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PREFACE TO THE FlffH EDMON 

This edition of the Punjab Financial Rules, Volume II incorporates all amend· 
ments made upto the 31st March, 19&4. 

2. Suggestions for making corrections and imF,ovementa · may kindly be
forwarded to the Department of Finance. 

Dated, Chandiaarh, 
the 18ti May, 1984. 

G. BALAK.RISHNAN,
SscurilY To Tas GovnNMiNT Op PuNJAB

Dl!P.U.:rMENT OF FINANCS. 



PREFACE 

The Financial Rules are contained 1n two nr1in volumes. The first, contains the
basic rules regulating financial procedure ano the techniques to be ob�erved by the various
Departments of the State Government. 'The second, contains detailed rules on some specific
subjects e.g. losses, inter-departmental transactions, agreements, destruction of record of
accounts attachment of and deductions from salary, purchase of stores etc., compensations
and advances. It also includes a number off orms to be used for preparing essential docu·
ments which have statutory, financial and administrative importance. In this edition of the
hook the changes effected during the period from 1965 onwards have been jncorporate,d. and
the book has been made up-to-date. Any suggestions for removal of omissions or commiss1ons,
may please be sent to the Department of Finance, Punjab.

Dated Chandigarh
the 30th June, 1981
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APPENDIX --1 

(Referred to P.F.R. 2.33) 

(I) INSTRUCTIONS TO REGULATE THE ENFORCEMENT OF RESPONSlBJLlTY FOR
LOSSES SUSTAINED BY GOVERNMENT THROUGH FRAUD OR NEGLI -

GENCE OF lNDlVlDUALS. 

1. Means should be devised to ensure· that every Government employee should
realise fully and clearly that he wiU be held personally responsible for anJ loss sustained by 
Government through fraud or negligence on his part and that he will also be held persoMlly 
responsible for any loss arising from fraud or negligence on the part of any other Govern -
ment employee to the extent to which it may·be shown that he contributed to the loss by 
his own action or negligence. ln almost all cases frauds are rendered possible for want of 
superv ision and negligence of rules l aid down for the security and safety of pub lie money. 
Two forms of negligence are specially noteworthy:� 

(i) The amount in a bill is not written in words; the amount in the bill or ch_eque
is written carelessly making alteration possible without detection; or a space is 
left rendering the insertion of digits or words an easy matter. 

(ii) Copies of accounts and b ills subm ittcd to the treasury and to audit offit.:e arc
not carefully compared with the office copies. To guard against this it must be 
insisted in every case in. which money i� drawn on a bill from the treasury that 
the total amount of the bill in words is carefully entered by the clerk who draw .. 
it up and the copies of accounts and bills submitted to the treasu ty and to the 
audit office are carefully compared with the office copies by the drawing 
officer. The cardinal principle governing the assessment of rcsponsibi lity is that 
every public employee should exert the same vigilance in respei.:t of public 
expenditure and public funds generally as a person of ordinary prudence would 
ex�rciso in respect of the expenditur� and the custody of his own money. While. 
therefore, the competent authority may in special cases condone Governm�t 
employee's honest errors of judgement involving fin:ancial loss. if he can show 
that he has acted in good faith and done his best up to the limits of his ability 
and experience, personal liability must be strictly enforced against a ll Govern
ment employees who are dishonest, careless or negligent in the duties entrusted 
to them. 

2. It is. of the greatest importance to avoid delay in the investigation of any loss-,due

to fraud. negligence, financial irregularity, etc. If the irregularity is detected by audit

in th� first instance, it will be the duty of the Accountant-General to report imm�diately to

the Administrative authority, Concerned. If thO irregularity is detected by the Administrative

authority in the first instance and if it is one which should be reported to the Accountant9 

General in terms of Punjab Financial Rules 2 34 and 2.35., he must maRe that

report immediately. Every important case should be brought to the notice of superior

authority as soon as pos1ib.le, the Administrative authority should report to his superior

and the audit authority to hiS superior. Should the Administrative authority require· tne

. ' 
•



2 APPENDIX-I 

assistance of the Accountant-General in pursuing the investigation, he may ca II on that 
Officer for all vouchers and other documents that may be reJevan t to the investigation; and 
if the investigation is complex and he needs the assistance of an expert aud it officer to 
unravc I i.ti he should apply forthwith for that assistance to Government which w i II then 
negotiat'e with the Accountant-Genera I for the services of an investigating staff. Therea fter, the 
Administrative aut�ority and the audit authority will be personally responsible, within their 
respective spheres, for the exped ilious conduct of the enquiry. 

Note I .-Ii l Detailed report containing cornplere information on all the points detailed in . Anncxure. A 
should be submi11cd within one month after the submission of the preliminary report. 

(ii) Final report should be submitted within a fo1tnlght of the complet1on of the departmental enquiry.
3. In any ca�e in which it appears that recourse to jud icial proceedings is likely to be

involved. competent legal advice should be taken as soon as the p.ossibility emerges. In the 
case of losses involving a reasonable suspicion of fraud or other criminal offence, a 
prosecution should be attempted unless the legal advisers consider that the evidence available 
is not such as will secure a conviction. The reasons for not attempting a prosecution 
should be placed on record in a II such cases. 

A certificate to the effect that the case is/is not fit for judicial trial, shall be obtained 
from the District Magistrate. immediately after the loss comes to notice, and furnished to the 
Accountant-General alongwith the final report. 

4. (I) The general rule in all cases of fraud, embezzlement or similar offence sha ll
be that the competent authority sha 11 decide whether the delinquent i� to be tri� depart· 
mentally first and judicially thereafter. 

(2) If it is decidt.d that the delinquent is to be tried in a court of law, then the depart·
mental proceedings shall be stayed. 

(3) If it is decided that the delinquent is to be proceeded against departmentally,
then such proceedings shall be instituted immediately against the delinquent and if there 
are more than one delinquent, �gainst all the delinquents. Such proceedings shall be 
conducted with strict adherence to the ru les up to the po int at which prosecution of any of 
the delinquent beings in respect of the charges which are subject matter of the criminal 
case. 

(4) Where the delinquent is convicted by a court, the departmental proceedings
against him in respect of charges leading to h is conv iction should nofbe resumed as he can 
be dismiss� on the ground of his conviction without giving him a reasonable opportunity 
of making a representation against the punishment proposed to be inflicted,-vide sub�clause 
(a) of the proviso to Article 311 of the Constitution of India.

(5) If the delinquent is not convicted by a court, the departmental proceedings
against him shall be dropped unless the acquittal is on a technical ground or by giving 
him benefit of doubt and the authority competent to take disciplinary action is of the 
opini�n that the facts of the case warrant departmental action against him.

t 
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APPENDIX-I 3 

5. The question of enforcing pecuniary liability should always be considcre.d as
well as th�

1
qucstion of other forms of disciplinary action. In deciding the degree of the 

Government employees pecuniary liability, it will be necessary to look not only to the 
circumstances of case, but also to the financial circumstances of the Government employee, 
since it should be recognised that the penalty should not be such as to impair his future 
efficiency. 

In particular, if the loss has occurred through fraud. every endeavour shou Id be 
made to recover! the whole amount lost from the guilty person. an<l if laxity of supcryision 
has facilitated the fraud. the supervising Government employee at fault may properly be 
penalised either directly by requiring him to make good in money a sufficient proportion of 
the loss, or indirectly by reduction or stoppage of his increments of pay. 

It should 1lways be considered whether the value of Government property or equipment 
lost

t 
damaged, or destroyed by the carelessness of individuals entyusted with their care 

(e.g. a policeman's rifle, a touring officers tent, a factory motor lorry, an engineer's instru· 
ments) should not be recovered in full up to the limit of the Government employees capacity 
to pay. 

6. One reason why it is important to avoid delay (vide paragraph 2 preceding) is
that in the case of prolonged investigation Gov¢rnment employees who ar� concerned may 
qualify for pension. The authority investigating the case shouid immediately inform the 
A.G. responsible for reporting on his title to pension and the authority competent to sanction 
pension and it will be the duty of the latter to finalise the pension case of the employee 
concerJl�d in the light of the procedure laid down in rule 2.2 of Punjab Civil Services Rules, 
Volume II. 

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

8. The Department of Finance should be consulted by Administrative Department in
a 11 cases of serious financial ir,regularities before orders are issued in tile matter of disci .. 
plinary action against those found responsible. 

9. ThC following supplementary instructions should be followed by depar.tmental
officers, wherever prosecution.in the criminal courts are, or are likely to be necessary :-

(i) AU losses of the kind referred to in Punjab Financial Rules 2.34 and 2.35 must
be reported forthwith by the Gover-nment employee concerned, not only to the 
Accountant·General but also to his own immediate official superior. Reports 
must be submitted as soon as reasonable grounds exists for believing that a loss 
has occurred ; they must not be delayed while detailed enquiries a re made. 

(ii) Reports submitted under paragraph 1 above must be forwarded forthwith to
Government through the usual channel with s11ch comments as may bC consi. 
dered neces_sary. 

-----



4 APPENDIX-I 

(iii) As soon as a reasonable suspicion arises that a criminal offence has been commit·
ted: the senior Government employee of the department concerned present
in the station will report to the District Magistrate concerned and ask 
for a regular police investigation under the Code of Criminal Procedure, 1898. 

(iv) If the District Magistrate or the authority concerned agrees that an investiga- "
' 

. 

tion may be made1 the senior Government employee of the department concerned 
present in the station wrn (a) request the District Magistrate or the authority 
aforesaid to arrange for the investigation to pPo�ed from day to day, (b) see 
that all witnesses and documents are made available to the investigating officer, 
and (c) associate with the investigating officer a Governmen t emp loyee of the 
department who is not personally concerned with the irregularity leading up t o 
the loss, but who is fully cognizant of the rules and procedure of the office in, 
which the loss has occurred. 

(v} When the ivestigation is completed a Government employee of the department 
(accompanied by the Government employee who attended the investigation) 
must be made available for conference with the authority which wi 11 decide 
whether a prosecution should be instituted. If it is d�cided not to prosecute, 
the case must be reported through t.he. usu a I channel to Government for 
orders. 

(vi) If it is decided to prosecute, the departmental repnsentative will ascertain from
the prosecuting officer whether, having regard to the engagements· of the 
prosecuting -staff, and the state of work in the court which would ordinarily 
hear the case, it is necessary to move the District Magistrate to make special 
arrangements for a speedy trial, and will request the prosecuting offic�r to make 
any application that he may think necessary. 

(vii) When the case is put into co�rt by the police; the senior Government employyee
of the department concerned present in the station will see that all witnesses
serving in the depattment and all docurn�ntary evidence in the control of 
the department are punctually produced, and will also appoint .a Govern�t 
employee of the department (preferably the Go�ernent employoe who attended 
the investigation) to attend the proc�edings in court and a�sist the prosecuting 
staff. 

(vii1) lf any prosecution results in the discharge or acquittal of any person or in the 
imposition of sentences which appear to be inadequate, the senior Government 
employee of the department concerned will at onee consult the District 
Magistrate as to the ad visiab iJity o f  instituting further proceedings in revision o� 
appeal, as the case may be, and if. the District Magistrate is of opinion that 
further procOOdings are necessary, will request him to proceed as he would in any 
other case. 

Appeals against acquittals may be made only under the orders of Government. 

(ix) The senior Government employee of the department concerned present ·io the·
station will seo tbaf, in addition to tbe reports requir� undo, (i). (ii) and (Y)

r 
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above, prompt reports are subm itted to Government through the usual channel 
regarding. 

(a) the commencement of a police investigation ;
(b) the decision to prosecute !fl any particular case ;
(c) the result of any prosecution ;
(d) the decision to proceed furtht:r in revis ion or appeal in any case ; and
(e) the result of any proceedings in  revision or appea I.

(x) Notwithstanding anything contained in paragraphs (ii)-(ix) above, the seniol'
Government employee of the department �ncerned prasent in the station may, 
if he thinks fit, refer any matter through the usual channel for the orders of 
Government before taking action. 

(xi) Final action rtlating to the write off of the loss of Government money and the
like; should not be· taken till a report bearing on the case is r,oceived by the · 
authority concerned from the Audit Department. 

(2) INSTRUCTIONS FOR CONDUCTING DEPARTMENTAL INQUIRY
IN CASES OF FRAUD AND EMBEZZLEMENT OF 

GOVERNMENT MONEY IN WHICH 
GOVERNMENT EMPLOYEES 

ARE INVOLVED 

l. There is a tendency on the part of the head of office or department to regard the
ins titu tion of criminal proceedings as absolving him from the task of conducting an imme
diate and thOrough inquiry. Reluctance may be enhariced by the- apprehension that an inquiry 
may prove- prejudicial to the result of the trial in a court of law. As a result, there has some
times been a great delay in taking departmental proceedings and the result has been incon
clusive. The departmental inquiry should not therefore, be delayed pending the dec ision of 
the criminal case, as at a later stage the evidence might disappear and departmental inquiry 
may not be brought to any conclusion at all. 

