations.  After scrutiny,
the Retusning Officer will assign the recognised symbols to the
respective political parties and free symbol to the independenis. A
period of three days will be allowed for the withdrawal of candidates
from the date of serutiny, if thereisno appeal and a periodiof nine
days will be allowed for the withdrawal of candidature, if there is
appeal to the District Collector, against the rejection of any nomina-
tion. The decision of the District Collector on the appeal against the
rejection of nomination. by -the Returning Officers is final. - 'The
poll will commence at-8 a.m. and.will close at 5 p.m.
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Tn the case of riot or open violence or for any special cause,
the Tolling Officer can stop the poll for the ward and the 1 Iéction®
'\uthontv has got powers to order either the resumption of poll
at the polling station for the number of hours fer which it was not
held on the previous occasion or order a fresh poll for the ward.
In case, any candidate dies and’a report is received before the
commencement of the poll, thg Returning Officer shall eguntermand
the poll.  All ]\10Lee<lm"s with reference to the clection of a
€ouncillor for that-ward shall be started afresh after the Election
Authority fixes the dates for the purpose. In the case of destruction
etc.,of the ballot boxes also fresh poll for the polling station concerned
shall be ordered by the Blection Authority.

The counting of votes is done’ under the supervision of  the
Returnivg 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 Fort St. George
Gazeite.

ErLECTION OF CHAIRMAN AND VICE-CIIATRMAN OF
Myxrcrear. COUNOILS. .

The election of Chairman and Vice-Chaivman is g,ovemcd by Jdho
Madras Municipal Councils(Ilection of Chairman and Viee-Chaivman)
TRules, 1969. According to these rules, the meeting for the election
of Chairman of a Municipal Council has to be convened as soon
as possible after the occwrrence of the vacancy :—

(@) in the case wheie a municipal council is newly constituted
by the Special Officer of the municipality and where the election is
to fill an ordinary vacancy, by the Revenue Divisional Officer or an

- officer of the same rank or higher rank of the Revenue Department
authorised by the Collector of the district ;

(b). in-all other cases, by the Vice-Chairmarf, and if tlterd is
either a vacancy in the office of the Vice-Chairman or he has heen
continnously absent from hir jurisdiction for, more than fifteen
days, or is incapacitated, by the Revenue Divisional Officer or an
officer of the same rank or of & higher rank of the Revenue Depart-
ment authoriced by the Collector of the district. .

(2) The meeting for the election of Vice-Chariman of a municipal
council shall be convened as soon as-possible aftér the oceurrence of
the vacancy, by the Chairman.

(3) Notice of the day and hour of the meeting shall be given at
least seven clear days before the date of the meoting. :

(4) The meeting for the clection of the Chairman of a municipal
council shall be presided over :—

(1) in the case where a municipal council is newly constituted
by the Special Officer and where the election is to fill an ordmary
vacancy by the. officer who convened the meeting ; [
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(ii) in all other cases hy the Vice-Chairman and if there is
eithgr o vacancy in the office of the Vice-Chairmun or he has heen
* continuonsly absentr from his jurisdiction for wmove than fifteen
days or is incn.pm. ated, by the Revenue Divisional Officer ; and

(iii) if the Vice-Chairman himself intends to stand a< a candidate
at the election or in his absence by a councillor not intending to
stand as a candidate at the electign chosen by the councillors
present at fhe meeting to preside for the occasion.

(3) The meoting for the election of the Vice-Chairman shail be
presided over by the Chairman or in his absence by a councillar
who does not himself intend to stand as a candidate at the
olection, chosen by the members present at the meeiing to preside
for the occasion.

(6) The clection of Chairman will he conducted by the marking
system.

(7) (a) If the number of candidates is two, the candidale who
obtains the largest number of votes shall be declated to have been
duly clected. In the event of there being an equality of votes
hetween the two candidates and the addition of one vote to any
sue of such candidates will entitle him to be declared duly elected,
the Presidént of the meesing shall draw lots in the presence of the
cduheillors and the candidate whose name is first drawn shall be
deemed to have securcd the additional vote and shall be declared
to have been duly elected.

(0) If the number of candidates is three and if any one of
- them sccures more than one-half of the number of votes, he shall
e declared to have heen duly elected. If none of them secures
more than one-half of the number of votes, -the candidate who
obtains the smallest number of votes, shall be. eliminated and a
second ballot taken.