2. Departmental proceedings cannot, as a rule, ptQceed c-0ncurrently with a criminal
prosecu tion. Much of the evidence in a case of fraud or embezzlement is documentary. 
As soon as the criminal procef(ling begin the documents go to the court as exhibits, and there 
they must remain till the case is over and if an appeal is filed till the appeal is over. But 
it is essential that every thing should be done to carry the departmental proceedings as far as 

.., possible before thr prosecution begins. The stage to which departmental proceedings, prior 
to prosecution, should be taken must depend on circumstances and cannot be precisely ' 
defined. The normal procedure is laid down in Rule 8 of the Punjab Civil Services (Pun ish· 

' 

• " ment and Appeal) Rules and the stage which departmental proceedings can reach may accord ..
ing to circumstances by any one of the stages describ� or implied in the rule, i.e. the 
preliminary recording of evidence1 the receipt of the delinq�ent's written statement after the 
framing of a charge the personal hearing, or the enquiry. If it is intended to prosecute, a 
finding and sentence should not be recorded in the departmental proceedings till after the 
disposal of the criminal case; but it must be emphasised that the proceedings should be 
completed upto the point that can properly be reached. 

l.,;,____-_ --

!; 
• 
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. 3. A common type of c�se is that where a number of persons are invo.lved one or 
··more criminally, and others in sueh circumstances as &how negligence, or warrant the susp i�
cion of criminal abetment w ithout sufficient proof to justify prosecution or hav� similar
features which necessitate a criminal. prosecution of one or more and. a departmen.tal enquiry
_against others. In such cases the authority has sometimes neglected to institute a formal
gepartmental enquiry or to carry it to requisite stage befo�e criminal proceedings are taken
with the result that many months la.tar, when the criminal case is overt effective departmental
action bas been found impracticable ..

4. The general rule should: be that in all cases of. fraud, embezzlement or similar
offences departmental pro

.
ceedings should be institut� at the earliest possible moment against 

a 11 the �e]inquents and conduct�d with strict �dherence to the rules· up to the point at which. 
�rosecutfon of any of the delinquents be�ins. At that stage it must be specifically �nside· 
!ed w�ether furtMr conduct of the departmental proceedings against any of .the remaining
delinquents is practicable, .if it 'is, it should continue as far as possible which will not, as a
rule, include findings and sentences. If.the accused is convicted, the departm�ntal proceeding s
against him should be resumed and for'mally eo.mpleted. If the accused is not convicted, the
department.al proceedings .against him should be droppt(J, unless the authority compct�t to

.. take diciplinary action is of the opinio� �hat the facts of the case disclose adequate grounds 
for taking departmental action against' him. In either cas�, the proceedings against the remain
ing_ftelinquents·should be tesume�, and· completed as soon as possible after the termination of . 
tht· proceeding in court. 

. 5 ·The proceedings contemplate d �n these instuctions are tho�� which ar� regu la.tCd 
by the Punjab Civil Services (Punishment and Appeal) Rules. . Wb.ct� acJron is taken· under 
the Pu.b tic Employees (Inquiries) Act, x·xxVII of 1850,

. 
this otdinatUy takes the pla� of

a crimina·l prosecution as regards the person or �rsons accused; but the procedure �s regards 
other persons involved against .. wtiom the Act is not applied. should be fo accordance with 
the instructions g iven above. 

(\ 
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ANNEX URE-A 

[Referred to in· note below Para(l) 2) 

7 

(i) The exact nature of the defalcation/loss and brief description as to how it was
detected (a copy of the report of the loss or defalcation to higher authority may 
also be sent) 

(ii) The full extent of the loss.

(iii) The actual period covered by the defalcation/loss.

(iv) The defects in or neglect of ru tes by which the loss was rendered possible and the
circumstances which facilitated the def a lea tion/loss. 

(v) The naf'\P.S of officials held personally or technically, directly or indirectly, and
wholly or partly responsible for the irregularities committed in the case, and the 
action taken or proposed to be taken against them. 

(vi) Whether the case has been judicially tried in a court or not, (if so, copies in
duplicate thereof may please be furnished). If not, the reasons for no t doing 
so may be stated and a copy of the pol ice report (if any) furnished. 

(vii) The remedial measures adopted as safeguards against such losses hereafter.

(viii) The prosp�cts of the recovery of the loss (the amount of the security taken
from-the Government empl�yees at fault ottheir pay, pension; allowan9es; etc.,
withheld, and their other property confiscated), may be stated. Otherwise· 
sanction.to the writing off of the loss m�y be obtained and furnished. 
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APPENDIX·2 
(Referred to in P.F.R. 2.36 ( note 1), 8.lt , 8.22 and 9.4.) 

Inter•O)vernment and Intcr-Govornmcntal TransActions (Directions issued by the Comptroller and. 
Auditor-O�neral of India. under sel:tion 168 of the Government of India Act, 1935, which shall be 
d�ed to be in force under Article ISO of the Co�stitution or India). 

INTRODUCTORY 
1. The directions in this appendix shall regulate the conditions under which a .,de-

:, partment of a Government may make charges for services rendered or articles supplied by it 
. and the procedure to be observed in recording such charges in the accounts of the Government 
concerned. 

ADJUSTMENT BETWEEN GOVERNMENTS 
2. In the case of transactions between two Governments adjustments shall always be

made if required by or under the provi�ons of the Constitution, and otherwise, jn such ma!lner 
end to such extent as may be mutually agreed upon by the Governments, cone(rned. 

ADJUSTMENTS WITH OU11IDE BODIES 

3. Payment shall .be required in all cases where a department of a Government rend·· 
ers service or makes supplies to a non-Government body or institution or to a separate fund 
constituted as such in�ide or outside the Public Account, unless Government by general or 
special order gives directions to the contrary. Relief in respect of payment for services 
or supplies given to any body or fund, should ordinarily be �ven through a grant·in·aid rather 
than by remission of' dues. 

INTER DEPARTMBNTAL ADJUSTMENTS. 
4. For purposes of inter-departmental payments, the departments of a Government

shall � divide� into service departments and commercial departments aooording to the 
following principles :-

A. Service Departments.-Tbese arc constituted for the dis-charge of those functions
which either (a) are insoparable from and form part of the idea of Government or (b) are 
n�sary to and form part of the general conduct of the business of Governm0nt. 

Examples of the firFt class are:-

The departments of Administration of Justice, Jails, Police; Education, M�ical, 
Public Health, Forest and Defence. 

Examples of the second class arc :-

The departments of Survey, Government Printing and Stationery, Public Works 
(Buildings and Roads Branch), purchase Organisation of .the Min1stry of 
Works, Production and Supply (Central Government). 

B. Commercial Departments or Undertakings.-Theao aFC maintained mainly for the
putposos of rendering services o, providing supplies, of certain special kind • on payment for tht 
services l'q\d�rcd or fop the articles supplied. They pcrf orm functions which are not necessarily 
Governmental functions. They arc roquirrd to work to a f loancial result determined through 
aecounts maintaned on commercial principloa 

Not1.-Gov.ern1DCnt has the pow« in respect of ti. directions to decide- whether a particu!ar dei-rt· 
me�t or particular activities of a department shall be reptded N a commttdal departi'nent <1 undertakinf. � list or departments and undertakings at PfeSffit RCO&Dised by the Punjab Government as commercial is siven 
10 the Anncxurc to these directions.
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S Save as expressly provided In thts appendix, a service department shall not make 
charges ag,ainst another department for services or supplies which f a1ls within the cla.ss of 
duties for which the former dep1rtment is constituted. 

The following exceptions to the above direction have been authorised :-
, 

(a) The Forest Department may charge any other department for vegetable animal
or mineral products extracted from a forest area.

(h) Payment must ordinarily be made for convict labom as in th� case of that supptie.d
to the Public works and other departments of Gov ernment but, no charge shall
be made for convict labour in the case of works undertaken by the Department
of Public works which are tieated as Jail works.

(c) T�f cost of additlonal. Poli�e Guards �upplied to an . irrigation or other project
wbde under constructfon may be debited to the proJec� concerned. 

6. A commeIYial departipent-.ot u11d�ing shall ordlnarily charge and be charged for
any supplies and servi.c.es made or1endered tp, or by, other departments of G?verament. 

Thfs direction roay be apptled to particular units or padiculars acti.vities of anY department 
·even though the department a� a whole may not be a commercial department, Such a unit or 
•vlty Shall ordin�dly charge for its services or its $Uppties to, and may likewise be charged,
by, eithey the department of \Yhiob Ii forois a part o_r any other department.

Nott 1.-Save .as otherwise provided in t� dir�ons, service rendered· by a Service Department falling 
under clause A(a) of paragrapq 4 in the norrnat discharge of' its functions shall not be regarded as service rendered 
tor � purposes of f he above directions. 

Note 2·.-Tqe suppty of residenti�I accommo.datio.1 by one department to the employ� of other Department 
shall. not, for tile purposes of these directions be held to constitute a service rendered. In all such cases the rent 
charged for residential accommodation will be the rent recoverable under the rules for the time being inforce 
'rom the porson . actually using such accommodation. 

Note 3·-ln the Punjab the following commercial departments and undertakings are exempted (rom payment 
of tent for om� bui.(ding supplied to than by the Department of Public Works Building and Roads Branch.-

Forest Department, Jalt Manufactures, Government Press (so for as it ct·Pcerns the sale and publi-
cation of 1. L. R.) with effect from 1st APril, 1935. 

7. Where one d�partnient makes payment or renders service as an agent of another
dep·artmerit of same Gov�rnment, the principal department may, subject to such monetary limit 
�maybe fixed by the Government in this behalf, be debited with the expenditur.e incurred on 
its behalf by t�e agent department. 

Note 1.-Tbe ·cost of land acquired b1 a Civil Department on behalf of the Department of Public Wcrks 
is debitable in die accounts of the latter as part of the cost of the Works for which the land is taken up; but when 
land is taken up for two or more service departments conjointly, the ·cost' is wholly debitable to the department 
·for 'A'.hich the �ajoq>ortion of expenditure was in�utred

1 unless there are special recsons to the contrary.
· Nott 2.-When a special officer is employed for the acquisition of land· for any department the expenditure 

on pay allowances, etc, of the spe<;ial of�cer and his establishment and any expendirure on cuuingencies 
is debitablc to that department as part of't� cost of land. When the land taken up by a civil officer, 
not Sl)Ocially emptoyed for the work, only specfal charges incurred in connection with the acquisition of the 
land on estab[ishnien� contingencies, ect.1 shall be brone by the department for which the land is acquired, 

. ' 

�Th: Pllnjab Gov¢rruncnt have fixed· �,, SO as the monitary limit referred to iil this directions.)

I 
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. 8. Without prejudice to the general princtp}e .contain'ed in paragt�ph 5, the pef�ce 
Se�l.ces Sbal\1 in respect of inter departmental transaotroijS, Chatge and be char.ged for service$ 
rendered and supplies made to, or by, other .depa��ents; �nlcss in particular : cases or 
classes of cases, Government ln c0ns11ltation with the :Comptr�lle� an_d Au.d itor.Oeneral ha�· 
decided that the Inter-departmental adjustm�nt \Yould. be uosui_tab\c �nd undesirable.· ·. 

.. 

. . 
.. 

• • .. • J•; 

. Nou.-1, The Defence 'Setvices shall n )t be requited to pay r�nt for ouJtdin�. o( thy Cen,fral Civil Detiart� · . F • 

ments otl1•vr than Coillmercial Departments and undertakings, o:;u'Q_ied''l!}' t�� Def.em,ie Services for non-residential 
pu� nor shall rent be charged for buildings of the Oe(encf Se(liccs occupied for norrresidentiat-pun,osc5 

by the Civil Departments of the Central Government other tlian Co•�ial .Depaitments of under takings, 
.falling under clause B of para 4. · · · · · 

Note Z:-The .Defence. Se�iccs also �hall not oo required to �Y for, the � . of t� pov�en� · Ci�il
Aerodromes and foe other 1nc1dental services r�ndered by tbe Department of Ctvtl Aviation to foruan ·Air 
.Force Planes, nor shall_ the Civil -Aviation �partment be char,gedj as. a reciprocal, artange�nt, Iot tke use o[ · 
the Aerodromes of the lod:an Air Forc.e l?J the CiVil -Air. Cr-af.t,5,. : · · .. : . · · . . · · 

• 
-

• \ • , t • • 

9. · A bran�h o_f a ·service department perfQtmi� duties . suppl�en�cy .to the· main
function of the d�rtment and intended to render p.arficular services' on payment, imy levy 
charge� in respect of lhe work. for which it bas been constituted .. · 

,,. . 
.. 

· · Exampl�· Jail Manufacture, S�rveY Man·publishing, Pdnting (Publishing Depa�t�ent).,
, 

. , . I 

Mint (Misc�laneou� S�rvices other th&� �ol�a��· _. ·. . i � . · .. .. � .
,I > 

, 10. A branc� or� departtnent�nstitl!Wd .(or t� subsidi�· service of' lhat department,
• 

.. \ • l 

but employed to render similar service to ano!�ct d�parment. may ·�¥rgc.:tha� other dtpartment 
e.g. ;

Workshops of a Department$ D�k�yards, 
.. 

. . 
11. A regularly organized store branch of a department should ordi·narily charge any

· 9tber department for supplies · mad\;
�

t petty and �sual suppljes of �tores may, if'the 
supplying department consents be made without payment. 

. 
. 

12. Notwithstanding anything contained in these · directions, Government m�y, for
.special reasons which shall be recorded and communicated to the State Accountant General, 
per�it inter departmental adjustment in any case where such adjustment may ·be consider� 
necessary in the interests of economy or of departmental control of expenditure. 

GENERAL 

13'. Where under these.directions payment is-required to be made by one Department of 
'l a Governm�nt to another, such payment may, if the case so requires or if otherwise deemed 

• I ·) 

necessary, include adequate. charge.for· supervisio� or_ other indirect- expenditure connected.
with the service or supply for whic� payment' is made. 

14. Payments of amounts due by one. department of Government to an, other shall
ordinarily be made by book transfer except when such transfers do not suit the methods of 
accounts or of business adopted by the receiving depar,tmnt. 
• 

15. A'ny question of' doubt or _dispute· arising i1:l connection· with the interpreta t1on' ot- -

these directions will be decid� by the Comp�roller and Auditor Gen�l of India, with the 
. a11proval of the President of India. 
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)2 ANNEXURE-2 

List of departments and undertakings recognised by Government as Commercial (vioe 
ncte under Direction 4) 

1. Department of Public Works, Irrigation, Navigation, etc works for which capital
and revenue accounts are kept. 

2. Government Printing Punjab ( so far as it concerns the printing of and sale of
School/College text books under the Nationalisation Scheme). 

3. All Government Transport Services. ·

4. Colonisation Department.

5. Work Centre, Rajpura.

,6. The factory section of the following Jails :-

(]) Central Jail, Ferozepur. 

(2) central Jail, Pa t ia la.

(3) Central Jail, Amritsar.

(4) JU. & J. Jail, Faridkot.

---

\ 

" 
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APPENDIX-3 

(Referred to in note 2 to P.F.R. 2. 36 .) 

Agreements with other Governments (other than Jammu and Kashmir) regarding In· 
cidence of Pay and Allowances, Leave Sala�y, Cost of Passages, Pensions, Rents of Buildings, 
etc., etc. 

A-INTRODUCTORY

Toe rules regulating lhC incidence of pay, le:we, passage and pension, etc., charges 
of Governmen employees as well as certain other charges and receipts bet.ween Governments 
whi�h are set out in this appendix are based on arrangements agreed between the different Go
vernments and are, therefore

1 
binding on all of them. 

B-PAY AND ALLOWANCES, PENSIONS, ETC.

t-Incidence of pay and allowances, etc.
1 

other than leave salaries.

1. Subject to any other arrangements which may be settled mutually between the
Governments concerned, the incidence of transit pay and allowances including travelling 
aUowances of a Government employee transferred from one Government to anothet will be 
regulated in accordance with the following principles :-

(i) When a Government employe� is transferred permanently from one Government
to another, his transit pay and allowances including travelling allowances sha ll 
be borne by the Government to which he is transfetred. 

(ii) When the services of a Government employee are lent by one Government to
another, the transit pay and allowances including travelling allowances while
_he is joining and leaving the new service shall be debited to the borrowing Go· 
vernment. This principle applies in cases where the Government employee lent 
takes leave either before joining the borrowing Government or before rejoining 
the lending Goverrunent and holds good even in respect of joining time ad· 
missible to a Govefnlllent employee returning from leave out of India of mofo 

than 120 days. Fot this purpose officers of the Indian Medical Service em
ployed under State Government should in all cases be regarded as lent to 
those Gov�rnmenta by the Central Government (Defence Department). 

Note-In the case of Government employees rcturnina from duty abroad whose services are lent to 
anoth1;r Government. the Mbility of the borrowina Government for transit pay and allowances including 
travelilna allowances while joining the new service shall be rcsticted to the period commencing fn m the 
dato of arrival of the Government cmpioycc in India. 

(iii) !n the case of an Officer in a joint cadre serving two Governments, bis transit
pay and allowances including travelling allowances on transfer from one
office to another shall be debited to the office to which he is proceeding.

2. When a Military or Medical Officer holding a Civil Post on consolidated pay which
is less than his Military pay is allowed to draw the differen� betweeu them, he draws ii 
from the department-Central or. State-from which he receives his consolidated pay. 

13 
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3. The following �les govern the incidence of th� c"Gst of troops len� ·tq · Civ�l . 1 .

Departments of the Central Government and to :State Governments, The words '1�il�tary" 
and '1

tr9opS" are used to include l�dian Navy and the Air Foree as welt as the Army :-
. 

I . , 

,,· (i) When troops are requir�d on-duties �fa "militar_y" natur�, e.g .. , ··ceremonial 
purposes and provi�ion of escofts o.r .guards of honour in Qir9n,n1Jtan� not 
cov�red ·by in�tru,fions 77t,772 and 775 of the RegµlatioM for the·· Ar-my in 
India (1937 ed.ition)-and flag marehes when t�y fall . int-o· ·i11t categ�r.y of ca�� 
·iAvolving duties �f 1 military nature. and when they are n'ot . connected w1th th&
maintena� .of law-and order, the �tra cost,. if any>

· of supp:l�ing the. servi� 
· required (e.g. in ihe way of transport, equipment, etc.) will be· met by. a con

tribµtion from the State or th� Civil Department con�rned of the Central 
· Govetlnment to. the Defence Services Estimates. ·

Nat,-Theasei ia whicb flal mateht! conuilbin tilt ICOpe of �is ru11 �l bQ dl<ljde4 by the Cea Ital _ I 
· Government. 

(il) When tr90ps are·emplQyed by Civil on du.ties tf a ''non·military" nat�e (e.g
'. , 

- · · 

on occasions of public calamities or _emerg�n.cies . such as fires, e�rthguak;es, 
floods, famines and strikes), the State Governments or the Civ.11 Departments 
concerned -will be liable to bear the follo.wing �barges unless they are waived by 
the Central Government for any e�ceptional reasons :-. . . . 

(a) In strikes, etc., for carrying on esseniial public services-The complete cost Qf
the force including ordinary pay · and allowances, ex:�ra · eost of. transwrt ,
equip�t"including loss and repair expenses, etc., and extraordinary charges 
in the shape of special pay or. transport cif stores to the personnel engaged at 
tho rates "laid down in paragraphs 397 to )99, Pay and Allowances RegU· 
Iations, .Part I, and Rule 491, Regulations for the Army in India. 

(b) In fires, f loods, famines., earthquakes and other calamities of naturt-All extra
cost involved · in the way of. tran�port, equipment, etc. and all extraordinary 
expenses in the shape of special pay or. the sup�ly of stor�s to the . personnel
engaged at the rates laid down in paragraphs 397 to 39:9, Pay and Allowanaes 
Regulations, Part I, and Rule 491, Regulations for the Army .in ·India. 

Note.-ln addition, wh�n. troops are e�p)oyed on dutia faltin� under either c�use (a} or (b) abovet . the State· Government or .the CiVJJ Department concemed of the Central Government will be liable for all loss or 
dama� to properti (including military) and also for all pensionary awards made in respect ·of casualties · arising
directly out of the employment. · . 

(iii) The full cost of employing troop� in aid. of the Civil powar for the pre ventiorr
011 suppres.sion of disorder will be met by the Central Government from. D�f�nce 
Scrvie-0s Estimates; but it will he opOn to the Civil D�partmeat of the Centra,l
Government or the State· Government concerned to contribute towards the
'cost, if th� wish to do so; The State Governm�nts or the Civil Departments
concerned will, nev��eless," be liable for the payment of any compensa tion
that may beco�e payable in respect of ·iay da�age done when troops are

. �mployed in and of tM. Civil _power.

I 

" 
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4. 0) Rewards for proficiency in oriental language.s paid to a military officer from
the Defence Services Estimates during the three years preceding his transfer to other D �· 
partments of the Central Government or to State · Governments will be r�avered by the 
Controller of Deferrer Accounts (Pensions), Allahabad from the Departm6nt or Governm�nt 
concerned on confirmation of the officer in his civil appointment. 

(U) Rewards to Military Officers .in temporary c ivil employ under .the Central or
the State Governm�ts for proficiency in orienta l languages are paid �y the Controller of 
Defence Accounts (Pensions), Allahabad from the Defence Services Est imates in the first 
instance. On confirmation of an officer in the civil department, the Controller of Military 
Accounts and Pensions will recover from the Department or State Governml}nt concerned 
the amount of any language rewards paid to the officer from the Defence Services Estimates. 

(iii) The amount recoverable from thf civil departments of the Central Government
or from the State Government in these cases is the civil rate of language reward as pub
lished by the Ministry of Education, but in the cas� of officers of the category referred to 
in sub-clause (i) above the difference betweon the military and the civil Pates of awards is 
recoverable from the officers themselves in instalments of Rs. 50 per mensem. 

Note-Rewards for passing the Lower and Higher Stan:'llfd txaminatiens in tlrdu by offlcersjn temrorary 
civil employ are not refundable to the Defence Services Estimate�. 

4,,-A. Indian commissioned officers of the Armed Forces in Civil employ count 
their civil service as qualifying for the outfit allowance under item (d) of 

A .I. 0) 6/s/48 

A.FJ (I) 6/s/48

R.1.N. (D 4/s/48

Provided that : -

(a), the ir pay and a llowances are governed by the new pay code, and 

(b) they are required to bear uniform in Civil employ.

The entire cost of the outfit allowance is debitable to the estimates of the ministry 
(Central Civil)/State Governments under Whom the officer is emploYed at the time the al· 
lowance becomes due for payment 

5. When soldiers are sent under military escort from one station to another to stand
a trial 9n a criminal charge they �ill travel like any other party of soldiers on duty, under 
a warran� furnished b'y the military authorities, the chat ge being met from tlie Defence Services 
Estimates, When a soldier is conducted by a Police escort, the charge -will be Civil ; the 
wartant issued in such cases should include the accused as he is a soldier. proceeding to a 
certain place under the orders of his Military sµperior and therefore on duty. 



16 APPENDIX-3 
, 

6. Civilian Government employees, who belong to the Army in India Reserve of

Officers, when called up for tt�ining, receive the following emoluments:-

(i) when proceeding to carry out t:1 ;ir training direct from their civ il appointments,
the pay and allowances which they would have drawn in the ir civil ;appoint· 
reen ts but for the training, for the whole period of absence on such tra iQ. ing � 
inclusive of the time spent in transit to and fro ; 

(ii) When proceeding to carry out their train1ng while on leave in India, Burma,
Ceylon, Great Britain or Northern Ireland. the civil leave-pay and a llowances 
which they would have drawn but. for tht> training ; 

. 

,,,. 

(iii) When proceeding to cai:ry out their training on the expiry of leave out of India
· taken from their civil appointments but before re joining their civil app:>int

m�nts for duty, jolning time civil pay from the date or disembarkation in India
to the date preceding that on which their training commenced and full civil
pay for the period of actual training and the period. spent in journey to the
place of their civil appointment ; and

(iv) Military pay and a llowan·ces for th� period of actual ttaining.

The emoluments drawn under (iJ to (iii) are debitable to the Civil-Central or- State 
Estimates and that under (iv) to the: Defence Services Estimates. 

If it is necessary to provide a sub�titute in the place of such an officer uuderg9ing 
training the additional cost will be a charge ou Civil Estimates. 

Note-This rulo is also applicable ln regard to the allocation. of the civil pay of a Government emplo.yee, 
who is a member of the Indian ijavy Volunteers Reserve of the Indian ijava1 ReserveJ when called for 
training·. 

7. Reservists of the Indian Army employed under the Central or State GovernmMts
will1 when called up for periodical military training, receive military pay and allowances. They 
will also receive the excess, if any, of their civil pay over their military pay, provided that this 
con cession is specifiC;ally sanctioned by the Ministry of the Government of India or the head 
of the attached otsubordinate office c-0ncernea, or by the State Government in whose employ 
the 1eservists are serving in their civil capacity. Except where the civil pay of th� reservists is 
met front the Def eace Services Estimates, the extra expenditure involved· will not constitute 
a charge a'gainst the Defence. Services Estimates: 

8. Civil, Central or State Government empfoyees who are members of the: various
Army, Navy and Air Force Reserves (excluding the reserve of the officers) wi ll, when called 
up for periodical training, receivt pay and a llowance as under :-

(a) duting the transit period they will be entitled to their civil rates of pay and allow�
ances to be met from the Budget to which such expenditure is norma Uy 
debitable ; 

(b) for the period of training .(excluding periods of transit) if the pay and allowanc�s
(excluding concessions in kind; e.g., free ration, ect.) admissible as a reservist 

" 
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are less than the pay and allowances admissible in the civil post, the difference 
will be paid and debited to the Budget head to which the individual's civil pay 
is normally debi tab le. 

9. The Mili tary pay and allowances drawn under paragraph 250 of the Regulations
for the Auxiliary Force, India! by a civ ilian GoveFument employee who is a member of the 
Auxiliary Force, India, on his being called out or embodied under section l8 of the Auxiliaty 

� Force Act, are borne by the Defence Services Estimates. In cases in which the Government
employee draws, in such circumstance s, civ il rates of pay, the amount , if any, by which those 
rates of pay exceed mili tary pay and allowances is debitable to the ordinary head of expendi· 
ture to which the civil pay of the individual concerned is debitable. 