* (&) If the nltmber of candidates is more than three and if any
of the candidates secures more than one-half of the number of votes
hee shall be declared to have been duly elected. If none of the
candidates secures more than one-half of the number of votes, the
first candidate who secures the largest number of votes and the
second candidate whoesecures the next largest number shall be

rotained and the others oliminated and a second ballot taken.
. .
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CHAPTER XXII.
VILLAGE AND ’TOWN PANCHAYA'J‘S.. .

. Thero are at prosont about 12,500 Village Panchayats and 450
Town Panchayats in Tamil Nadu. Panchayats with a population
of not less than 5,000 and an income of not less than Rs. 10,000
are classified as Town Panchayats. The other panchayats arve
classified as Village Panchayats. The minimum population for
the constitution of a panchayat has been fixed as 500 in the Madras
Panchayats Act, 1958.

The ordinary elections to panchayats are held once in 5 years.
The last ordinary elections to about 12,150 Village Panchayats and
about 400 town panchayats weve held in January-February, 1965.
The term of office of membors of panchayats prescribed in the
Madras Panchayats Act, 1958 is 5 years. Heuce, the next ordinany
elections are due early in 1970. .

. .y

STRENGTH OF PANCHAYATS.

The strength of a paichayat is fixed with reference to its
population at the last census. The minimum strength of a pan-
chayat (both village and town) is 5 and the maximum is 15. A
panchayat is empowered to co-opt a woman, if there is rio elected
woman member on the panchayat.

. .
RESERVATION OF SEATS FOR MEMBERS OF SCHEDULED

CASTES
AND ScHEDULED TRIBES.

Provision has been made in the Act for the reservation of a
maximum of 3 seats for the members of the Scheduled Castes and
Scheduled Tribes with reference to theirgpopitlation in the panchayat.

. DrvisioN 1v1to WARDS,

The Madras Panchayats Act, 1958 empowers the Inspector to
divide avillage ortown into wards and to fix tho number of members
to be returned from each ward. As great difficulty was being experi-
enced during the last ordinary elections to panchayats due top the
existence of multi-member wards, instructions have been issued toall
Collectors to arrange to divide al} panchayats (both Town and
Village Panchayats) into single member wards before January 1976,
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Ereororan Rorus.

»  The Madras Panchayats Act was reéontly amended to provide
for the preparation of separate electoral rolls for the conduet of
panchayat electionss  The panchayat electoral rells will have to be

; prepared and published in accordance with the detailed instructions
issued in G.O. Ne. 77, R.D. & L.A., dated 17th January 1969.

hd ..
CONDUCT OF ELECTIOXNS.

Separate sets of rules have been issued regarding the conduct of
election of members to Village Panchayats and Town Panchayats.
The Town Panchayat election rules are more elahorate than the
Village Panchayat election rules and are mcre or less similar to the
rules regarding the conduct of election of Municipal Councillors.

SYSTEM OF ELECTION.

The system of election tc panchayats is by seerct ballot and the
voting is by the method of marking on the symbols printed on the
ballot paper. The ballot papers used in panchayats election will
cmyttain only symbols and the voter will have to mako a mark on the
symbol allotted to the candidate of his choice with the marking
instrument.

USE OF INDELIBLE INK.

TIndelible ink is used fof marking the forefinger of tho elector
to prevent persenation by votersin the elections to Town Pan-
chayats only.

ASSIGNMENT OF SYMBOLS.

Panchayat elections are fought on non-party basis and hence
party symbols are not assigned to any candidate. Only free
symbols are allotted to candidates.

CASUAL ELECTIONS.

The casual elections to fill up casual vacancies are conducted in
accordance with the rules for the election of members to panchayats
but ho casual election need be held to a panchayat within six months
before the date of retirement of its members by efflux of time.
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Buecrion DrspUTES.

Flection disputes arising out of the conduct of elections to
panchayats can be sottled only by preferring an election petition”
to the preseribed judicial authority within 15 days from the date of
declaration of tho result of the olection. 'The” prescribed judicial
authority is the District Munsiff having territorial jurisdiction over
the place in which the office of the panchayat is situated except in
The Nilgiris District where the election petition has tobs presented
to The Subordinate Judge, Ootacamund.

ELECTION OF PRESIDENT AND VICE-PRESIDENT.

Both the Fresident and Vice-Dresident of the Panchayat are
elected by the panchayat from among its membors.

i
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