10. Travelling allowances of Telegraph signallers accompanying State Governors
and other high officials on tour is debited to the department concerned, although their pay 
for the period is debited to the Telegraph IJepartmen t. 

11. Subject to any separate agreements that have been or may be arrived at between
the various Governments, the pay and allowances, including travelling allowances of a Govern� 
ment employee summoned to give evidence in his official capacity in a Criminal Court or in 
a case in whir,h Government is a party art, during the period of his absence, debited to the 
Government under which ho is employed. Actual expecses undei the rules of the court, ii 
admissible are, however, payable by tM court, and debited to court contingencies. 

II-Incidence of leave salaries

The following rules govern the, incidence of leave salaries of Government employees 
who have served under two or more Governments :-

For the purposes of these rules-

(1) Service under the Defence Department and Commerc ial Departments within
the same Government should be regarded as service under a sepafate Oovcrn
mect; 

(2) a lending Government is ordinarily a Government under which a Government
employee first obtains permanent employment ; 

.\ (3) leave salary does not include a house-rent allowance or other compensatory
allowance drawn during leave. 

1. Save as otherwise provided in those rules, when a Government omployee is trans.
ferred to servico under a Government other than that under which he was first employedt

tho loavo salary drawn by him during any leave taken after the date of transfer should be 
debited to tha borrowing Government until the entire leave under that Government baS been 

�---------------------------- -- - -
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eXhausted, irrespective of whether the leave is taken wh ils tht Govcrnmont employee is actually 
serving under the Government or not. 

1iott J.- In CASCS in whfoh a Government employee whilo tn perman,nt service under one Govem
mont is transfortcd to equally permanent service under another Oowrnmett,e.g, ,officers of the Indian Medical
Servfce tcal1$fcrred to permanent cMI cmpfoymcnt and membets of the Indian Civil and Administrative Ser· 
vices transferred to r>ennanent employment in Ccn tral Departments such as the Indian Customs Servi:e or 
tho Indian Audit D¢partmeot, the Government to which such a Goveromentcmployet! is permanently transferr
ed should not be re&Ordcd as a bottowing Go�r0ment but should be �2!rdlid as occupying the samcposltlon 

es the orisinal tending Government. In othn words; for th� purposes of thes� rules, it Is to be regarded in
respect of tbit Government emptoyie, in future as a lending Govcrrunent. This principle shall not,howevtr, 

apply to cascsJn which a Government employee is transferred from one Go�ernment to another to fill a perma

nent p�t for a limited pctio 1, e.g, a Secretaryship in the Central Government's secrotatint. 
An important cor0Uary of this principle Is that when an officer of the Indian Army or Indian 

Medical Service in the permanent civil employ is retraiiSferred, tcmporarilY, to th� Dcfenc,e Departxnent 

for war wo rk. etc. the Defence Department should be regarded as a borrowmg Government. 
Note 2.-Itt the case of Oovernmont employees bronc on joint cadres, service under a Government other

than the parent Government will be treatl!d ,, service under a borrowing Govctnment. (Sec r11le lo and U infra
also), 
Nott 3.-No Share of the leave salary of a civilfan Govctnmcnt employoo belonsini to the Army in Indian Reserve 
of officers or the Indian territorial Porco for tho period, he is called out, Cot military training will be debitable 
to the Dcfcnre Servi� Estima�.

2. Except as provided in the two succeeding sub·patagraphs and in paragraph 9,
the liability of a borrowing Government should be taken in all cases in terms of leave on 
average pay at 5/22nds of duty in the case of Government employees subject to the Special 
Leave Rules of tho Fundamental Rules. or European Leave Rules of the Civil Scrvico Regu� 
lations or any other c�rresponding leave rules and at 2/l l ths of duty in the case of others, without 
regards to the maximum limit of leave that oan be earned or granted to the Government emp· 
Ioyee under the leave rules to which ho is subject. This principle applies also in the case of 
Military Commissioned Offi�rs, Departmental Officers and Warrant and non-Commissioned 
Officers whose leave is regulated under Military Leave Rules and/or Fundamental Rule 100. 
Por the purpose of determining the liability for leave salaries, these officers should be consider· 
ed to have earned leave as f ollowws :-

(a) Military Commissioned Officers-5/22nds of duty performed.

(b) Others 2/11ths of duty performed.

In the case of officers serving in vacation departments the leave earned is subject to 
reduction by one month or a fraction of a month, as the case m�y be, for each year of duty i� 
which the vacation was whollr or partly enjoyed. 

In the case of High Court Judges, the calculations for the purpose of subsidiary leave 
accounts should be made in accordance with the leave rules to which they are subject. 

3. When the leave salary of a Government employee has to be allocated under these
rules between an original lending Government and a second lending Government (vide · 
Note t under Rule 1), it should. save as provided in Rule .5, be debited first to the second 
lending Government to the full e�tent of the leave earn� under it and a dtbit to the first 
lending Oovermncnhvill be mado only when all leave earned under tho second lending Oovcrn· 
ment has beon exhausted. Similarly, if the leave salary na� to ·o� oilocated among three 
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lending Governments, the leave earned under the third or the last lending Government will 
first be exhausted then the leave earned under the second and finally the leave earned under 
t,he first or original lending Governm�nt. This principle of debit of leave salary according 
to the reverse order to that .of employment shall also apply, subject the provisions of Rules 1, 
and 5 when leave salary has to be a llocated among two or more boFrowing Governments 
and in respect of different periods of service rendered by a Government employee under a 
�articular Government. In the latter case, the le,ave salary in respect of the leave earned in 
each period of service under the particul� Government will be dealt with srparately . 

. The example given below illustrates how the principle laid down in this rule, read with 
Rule 1 should be applied in paractice :-

Suppose a Government employee has rendered service under different Governments 
as follows. :-

Permanently employed under Governmen t A 

Lent to Gov·er:nmen t P 

Reverts to Government A 

Transferred permanently to Government B 
(Second lending <3overnnient) 

Lent to Government Q 

Lent to Government P 

Reverts to Government B 

Transferred permanently to Government C 
(third lending Government) 

. . On the 1st Apr ii, 1930. 

. . From the lst April, 1931 to 
the 31st July, 1931. 

. . On the 1st August, 1931. 

. . On the 1st. Apr ii, 1932. 

. . From the 1st June, 1932 to 
the 31st August, 1932. 

. • From the 1st September, 
1932 to 30th September, 
1932. 

.. The 1st October·. 1932,' 

.. On the Ist December, 1932. 

Proceeds on leave for 28 months . • On the 1st April, 1933: . 
ftom Government C 
. The leave salary of the Government employee will be debited to the. diffetent Govern· 

ments in the following order :-;-

Firstly, Government P in respect of leavo earn� under it for the period from the 1st 
Septtmber

? 
1932 to the 30th September. 1932. 

Secondly, Government Qin respect of leave earned under it for the period ftom the 
Ist June, ·1932 to the 31st August, 1932. 

. Thittily, Government P in respect of loavo oarned under it for. th@. period from the Ist
April, 1931 to the 31st July, 1931. 
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Fourthly, G�vernment C in· respect of leave earned under it for the period from the 
Jst December. 1932 to the 31st March, 1933. 

FjfthJy, Gover1unent B in respect of leave earned under it for the periods from the Ist 
Octot,er, 1932 to the 30th November and from the 1st April, 1932 to the 31st May, 1932.

Sixthly, Government A in respect of leave earned under it for the periods from the 1st I 
August, 1931 to the 31st March, 1932, the Ist Apr-ii, 1930 to the 31st March, 1931 and in 
respect of leave ea,ned under it l>y service prior to the lst April, 1930. 

4. When a Government employee is granted extension of service and the whole of
the-1eave at his credit on the date of compubory retirement lapses under F.R. 86(a) or any other 
corresponding leave rule and no leave is carried forward on extension of service, the Govern
ment for whose benefit the extension is sancticned will bear the entire charge for leave salary 
in respect of the leave earned by him during the period of extension, any liability of any Govern· 
men t on that date as shown in his subsidiary leave account being automatically cancelled. When 
however, such a Government employees carries forward any leave on extension of service, 
such liability continues but only in respect of the leave actually carried forward. 

5. When a Military Commissioned Officer claims unde.l' Note 2 to Fundamental
Rule 90, t.be privilege of drawing the minimum leave salary fixed by military rules in respect 
of any period of leave earned under those rules before coming under civil leave rules, such 
portion of the leave as was actually earned by military service should be debited to the Defence 
Department. 

6. The G0vernment which sanctions "l&ave not due'' will bear the charge on ace.aunt
of S!iCh leave in the first instance in all cases, but in cases where the Governm"nt employee on 
retur11 from such leave is transferred to another Government before the "leave not due" 
taken by him is completely earned by duty such readjustment of the charge may be made as 
may be agreed upon by the two Governments. concerned.

7. Leave-salary in respect of Special Disability Leave granted to a - Government
employee will be borne by the Government which sanctioned the leave, providr.d that where 
a Government employee has served under more than one Government and is granted Special 
Disability Leave on ave1age pay under Fundamental Rule 83(7) (b), half of which is debitable 
to his leave aCC-Owit under Fundamental Rule 78 (b), the debit for such leave should be made 
both in the main and subsidiary leave accounts and the actual amount of leave-salary drawn 
by him fot the whole period of �&ch leave will be apportioned among the Governments coocernt.d 
in the proportion in which that lreve is debited to his leave accounts with those Governments. 

Note·-The leave Salary for the period of Special Disability Leave granted to a Govt. employee in respect 
of home leave contributions are recovered will be borne by that Govt. under which � Govt. employee was 
mina at tho time the disability was incmred )vcn though tbe disabiliy manifests itself subsequently. This 
atranaement takes effect from the lst August. 1961. 

8. The study and other allowances snd leave salary paid to Government employee
d wing study leave will be borne by the Government under which be was employed when 
the study leave was granted. 

9. 7hO Government which received or remitted the contribution for leave salary of a
Government employee In Foteign Service should bQ\r the charges ror his leave saJary in res�t 
of tho leave-earnod by him during qch setvico. 1

� 

t 
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10. ln respect of Oovernm�nt employees subject to the Punjab Government's Revised ·
Leave Rules, 1936 as a.mended from time to time or similar rules issued by other Governments 
which make the cal�ulauons ofleave in relation to the period of duty impossible, contribution 
for leave salary is recovered from borrowing Governments. The liability of a borrowing Go
verriment to pay contributions to the lending Government cea·ses when a Government employee 
is perman�ntly transferred to the form�r, but the lending Government remains responsible 
for the leave salary of the Government employee in respect of ''ea�ned leave" half pay leave 
at credit on the date of hi� parmanent ttansfer to tl>,! borrowing Government. This amount of 
11earn�d leave" should be exhausted first by the Government employee before any earn�d leave 
in respect of service after perma�ent transfer to the borrowing Government is taken by him 
�d similarly the amount of half pay !�ave due from the lending Government should be ex-. 
huasted first. The lea ye salary in respect of any other kind of leave Which may be taken by 
the Oovern.tnent employee after his permanent transfer to the borrowing Government under 

I • 

the leave rules of that Government will be borne by that Government 

. lvote.-1. Tn the case ofofficers borue on joint cadres, allocation of leavesaJerY will be made in a;ordance 
with the arrangement mutually a�d upon by the Government concerned. 

. Note.-2· For rates at which the leave salary/pension contribution should be worked out, see Annexure B
to Chapter X of the Punjab Civil Servi� Rules. Volume I, Part I. · 

� 

· Note,.._); No leavnalary contribution shaJl be paid by Defence Department in respect of Civil Govern·
ment employee (other. than the employees of Railways and posts and !elegraphs Department) ttansferred to
Military Service during the National Emergency 1962, but leave salary in ttspect of leave actually taken while 
in Military service will, be paid from .Defence estimates. ·

Note.-4· In the case of members of the C-entral · Sectetariat Service, the Central Secretariat Steno
graphm service and the Central Secret·;riat Clerical Setvice who may be posted in the office of the Director
General · Posts and Telegraphs, the_ allocation of leave salary between the Posts and Te1egraphs and the Civil
Dcpartmen t will be made and the actual leave salary charges will be borne by the Department which sanctions
the leave. 

· • .. 

Note.-5. Perjods of .active service/training under Derence Department of Civilian Government employees
who are reservists (other than officers) of the ArmY, Att Force R�e, Indian Fleet Reserve, Air Defence 
Reserve, Indian Nav:il R�'e and Indian Naval Volunteer Reserve are !reated as duty in the civil post. No
leave salary contribution shall be payable by the Defence Department in respect of such periods of active
service/training, 

Note.-6. If any employee of the State Govemrnent , during his deputation to the Central Government or 
at the end of it, surrenders, under the leave rules of the State Government , earned leave at his credit arid, io 
·consideration thereof, becomes entitled. to additional remuneration representing cash value of the leave
surrendered, ·the liability for the the payment of the addi.tional remuneration (including bo'Ise-rent '01

other compensatory allowances rclatable to the cash ,value of the !�ave surrendered) will devohe who lly on 
the State Oovernincnt. The·Central Government. betng the b::,rrow1ng Governmcn1 1 will ccntinuc to be
l(ablc for piyment of only tbe d1ty paya0d allowances 

11. Notwithstanding anything contained in the rules the Government of Orissa will
liquidate their liability for leave salary of officers of t�e joint cadre sefVices serving under 
them by payment of leave salary contribution in respect of such service to the Governments 
of Bom�ay and. �ibar respectively and the same pro�dure will apply_ till June, 1943, in respect 
of officer� of the Ni�as Government lent tq the Gov�m1:11ent of Orissa. 

· 

Ill-Incidence of tbe cost of passages. 
. 

. 

The following.rules gl\Vern the incidence of the cost of passages taken hY. Government 
employe_es, who have served under two or �ore· Govemments under the Regulations contained 
in Schedule IV to the Supetior Civil Services Rules or under the Central Services (Non-Superior 
Officers) �sage Rules. 1939; or under the Railway S.ervices (Non.superior Offi'1ers) Passage
Rules, 1939, or under identical terms in rules or orders of a State Oovernment

i or under the rules
of the Defence Deoartment. 

· · 
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For the purposes of the·se rules, th� Govt. of Goorg and Commerdal Departments�-
are treated as separate Governments and the Defence D.epartrnent of the Central Oove .rn� 
ment is also treated as a separate department. 

L (i) When the ser��c-es of _a Gov�rnment employee who is entitled to passage 
conces>ions under the terms of the- Service rules applieablr. to him are lent by one Govern· 
nient to another, the borrowing Government will pay contributions in respect of his 
passages to the ltnding Government at the rate specified below for the period of service, 
includ_ing t�ave.; rendered by the Government employee· under the borrowin.g Government. 
.The cost of all passages taken by him (including those taken while serving under the 
borrowing Oowmft\ent) wiQ then be borne by the lending Government. The cakulation of 

."the total amouot payable by tbe borrowing Government may he made at the end of the Govern· 
. ..ment employee's' service under the latter or at the end of the financial ye�r, which-ever 

is earlier, and (he adjustment may then be made in m1e lump sum. 

The rates of contributions applicable to several classes of officers wnt ba as 
foHow:-

Civil Officer� 1.atitled to first class passage. 
Civil Officers entitled. to second class passage. 
Army and Air Forces Officers. 

Naval 0ffirers 

. . Rs. 50 per mensem passage. 

. . Rs.30 per mensem passage. 

. . At the rate prescribed in 
Appendbr X. Defence Ser· 
vices Regulatrons, India 
Finance Regulations, Part I 
(Army and Air Fo.rces). 

. . At the rate prescribed ih 
Appendix XJII "Financial 
Regulations for the Indian 
Navy". 

These .. rates ire subject to any .ad-hoc incre.ase of a temporary nature; as notif ied from 
time to time. 

Nott-I. In respect of officers of joint cadres r.orving two or more Governments the provi�ons �f. this. 
(lau.,e may be 'f'atiCd by mutual agrec:ment between the Governments con�erne�.

(ii) When such a Government employee is transferred permanently from one Go�mment
to, another, theliability,fothis passages will.be borne the two Governments as follows:-

. 
' . 

(a) The Government under which the G�vernment employee was originally employed
will be debited with an amount equiv�lent to the contributions calculated at the 
rate mentioned in clause (i) above for the period of service, including leave, 
rendered by him under that Government. Th� expression "periO<l of service" 
in this clause includes any period of service und�r another Government in 

· respcc� of which contribu«on for passages has been received, but eicludes any
period of service in respect of which the Governmen� employee was not eligible
for passage concessions under the rules applicable ta the ·ervice to which he
belonged.

' 
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(b)The Government will be credited withanamount representing thetost of passag'"s
already taken by the Government employee while serving under it

If (a) exceeds (b) the difference wiJl be paid by the original Government to the 
seconj Government and conversely if (b) exceed s (a), the difference will be recovered by 

'I the original Government from the second Go\'ernment. 

The cost of all passages taken by the Government employee after the date of transfer 
will be debited to the second Government. 

Note--". G:,vernm�·nt e:nploye;; will not )e co:1�idered to havr. be?n transferred permanently from one 
Government to -another \t,1til ht is confirm� J ma permanent post, other than a tenure post under the tatter 
Government. 

rv INCiDENCE OF PENSIONS 

1. :Except in regard to the apportionment oi liab!Hties in respect of pensions of
the serving and retired. Governme11r employees of the undivlded India between India and 
Pakistan the fellowing rules regulate the adjustment of pensionary charges of Government 
employe-es who have served under one dove.rnment or more than one Government. These 
rules also constitute the agreements relating to f he distribution of pensidnary charges con temp· 
1ated by Article 290 of the Constitution of lndiB. 

Nole,--:-For the inddence of pensionai'y charges of GoYernmenlernployce belonging to a State Government employed on Central Agency duties, see �ule LI (c) of the Punjab Civil Services Rul,s, Volume U. 

2. For the purposes of these rule� -

(1) ''Length of service" means length of qu·alifying service

(2) "Service under a Governnrent1! inc1udes periods for which a Government emp
loy?e drew pay or leave-�ary from that Government ;

(3) Service rendered in a departm1!nt, the expendjture on which was debited to a
divided head before the 1st April, I 921, should be treated as service under the
Central or State Government according as the head in question became 
Central or State after 1st March, 1921 ; •

(4) Service rendered under the late Crown Representative should be treated as
service under the central Government (Civil).

(5) Foreign_service should be treated as service under the. Government which received
or remitted, as the case may be, the con�ibutions for pension in respect of such
service ; and

( 6) Compassionate allowances are treated as pensi'ons,

3. When pensionary charges are apportioned under these rules between different
Governments on the basis of length of servicei t.he following, except as provided in Rule 4 

should be exduded from the calculation of such service :-periods of probation or training 
during which the Government employee-did not hold a sanctioned charge, periods of such leave 
as commuted furlough leave other than leave with allowance and special additions (excluding 
additions in respect of period of war servicej vtde Rule 10 of these Rules) to qualifying service 
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of periods du.ring which no qualifying service has been rendered to Govornment, which are 
allowed by special rules or orders made by Government,. for example Article 404-A of the dvil 
servfce Regulation, rule JO of C.C.S. (Pension) Rules, 1972_; or corresponding rules cf a state 
.Government. The effect of omitting these p;�riods.will oe tbat thf: pensionary lia.bility in respect 
thereof wiU be distributed among the employing Governments in the' same proportion as the 
.liability for the rest of· the Government employee's service. 

Erplanatioii's :-The pulod of leave cJuntrng as qualify!ng service for pens:on under Artidc 40\ Civil 
Service Regulation, rule 21 of the C.C.S. {f>en1ion) Rules, 1972 earned under and paid for by.a particular 
·GOve.rnmen\ as sh'Jwn in thes:tbsiJiarY leave account, are p:m and parcel cf the qualifying service rendererl
under that Goverom�nt. While calculating the length of qualifying service, such periods 5houlu not be separated
frJm the_ spells of actual q·nlifying duty immedia�ly prt!ce · in; orfollowing such leave.

4. In the ease of pensions which are earned by total service including leave, �he pen
sionary liability should be subject to these rules, be distributed among the employing Govern .. 
me�ts in proportion to the periods for which the Government emp1Qyee concerned has drawn 
pay or leav�salary .from �ach Government. 

5. ·When a deficiency in qualifying service is condoned, the period condoned should
be reckone·d as service under the Oovernment whi�h 1.'ondones it. 

6. Pensions, including wound or injury pensions and pensions to the d�pendents of
War of Independence 1858 veterans,.sanctioned before Jst April, 1921; will be debited· to the 
Central Governplent, if paid outside India and Pakistan and to the Gove.rnment by which the 
�yment is made,' if the payment is made in India. 

Note, -Pensions.which were in pa)men tin an erstw,dle Indiar. State on the date of ils merger with a Part 
. A State will t'oQtfoue to be debited to the Central Government.. . 

· 7. Special additional pensions mentioned on or after 1st Apnl, 1921, whether paid in
)ndfa or outside and Pakistan , wiJI be treated as separate items and distributed according to 

. the length of service between the different Government under which the service by whtch · the 
additional pension was earned, was rendred. The· allocation should be based on the total 
period of service in t·he lower and upper grades combined, without regard to the period of service 
by which the additional pension can be earned in anyone grade alone. See also Rule 9. 

0 
• 

· · NJtt.-T'o.! Riilway, Posts and Telegrapm and Defence Departments shall. be regarded, as separate
Governments for the purpose of this rule.
. . ·. 8. Wound and injury pensions sanctioned on or after Jst April,1921, will be debited 

· to the Government undet which the recipient of the pension was serving wben the wound or injury
was �eived. 

· 
; 

Note.-The Railway, Posis and Telegraphs and Dience Departmc.nt shall be regardeJ as separate Governments for the purpose of this rule. · · 

9. In respect of pensions sanctioned on or after the 1st April, 1921, for Government
e,npiorec,s serving in the Irrigation Department, wb.ether paid in India or out of India, the 
liability-of the Cen�ral Government, in respect of services rendered prior to the lst April, 1921, ·
should be fixed in each case in the proportion which the entire. cost of the Irrigation Establish� 
ment. debited wholly t� Central heads bore to that debited to State or divided heads, or, in the
� of Madras, to the total Public Works Establishment charges ; the proportion being determined
on the av�rage of the ten years preceding the Ist April, 1921. This rule also applies to spcial
additional pensions with under rule 7, 



0 

. . -• 

APPENDIX--3 2S 

10. The pcnsionary liability in respect of �riods of War Service rendered by a.
Government employee prior to Civil employment and added to civil qualifying service·under 
the relevant Service Rules·is distribut�d as follows :-

(a) In the case of officers and men, who rendered, military service iri the World
War l and arc allowed un�er Art. 357·A, C.S.R. to count such servi� towards
civil pension. subject to a maximum of four years, no portion of the pensionary
charg� in respect of s.uch added service should be debited to Defence Estimates. 

. The e�tire charge in respect of' the added service is debitable to the 'Civil. 
. . . 

Department, the distri·bution between employing Government being made in 
the same proportion as the liability for the rest of the Government employee's 
qualifying service. 

. . 

Note.-Tbeproeedurc laid down in this rulewill apt,ly, muratis mutandir, in respect 'of war service ren· 
de,ed as members of His Majesty's Forces in World War JI by persons ·who have been appointed 
permanently to �ar·�J�rv� andot�er vac�ncieswhich arose before l st J8n�a!Y\. l �hnd arc- 11 !lo\\ed, su�ject

. � the g_tneral pnn c1pks laid down rn Articles 357-A and 357--B of the Ctv1l :;ery1ces Regula t1on �. tp count
tomplete;iyearsofs�tisfactory whole time military serv� rendert� tet\\Ccn 3rd Septerr.t�·. J9J9(or thr date
ofth,irat�ininstheMinimum ageof�n1ryi0 totheservice orpos� to which th� are -appointed on a per
mane:1t �asi\whiCbtver is later)ana lstApri,}946towards civil pen�on uptoamalimumo1 five years.. . ' 

(b) In the case of surplus officers of the Indian Army, who retired under the Royal
warrant of the 25th April, 1922 an·d subsequently obfained Civil employment,
the ·pension�ry ·charges in· respect of any special addition to civil qualifying 
service are debitable. to the Defence Department. · 

11. For the purpose of determining the share of pensionary charges between the
�ntral Government and a State Government; a Government employee, who during the last 
three years of his service, served under one Government but was concurrently remunerated by 

both governments or. who served �nder and was remunerated by both Governments· 
simultaneously, . should be considered to have served 4uring this �riod under each of these 

. . Govemnients,fo r a period proportionate to the cost which each Governme�t incurred; 

. \ 

12: The allocation of pensionary charges of the s�ff of the Employment and Tr�ning· 
Organisations between the Central and State Governments will be ·as follows :-

(�) For · the period of service rendered by a person for which pay was borne wholly 
ejther· by the·State ·or the Central Government, the liability (or pension for the 
said period shall be .of the Government concerned . 

(b) For the pe�od of servic.e rendered by a person for which pay was boi:ne by th! 
Central and State Governments in the proportion of 60 : 40 ; the liability for 

. pension for such period will be shared by the Goveroµient concerned in th_e 
same ptoportion. 
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13. For the purpose of determining the share of pensionary charges payable by two
or more Governments. the service of the pensioner under the several Governments should be 
expressed in terms of months, 15 days or more being regarded as a month. When the share 
of pension debitable to a particular Government comes to less than rupees five it should be 
neglected. 

14. When an adjustment has to be made under these rules between two or more
Governments, it may, except as provided in Rule 19, be made either by the payment in lump 
,um or in instalm ·nts of the commuted value of pension, or in accordance with any special 
arrangement which may be concerted between the Governments concerned. The system of 
,!ump sum adjustments of pensionary charges by payment of commuted value between the 

. Central Government and State Governments is not, however, to be applied to pension which 
are subject to revision after retirement. In such cases the adjustments with the Governments 
concerned 3bould be made as pensions are paid with reference to the actual amounts paid. 

15. In adjusting pensionary charges between two or more Governments by payment
of commuted value, the tables of present values prescribed respectively by the lat� Secretary 
of State and by the President of India under Rule 7 of the Civil Pensions (Commutation) 
Rules, should be employed. unless the Governments concerned mutually agree to employ 
any other table--

(a) The table prescribed by the late Secretary of State should be used in the case
of-

(1) Civil Officers whose domicile at the time of their first appointment to Govern
ment service was non-Asiatic and

I, 

(2) Officers of the Indian Army, Indian Medical Service, and Indian Navy and "" 

Departmental and Warrant Officers, whose domicile at the time of their
first appointment to Government service was non-Asiatic.

(b) The table prescribed by the President of India, should be used in the case of

(1) Civil Officers whose domicile at the 'time of their first appointment to Go
vernment service was Asiatic, and 

(2) Officers of the Indian Army, Indian Medical Service, and Indian Navy, Depart-.
mental and Warrant Officers (including Military Sub-Assistant Surgeons),
Non-Co.tmnissioned Officers and men of the Indian Army, whose domicile 
at the time of their first aooointment to Government service was Asiatic. 

(c) In respect of the portions of their pensions earned by period� of service under
State Governments or Civil Departments of the Central. Government, such other
Officers of the Defence Department whose pen$ions are governed by the Civ ii
Service .Regulations should be treated as Civil Officecs for the purposes of
clau�s (a) (1) and (b) (I) of this rule.

16. The Defence Department1s share of a divisible pension should in all cases,
excepting those falling under Rule 19, be extinguished by credit of the. commuted value of 

--
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�hat �hare to Central (Civil) by debit to Defence, the adjustment being made as and when 
each case arises. This procedure wiJl have the effect of converting the Defence Department's 
share of the divisible pension info one relating to Central (Civil) for all purposes and will not 
in any way affect the arrangement that may be agreed upon for the adjustment of pensions 
between the Central and State Governments. 

17. The provisions contained in the p_receding rule will be applied conversely for the
settlement of the civil shares of military pensions which are not subject to revision after 
retirement. That is to say, the civil share of a divisible pension debitable to State or to the 
Central Government (Civil) will be extfoguished by credit of the commuted value of that share 
to Defence debit to Central (Civil), the adjustment bdng made as and when each case arises. 
The Defence Account Officer will report periodically to the State Accountant-General the 
amount of pensions paid in respect of cases where the arrangement �tween the Central and the 
State Governments concerned for the adjustment of pensions is with reference to actual payments. 
This report should also cover cases where a pension which has been adjusted� as provided in this 
rule, is subsequently transferred for payment in the United Kingdom. 

18. Pensionary thatges. of Government empl�yees who have served under the Posts
and Telegraphs Department and another Department of the Central Government (with the 
exception of the Railway Department) will, except in cases falling under Rule 19, be adjusted 
in the following manner. In the case of such a pension sanctioned on or after lst April, 1938, 
if the actual monthly pension payment5- are not made at the Post Office and the Gov�rnment 
employee concerned was not borne on cadre of the Posts and Telegraphs Department at th� 
time of retirement, the Posts and Telegraphs Department will be debited with the capitalised 
value of the share of pension debitable to it according to the length of service rendered in that 
Department, and the entire pension wiU then becoma a charge against Central Government 
(Civil). 

' 

19. The system ·of-adjustment between Governments or Departments by payment
of commuted value does not apply to pensions payable in Engfand. 

20. When a portion of a pension which is debitable to more than one Government
is commuted by payment of the capitalised value of a portion of his pension to the pensioner, 
the amount commuted may be taken as being in absorption or reduction of the shares debitablo 
to the different Governments in the order in which those shares rise from the least to the 
largest amount, except in the case of pensions paid by the Commonwealth Relations Office, 
Londons where the amount commuted js taken first in absorption or reduction of the share 
debitable to Defence Estimates :-

. 

Thus, if, out of pension of Rs. 400 per month which is apportioned as follows :--

Government A 

Government B 

Government C 

•• 

•• 

. Rs. 
80 

100 

220 
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Rupees ·100 is coinmutedt the 90mmutation wiff have the effect of extinguishing the 
share of Rs. 80 debitable to. Government A and reducing from Rs. · l 00 tq Rs. 80 the share 
d�bitable to Government B. 

The capitalised value of the amount commuted should, in· such a case, be debited to 
Governments A and B in proportion to the amounts 'by which their monthly shares of the 
pension have been reduced. 
• M 

21. When the payment of a pension which was sanctioned after 3 lst MijrCh, 1921,
and paid outs�de, India, is transferred to India,. and t.he transfer involves the payment· by 
·one Governroeot of a charge for which another Government is responsible the adjudment
of the charge will be effected in accordance with Rule 14. Jn. the reverse case of tr.ansfer
outside India of such a pension paid in India, the classification of the payrnents made out
of India wiU be the same as it was at the time of the transfer.
' 

' 

V-Incidence of charges for Bonus in res_pect of Government employees who are employed
on Bonus Terms and who serve undet more than one Government. 

Tb.e Government to which a subscriber to a special. provident fund orj�nally. belongs 
is primarily responsible for payment of bonus and interest on his subscriptions to the Fund. 
� When the services of a subscriber to such a fund are lent to another Gov�rnment. the borrowing 
Government may be required to pay the bonus contribution to the lending Governm�nt under 
such arrang�ment as may be .settled between the two Governments concerned. 

The recoveries irom the borrowing Government shall be classified as reduction of 
charges under the m�jor head "266-Pension and other Retirement Benefitsi-Contdbution 
to Provident Punds.�t 

• 

. In the case of Commercial Departments or Un�ertakings ip which the paymen.t of 
bonus fo Special Provident Funds is debit� to working expenses

t the recov�ries sh9uld be 
adjusted as 'reduct.ion of charge under th� appropriate head of account concerned. 

. . 

VI._!Jncidence -of Government ·contribution to the Indian Civil Service. (Non-European 
Membe�s) Provident Fund. 

The contribution payable in each case under Rule 6 of the Indian Civil Service (Non· 
European M.em�rs) Provident Fund Rul�s should be apportioned among the Governments 
concerned in a-ccordance with the principle laid down in rules regulating the incidence of 
pensions·. This rule applies also to officers borne on joint cadres. 
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Vll�Incidence or Family Pensions in respect of Armed Forces Officer and or Civil 
Officers sening with the Armed Forces. 

Family pensions in respect of Armed Forces Officer granted under Defence Services 
Regulations· or Instructions whethtr at the ordinary or other rates are debited to the Defence 
Services Estimates, even though the officers concerned may have served under Civi l  D<part· 
ments of the Central ,or State Governments. Fa�ily pensions in respect of Armed Forces 
Officers in civil employ granted under the provisions of section Ill of Chapter XXXVIII of · 
the Civil Service Regulations or the Superior Civil Services (Extraordinary Pensions) Rules, 
1936 or the Central Civil Services (Ext raordinary Pensions) Rules or under similar.ru les· 
·framed by the State Governments are debited wholly to t�e Civil Department-Central or 
State-as the case may be. 

Family pensions in respect of Civil Officers serving with the Armed Forces either in a 
civil capacity or otherwise, are debitable to the Defence Services Estimates . 

. 

C-OTHER CHARGES

Vlll-Inci� or expenditore involvecl in Audit and keeping accounts. 

The following rules govern the incidence of expenditure on Audit and Accounts:-

(i) Under Article 149 of the Constitution and the provisions of paragraph 13(1) .
of the Audit and Accounts Order, 1936 (hereinafter referred to in these rules
as the Order), the Comptroller and Auditor-General is responsible fot the
audit of all expenditure from the revenues of the Union and of the States
and of certain accounts specified in the· Order. In conduct ing such audit
the Comptroller and Auditor·General. performs a statutory function entrusted
to him. and the cost or this function is a charge of the Central Government

/ 

'(ii) Besides the audit of expenditure from the revenues of the Union and of the 
Stttes and of certain accounts, as mentioned in Rule (i), the Comptroller and 
Auditor-General n1ay be entrusted with the audit of the accounts of "any 
other authority.or body" by or under any law made by Par liament under tho 
provisions of Article 149 of the Constitution. rhe cost of such audit is re· 
coverable from the authority or body whose accounts ate audited. 

Nate. -The cxl)tesslon "any other authority or body" does not Include private coinmerdal and quasi. 
commercial undertaking> other th,n Government C.Ompanlesasdefincd In section 617 ofthcC.OmOeldel Act, 
1956 In. which Government o( l&ldl!l may be partlclpatlr.g. 

. 
. 

. 

(i'ii) If a State Government requests the Comptroller and ·Auditor·General to · 

' ' 

arrange for a more detailed or .a local audjt of expenditure tran�ctions ot 
accounts which relate to or form part of'the aa:ounts of the State, the. criterion
of deciding the incidence of the. expenditure involved in such audit is whcthel 
or not the Comptrollet and Auditor-General agrees to do the work as part 
of bis legitimate st-atntory · functions. If he does, tlie cost of · the audit ·shollcl 
be treated as a charge of the Central Government since what is involved is an 
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extension of audit for which the Comptroller and Auditor-General is sta.tutorily 
responsible. The fact that such aduit is undertaken in a single State is not a 
decisive consideration in the apportionment of cost as tho extent .of audit to be 
conducted in any case is determined by the Comptro lier and Auditor-General. 

(iv) The Comptroller and Auditor·General is not responsible ab i,zitio for the � 
audit of any accounts mentioned in paragraph, 13(2) of the Order, but when
he undertakes the audit of any accounts he becomes statutorily responsible
for the work. In this case also. the cost of audit is a charge of the Central
Government.

(v) The Comptroller and Auditor-General is riot statutorily responsible for
the audit of the accounts of Jocal authorities (other than those in relation to
the aec-0unts of which specified duties have been entrusted to him by or under

any law made by Parliament) whose accounts do not constitute part of the
accounts of the Union or of any State and of the accounts of private commercial
and qua�i-commercial undertakings other than Government Companies as
defined in section 617 of the Companies Act, 1956, in which Governments
in India may be participating. Such audit can be undertaken by the
Comptroller and Auditor-General only on a "consent" basis and on such
terms and conditions as regards rec.overy of c.ost etc. as may be settled between
!lim and the Government concerned.

Note.-Therecoveryof cost of audit of theaccountsof local bodles/fnstltutlcns.that arc wholly or largely 
t111anced from gtants-ln·a!d or loans by Government sha II be rcgula ted as follows:-

(I) 

(U) 

w:1ere the C1m1troller and Audltor-General ls the sole auditor for a local body/Institution 
whether under any law m�de by Parliament unde.t Article 149 oftheConstftutf(\n or on 
co.nsont ba;ls under Article ·9 of the Audit C�de; charges will be i,�yableln f uil unless speclfi. 
c;11ly waived by Government. 

Where the local body/1.nstltutlon has Its own auditors· snd audit by the Comptroller and 
Auditor·General Is conducted In addition with a view to safeguard Government 
lnrertsts and to ensure that the grants or loans by Government have been utlllfed for the 
purpose for wlltch they are given, the Comptroller and Auditor-Geceral will be acting In 
discharge of hts st-atutoty functions and the audit wtll beat Govemment cost. 

(vi) Expenditure involved in keeping the accounts of State, in so far as the
responsibility for. keeping such accounts remains with the Comptroller and
Auditor-General under paragraph 11 of the Order, is a charge of the Central
Government.

The cost of keeping such accounts of a State as are covered by the Initial and 
Subsidiary Accounts Rules issued under paragi,aph 11(3) of the Order is a 
charge of the State concerned. Similarly, if ia any State the Comptroller 
and Auditor-General is relieved of the responsibility for the keepbg of the 
accounts of any particular service or department of a State Government in 
pursuance of paragraph 11(2) of tht: Ordrr, the cost of keeping such accounts 
will be a liability of the Government of the State. 

vil) The maintenance of the internal accounts of a dep3.ttment of a State is part of 
the ordinary duties of a State Government and is, therefore, a responsibility 

, ___ _.. ___ �-•• •• --- •• - ,,.,., .. _••• -... .-........ .,,..._,,,�t••J•_. .. _,_....,, ___ �__,_..�._...._ ... _1,,. ____ •�,,.....- I 
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of the State concerned. Thus. if the Comptroller and Auditor-General is 
asked to scrutini� or advise on th( modification of an existing system of interinal 
aceounts kept in a department of a_ State. such work can be undertaken by 
him on a 'consent' basis and on specified terms and conditions as in Rule (v) 
above. 

IX-Incidence of Grants of Land and Alienations.

State Governments receive compensation from the revenues of the Central Govern· 
men ts for all grants of land and assignments or remissions of land revenue sanctioned on oi: 
after the 1st April, 1921, in favour of officials and non-officials in recognition of exceptional 
services rendered by them t-0 the Central Government . 

1. The value of compensation for grants of land, etc., by the Defence Department-
should be debited against the Defence Setvice Estimates. 

2. All special pensions and ragirs in the form of assignments of land revenues sane ..
tioned for Military Officer.s on a datt previous to the 1st April, 1921, under the Govern
ment of India Special War Rewards Scheme should also be debited to the Defence Services 
Estimates. 

X-Incidence of the cost of Police Fnndions on Railways including the cost of protecJin&
Railway Bridges. 

.. 1 

1. Police functions on Railways are divided into three categories:-

(a) Crime-for which Civil Governments are entirely responsible and the expeuses
of which these Governments have to pay;

(b) Order-for which Civil Governments are responsible but the expenses of which
Railways have to pay; and 

(c) Watch and Ward-for which Railways bear both responsibility and cost.

Special requisitions on the police by Railways for (c) must be paid for. by the later; 
special requisitions fot (a) beyond what a Civil Government considers necessary should also 
be debited to Railways. But Railways cannot be called upon to pay for special measures 
under (a) which a Civil Government considers necessary. 

2. Toe following rules regulate the incidence of the cost of proteQting ra ilway brjdges:

(1) Railway Bridges, in common with Railway goods and premisest will ordinarily
be protected by watchmen in the employ of the Railway C-Oncerned.

(2) In the event of 9le replacement of these watchmen by military or po li� guards:

{a) When the services of the military oi: po lice guards are placed at the disposal 
of the Railway at the request of the Railway Administration, . tho c.ost of 
the guards w ill fall upon the Railway. 
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(b) If the substitution js made on gQneral grounds �f Government. policy and the /
service is taken over by the Poli�, Dofence Sewi®S or otlieF Public . Ser.vice 
Department as part of their regular duti� the charges will fall upon · the 
Government and wilt be debited to Polioo Defence Servfoe . or the Public 
Department concerned, as the �ase may be.· 

XI-Incidence of cost (1) Forest Surveys carried out·by the Survey of India and · (2)
, .. 

Forest maps prepared by that Department. 

Th e �Ies governing the incidence of the cost of (1) Forest Surveys carried out by the 
S1.Jrvey of India and (2) Forest maps prepared by that department are given in Chapter IX 
of the.Survey of the India Handbook of Topo,aphy, · . · 

Xll-Incidence of the charges relating to Mahateiluce· and Demircatioo of and d]spate 
over Boundaries. 

The incidence of these charges betw� a Foreign Coun�ry aJ>.d India is replated by 
the (Qllowing principles':--

1. (a) Maintenan�Half the maintenance. charges will be borne by th� Stat� �nqJ,#ed;
or for Uni.on Territory by the CeJ1tre, the other ha]f �ing J;ee-Ov�ed; a� far
as-practicable, from. the Foreign Country, failing�' .the. Foreign Countrfs 
share will be. borne by the Cent�al Go�rnme.nt. 

(b) Dematca tion and Disputes Charges re�tin.g to domatcation of l)oun4aries and 
boundary disputes will be borne by ih Ceiurai :GRmeitt under Entry ro · 
of tt, Union Lid, J11bjcet to such recovery as Jill}' ·� made fto,n the F<'rei-gn · 

I 

Colltit1'y. . . 
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2. Contributions towards the leave and pensioii of Military Offire.rs and others in
perrnaneint Military e�ploy, in teruporary Civil employ, should be adjusted in the Defence 
Services accounts while the contributions in respect of such officers in permanent Civil employ 
should be crodited to Civil Estimates. When a Government employee on whose behalf the 
cont,ibutions are received belongs to the Posts and Telegraphs Department or Railways; · 

1, the credits should be passed on the Department �nc�rned. 

XIV. Rents to be charged for residence of one Government occup!ecl by an employee or·
another Government.

The Punjab Government and the Governments of Madras. Utter Pradesh. Assam, 
Madhya Pradesh, Andhra Prade�h and Central Government have mutually agreed that when 
an employet of one of these Governments occupies by official arrangement. a residence. " 
provided by any of these Governments the latter Government will claim no more than the 
rent which would be recoverable from the Government employee if be were .serving under its 
administrative control. In other words neither Government is to be called upon to make good 
to the other the difference between the standard rent and the rent actually recovered. 

The convention with the Governments of Bombay, West Bengal, Bihat and Orissa 
is that the Government providing the residence will claim from the Government employee a 
rent which would be recoverable from him if he were serving under its administrative control, 
and the difference, if any, between the· rent recovered from him and th� standard rent fi�ed 
for the residence under the rules of the providing Government will be paid by the Government 
under whose administrative conLrol be is serving. 

Wh.en Government employees of the Punjab Government occupy residential accom·

modation provided by Railway Administrations or Railway Officers .occupy residential 
accommodation provided by the Punjab Government , recovery of rent will be limited to 6 per 
cent on the capital cost excluding th� cost of land, subject to 10 per cent of their pay, provided 
that in the case of buildings provided by Railway Administrations on their own premises for 
Railway Police, Railway Administrations will, with effect from lst April, 1937, debt the 
Punjab Government with the full standard rent (i.e. rent calculated on actual capital eost) 
for all Railway buildings oc�upied by the ''Order" police staff (including �upervisiog staff), 
�he Punjab Government debiting the Railways:� 

(I) With the difference between. the standard rent and actual rent recovecect in the case·
of staff other than superv.ising; and 

(2) I/4th of this difference in the case of supervising staff.

E-SPECIAL ARRANUEMENT RELATING TO PUNJAB

XV. Incidence of charge in respect of Go,enunent employees whose services are kit
. by one Government to another for short periods not exceeding two l!eeb, wi�t
being fotmally transferred from the tending to borro�ing Government. 

The Punjab Governntent and the v�rious State Governments and ·Central Government 
have mutually agreed to the following reciprocal arrangements in _respect of short-term depu
tations not exceeding_ two weeks during which the Governmont employee concerned will n�t 
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.be transferred formally from se.rv1ce under the lending Go.vernment to service uoder the 
·:'borrowing Government.

2. The cases in which duties of a casual nature are performed by an officer of O'nc
.. Government for another Oovernment

1 
the officer remaining in the employment of his own 

Government, can be divided into the following two categories:-

(i) Where the officer-is required to devot.e bis wholetime attention to such duties j

Qi) Where he can perform them in addition to his own duties.

3. In Gases raliing in category (i) referred to above, tbt borrowing Government
shall pay travefling allowance and such honorarium as the two Govern_ments concerned may 
mutually agree for pay�ent to the officer concerned. In addition to this, the borrowing 
Government should be required to pay the l�nding Government fo respe"Ct of the officer's, pay 
and allowance as follows:-

(a) Where the period of deputation does not exceed 7 days, the lending Govern
ment should recover at its discretion from the borrowing Government, the 
pay of the Jent officer. 

(b) Where the periM of deputation exceeds 7 days, the recovery to beinade from the
borrowing,Government, should. besides the travelling !liiowance and a suitable 
honorarium which the two Governments rnay mutually agree for payment to 
the officer concerned, also cover the pay, leave· and ·pension contributions 
of the officer. Instead of making meticulous calculations in each indiv idua I 
case, the additional recovery may take the shape of a lump sum contribution 
equal to l-1/4th times the pay or the officer which wiJl suffice to cover the 
pa,y� leave and pen&ion contributions of th� .officer concerned. 

4. In cases falling in category (ii) referred to, in paragraph 2 above, the lending Govern
ment should nofclaim anything on account of pay, leave and pension of the officer, but if the 
additional duties to be performed are sufficiently onerous, it may ask the borrowing Govern· 
ment to pay a ·suitable honorarium to the offic.er C-Oncerned. 

S. Where the period of deputation exceeds 14 days the borrowing Government should
be regarded as formally employing the officer and should be responsible for pay, leave and 
passage contrjbutions, etc. under the rules in the foregoing sdetions of this Append ix. 

6. In no case will the lending Government appropriate to itself �ny portions of the
·honorarium paid to its officer by the borrowing Government.

Note t..:..nte abovementiolied iJi-structio11s wilt also apply mutatis mutar,dis in the cases of officers of 
the Punfab Oovernmcntwho�services are lent to Union Territory for periods J!Ot exeeeding two weeks, With 
reference to P�graph 3 (a) above, it is laid1 down that wheretheperiod ofdePutatlon does not eyoeed 7 days 
and the Punfab Govcirmnentaie vitally'ir.teiested in lendin1the �ttvices of their officer toa Union Territ-0ry
�o pay should be charged from that State. In cases, however, w11ere the Punjab Govert ruer;t r re ntit vitally 
1ateres� in lending the services oftheirofricer Government should Senerally Charge pay in addition to the 
travolliQg allow-an ce and a �uitable ho�otanum for the officer himself. 

• Note2.-0lticersof the ,com.m�.((ialdepatjments of. one- Governmen tto another are in�fud:eci wifbin tho
Patvior of tho al?()vo instructfons, while an officer of on.c Oovetnmenl summone.d u a w:tness by a Court 
of Jaw IQ another Sta tc is ci�lud� frcm the &Cope, 
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[Referred to in �.F.Rs. 2.44 (a) ·and l.45] 

General Rules and Principles reltting to Contracts 
-: : : ....o=. 

The following general principles have been laid down for the guidance . of authorities 
which have to enter into contracts or agreem.ents involving expenditure from Public Funds:-

( 1) The terms of a contract must be precise and definite, and there must be no · room for
ambiguity or misconstI uction therein . 

. Note L-ln �1king agreements wilJt or in fav our of any person, from companyt synoic8te, �un ici·
pahtyorother publi� body foranycot1�1ou,gr antorleastof.Jand, .of tnin eral orforestr1gh� or of right to
�ater pow.er, or of rgJit of way_ or other easement or of any pnvilegetn .respect of land, of m1�eral or f9rest 
rights,9ft1ghts to water power orof any eascment,the deed of concession or the agreements'.. 1f the r,gbts 
under 1taretr ansfer·.ble must be so framed that it will be beyond the power of grantees or Contractees to 
transfer their rights or any Part of them except with the sanction of the eompeten t authority. 

All such concessions an_d agrecmen ts will further be subject to anY spec�! provi�ion made by the Comp
etent authority to meet Particular classes of eases. 

, Note t-When contra�t!slikely to endurefor�period of more.than S years, it should \ti'h!re feasible 
1nclud! provmon forunCond1tional oower of revoeat1on, or cance1Jat1on by Govertlment at anY time on the 
c�pity of six monlhsnotice to that effect. 

(2) As far as possible, legal and financial advice should be taken in the drafting of
contracts before they are finally entered into. 

_ Note.-No Contract or a�reement to execute a Contract should be executtd or entettdin to and no 
ten_dets for a contract suoul•J be accepted withOut previous. c0nsultation with the Department o£Fir,ance if 
eipOnditure of money or abandonment ofrevenue isin volved thereby for which previous consultation with the
Department of Finance is required. 

(3) Standard forms of contracts should be adopted, wherever possible, the terms to
be subject to adequate prior scrutiny. 

(4) The terms of a contract once entered into should not be materially varied without
the previous conse nt of the c-ompetent financial authority. No payment to contractors by 
way of compensation, or· otherwise outside the strict terms of the contract or in excess of 
the contract rates my be author:sed without the previous approval of the Department of 
Finance. 

(5) No contract invoiving an uncertain or indefinite liability or any condition of an
unusual character should be entered into without the previous consent of the competent 
financial authority. 

(6) Whenever practicable and advantageous, contracts should be vtaced only after
tenders have been openly invited and, in cases where the lowest tende� is not accepte.d, reasons 
should be recorded. In selecting the tender to be accepted, the financial status of the individuals 
and firms tendering must be taken into consideration in addition to all other relevant factors. 

(7) Even in cases where a forrcal written contract is not made, no order f�r supplies
etc., should be placed without at lea�t a written agreement to the price. 

35 
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� 

(8) Provision must be made in contracts for safeguarding Government property en·
trusted to a contractor. 

(9) The A�untant·Gencral has power to examine contracts and to bring before the 
Public Accounts Committee any cases where competitive tenders have not been sought, ol"· 
where high tenders, have been accopted, or where other irregularities in procedure have come 
to light. 

(10) The instructions given in the Annexure to this part of tM Appendix should be
carefully observed in drawing up instruments relating to immovable property . 

These principles will apply to all conttacts involving expendit.ure from State revenues, 
and should be carefully obse� by all GovetQment employees who have to enter into such 
contracts on behalf of Government. 

...... 

' 
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ANNEXURE 

Instructions to Government cmploYcc� concerned with the drawing up Instruments 
relatfog to lrnruovable Property 

37 

1. Many of the old printed forms $till in use refer to "The s�cretary of St ate for
India in Council (hereinafter referred to as the vendor, lessor, etc.)" wherever such words 
occur they should be altered to "the Governor of the Punjab (hereinafter called the 
Governor)", and consequential alterations should be ma.de throughout the draft. 

2. (i) Most standard forms refer to the other party as a sin:gte individual with the
usual particula,.rs of parentage, caste and residence. When the Instrument is in favour of a
body of persons, the heading will h.ave to be altered, and particular care is needed to ensure 
that this is done correctly. 

(ii) Jn the fi'rst place
1 

the exact nature of the bQdy must be ascertained, and the des·
cription must be entered in the draft, e.g. "a firm carrying on business in _partnership through 
A, D, one of the partners, or a company, association 011 society incorporated or register� 
under the provisions of section -of Act-". When the party is a company the address of · 
the registered office should be given. 

3. dovernment employees executing deeds on behalf of Government should distin •
gui�h between the power merely to sign such deeds and the power to grant leases, etc., without 
reference to Government. If the power to make a grant has not been delegated, reference 
should be given to the. orders of Governm�nt itself. If the power has been delegated, a refer· 
ence· $hould be made to the ordeti of delegation. 

4. (i) If a lease.is to be·executed on behalf of a corpora tion1 there must be either a
resolution of the governing body. or some other form of authorisation, and there should also 
be an inspection of the articles of association or the bye-laws to show that the execution of the 
document by the person signing it is in order. 

(ii) When the deed is inf avour of an incorporated body the agreement is with the body
itself, and should be so expressr.d. A coIDiilon mistake is to d·es-0ribe the agreement as being 
made with the manager or managing body. Such expression should be avoJded. 

5. Whtn the deed is in favour of a firm, tM agreement is with the actual partners
trading under the name of the finn, and not fn favour. of any legal p�rson as apart from the 
partners individually. FotthiJ reason, it is important that the names of the partners should 
� known and that it should also be known whether the party cx�ting the lease has power to 
bind the partners, Particular caution is neridod when tho doed rctatos to land, as the powers of 
partners to bind each otheJ in this respect .are strictly limited. 

6,. As the standard forms uau3)1y p1ovldc for txccution by a ainglc individual on 
behalf a copy of th• mo• u1ual (orµi& of tiOCD1ion for othot transactions ia attached. 
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The appropriate form should be included in the draft; and if any particular difficulty arises it 
should be specifically·referFcd to the Legal kemembranccr. 

7. All references to specified sums of money, terms of years and so on should invariably
be expressed in words, and not in figures. Abbreviations should be used as littlt' as possible. 

S. Schedules, maps and plans form part of a draft, and should always be included in
any draft which is to be sent to the Legal Reme�brancer for scrutiny. 
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FORMS FOR EXECUTION 

1. (fo the cas� of a Firm�) :-

Signed by the above mentioned firm of
through 
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I 

partner of the said firm. 

N. 8.-Thcformofexecution by the second party, a vendee, should be one in the appropriate fornlas
follows :-· 

In the presence of-

Signature 

Address 

Description_ 

Signature 

Address 

Description 

N.8.-Thc Collector should satisfy himself from a partnership deed or otherw�e ttiat the exccutant 
has fullpowcr as su9h to bind the firm,�vfde section 5'8(d) of the Cndian Partnership Act, 1932 ; failing 
which a special power-of-attorney should be demanded from absent partners in favour of the person signing, 
which shoul� be retained with Government's copy of the conveyance. 

2. (In the case of a Society) :

The seal of the 
hereinbefore referred tQ) was hereunto affixed by virtue of a resolution 

(the society 
of the Governing. 

, dated the · Committee No.
day of 

3. (In the case of a Company) :-

19 . _ In the presence of -

Member of the Governing Committee. 

Member of the Governing Cmnmittee. 

Member of the Governing Committee. 

The seal of the 
of the Board No. 

Company, Limited, was affixed by virtue of the resolution 

• dated the 

.... ·� 

day of 19 • 

"'N11-ll'le or names of vend� firm or partner there"I' 
I 

In the presence of

D irector

Director 

Sect��
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N.B.-ln thccasc of either asocicly under Act XXT of 1860, or 11 or 1912 of a company incor·
porated under the Companies Ad, the Collector should require a copy of the . resolution above referred 
to_ certified correct (either by one of the members of the Governing Committee of the Society or bv a 
Director or a Secretary Of the Company, as the case may be) authori� ing the particular eX\.'CUlant or exe
cutants 10 sign or to am� the seal. Jt is, howcvc.r, not neecs�ary for the persons mentioned above always 
to �ecute the conveyance themselves. and it is some times not convenient for them to do so in person 
as it involves all the· officers in question appearing before the Sub·R.egistrar and bringing with them . )he 
seal of the Society or Company, lf they so des ire they may execute a special power-of-attorney authonsrng 
�ny respectable person preferably one of their own body to do all things necessary for the s1ogle transac.· 
ttons, viz., "the completion of the conyeyanace'' which will be referred to in the preamble to such rowrr· 
of-attorney. ln that case the power-of-attorney will require 10 be executed on paper �tamped at R� :,
and though if need not be registered or authenticated by the Sub-Registrar Mde circular Nn f!J
J07?/I/JO, from the fnspector·Geoeral of Registration, Punjab, dated 7th August, 1933)-the C'ollcctor ma.Y 
rqwre the same to have been attested under section 85 of the lndian Evidence Act, Where the conveyance IS

executed by an Attorney it will be presented for registration by the Attorney.

/ 
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(Ref errfd to in Rule 2.48) 

Destruction of Record 

GENERAL 

The destruction of r�rds (including corre,Spond�ce) connected with aCC-Ounts is govern� 
by tha· following rules and such other subsidiary rules consistent therewith, as may be 
prcibed by Government with the concurrence of the Aecountant-General :-

(a) The following rCC-Ord ghould on no ae(OUnt be destroyed :-

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

Records connected with expenditure on projects. schemes, or works not comp le.• 
ted, al(hough beyond the period of limitation. 

Records connocted with claims to service and personal matters affecting persons 
in the service. 

Orders an& sanctions of a ·permane.nt character untjt revised. 

(b) Tho following should be preserved for not less than the periods s.pecified against
thom �..:-

Description Period of preservation ex1;>rcssed in complete 
years. 

I 

(i) Repte, of contingent 
expenditure . 5 

(h) Sub-vouchePs relating to
contingent charges ::.... 

(a) not exceeding Rs� so
(b) exceeding Rs. 50

(iii) Detailed budget estimates of ·
an office 

1 l Provided that where local 
. 
check is exerci� 

3 � by de,pattmentaJ authorities or by A.G. 'g 
J Office, sub-vouchers should not be destroy· 

5 

· ed until audit for t]ie relevant period has
been conducted and objections settled.

6v) Travelling Allowance Bills. 5 
and acquittance Polls relat· 
ing thereto 

(v) Sorvice book of Oovernmept S years from the date of resignation.
employee 

41 
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/ 

(b) Service book of OovctnmOnt (0 5 yeah if DO (lie is pending in any court,
�ployee who has been 
retrenched/removed/ 
dismissed. 

(u) 3 years after final judgeD1cnt under tho
normal course of Jaw. �hat is the last
judgement or judgement of the highest
court as established by law �here the
court has upheld the Government's
decision to . retrench/remove/dismiss the
Government employee concerned.

(�) Service book of Government 25 years from the date of rctiromon t/dca th . 
employee who ,retires from 
servk.e/dies while in service. 

Note: �.Bof orc actual destruction ft should be ensured that p111io0/pro�de11t fund flH9 of the J*IODI ' 
to whom the Sorvice Books relate. have bee1 fiblked. 

(vi) Leave accounts of non-gazetted 10 years after death or S years after
Government employees. retirement. 

(vii) Statement of m'onthly pro· 2

gressive �xpenditure and
correspondence relating to 
discrepencies in figures 

(viii) Pay bills · and acquittance 35
rolls, where these are main·
tained separately, . of Go·
verlllllent entployees for
wbom no service books or
service rolls are maintained.

(ix) Pay bi1Js of other classes or 6
Government employees and.
acquittance rolls for pay 
and allowance (other than 
travelling aJJowan�e). 

(x) Muster Rolls. Such period as may be proscribed in th is 
behalf under the departmental ttgulations 
subject to the minimum of 3 years exclud· 
ing the year or payment. 

(xi) Caeh books maintained by 10
Drawing and Disbursing 
Officer. 

\ 
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(xii) Nominations tolating to family
pension and D.C�R, gratuity 
received under Liberalised 
'Pension Rules. If the gra- . 
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t tuity and/or f amity pension 
are paid :-

.. 

I 

(a) t-0 minors. 30 

(b) to other than minors not in 30
accordance with the order 
in which nominations have 
been.made. 

(c) to other than minors in 6 years after the payment of death-cum
accordance with the order retirement gratuity or the last instalment of 
in which nomination has family pension has been paid. 
been made. 

(xiii} Provident Fund Nominations. Same as in 'the case of (xii) above. 

(xiv) Paid cheques returned by the S
Bank to the Audit/ Accounts
Office. 

(xv) Cases in wlµch invalid 25 or three years after the death of pensioner.
pens1on have been sane.
tioned, 

(xvi) Other pension cases. 5 years after retirement. 

Note 1. -The periods of preservation of accounts roo>rds in Public Works Offices are prescribed 
separately by Government. 

Nott 2. -Before anY pay bills are destroyed, the periods of temporary and officiating servi� recorded 
in the service books or. �ervice rolls (as the �e may be) of th� Goverwnent employee 
concerned should be venf 1ed by the head of the office from the pay bills and the fact of such
verification should be rttorded under proper attestation in the service books or servi� rolls 
(as the case may be). In regard to temporary and officiating service, the head of the office 
should also invariablY give aeces.,ry particulars with reference to rules 3 · 19 and 3 · 20 
of the Punjab Civil Services Rules, Volume II, with the view to enable the Audit � to 
decide later on by reference merely to such particulars whether the temporary or officiating 
service will qualify for pension or not. For example, in the �e of officiating ser�. the 
nature of the vacancy in which the Government employee officiated and in the � of tem· 
porary service whether the temporary post was subsequently made permanent should be stated. 

{c) Where a minimum period after which any record may be destroyed has been 
prescribed, the Head of a Department, the Divisional or District Offi001 
may order in writing the destruction of such record in their own and subor· 
dinate offices on the expiry of that period counting from the last day of thO 
latest official year covered by the record. 
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(d) Jn regard to land presented to Government in the form of rent-free leases for
specific purposes, the departmental file regarding negotiations with tho 
owners of land for such leases should not, in the interest of lessor and lessee 
be destroyed until the land is returned by the department concerned to the 
owners or their successors. 

(e) Heads of Departments are competent to sanction the desttucfion of such other
records in their own and subordinate offices as may be considered ·useless 
but a list of such records as properly appertain to the accounts audited by the 
Accountant-General should be forwarded to him for his concurrence in their 
destru�tion before the drntruction is ordered by the Head of Department. 

(f) Full details should be maintained perrnanently1 in each office, of all records des·
troyed from time to time.

:I 
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{Referred to in P.f .R. 5. S(d) 

Form of Bond indemnity for drawing pay, pensions, annu itics etc. 

This lndel!turc made the 
and between 

(I) 

(2) 

(3) 

one thousand nine hundred 

carrying on business in partne_rship under the style or firm of or ......................... . 
inoorporated under the., .................. Companies Act and having their registered 
office at. , ................................ (hereinafter referred to as the firm/ company 
which expression shall where the context admits bt uecm1\I to includ1.1 their executors and 
administrators or representatives and their successors in bu�in�>s under the name or any other 
style or. name) of the one part and THE GOVERNOR OF THE PUNJAB (hereinafter 
ref erred to as the Governor) of the other part. 

WHEREAS th< firm/company have been in the habit ef rec<iving on account of their 
customers pay1 pension, annuities, allowances of 9ther payments from funds administered by or '

on behalf of the Governor including pensions payable on behalf of otblr Governments from the 
various official whose duly tt is lo disbtnsc �uch Daymen1s

----· --·-upon the production at the 
Accountant General, Punjab 

time of such payment of a certificate to the effect that the person on whose behalf such payment 
was Claimed was then alive and, in the caSt� of a pensioner, also of a certificate of non-employ
ment according to prescribed ru tes. 

AND WHEREAS in order: to save time and expense in obtaining payment of such sums 
the Governor has agreed to allow such payments to be from time to time made as they fal[ 
due without requiring the production of the said certificate save a rertificate of non-employment 

firm 
according to prescribed ruled singed by a representative of the upon being indemnifi\)d 

company 

firm 

by the -against-any loss by reason of such payments aforesaid on account of any
company 

firm 

officei who may at the date of such payment b( deccaSOJJ and upon the -----entering 
company 

firm' 

into 1ucb an alfffllCllt as is horeioat'te» con'8iaed which tho -------bas agreed to do ; 
conwany 

4S 
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NOW tHIS INDENTURE \YITNESSETH that in pursua!lce of th� said agreement and 

firm 

in eonsideration of the premises the-· for them�elves and theiF succes· 
company 

sors hereby eonv�n�nt with the Governor and his-successors that so long as the Governor shall 
allow sue� payments as aforesaid to be made without requiring the ptoduction of the j)ertificates 

firm 

horcinbefore referred to subject neverthel.ess as hereinafter pr mil.led tho.--will within seven 
c)mpany

days from the time when they shall have .received notici: of the death of any customer for the 
firm 

receipt of or on whose behalf the -.. _.,,,,_ -may ha.ve receivtt.d �ny such payment• 
c)rnpanY

as aforesaid communicate the date of such do3th to the official for the time bt}ing reSl)<)Miblefor 
firm 

the payments to sucn deooased person and further that the-....:....wm immediately after 
company 

the ·expiration of the said period of seven days repay and refund to the Governor so much of 
any money which may h�v.e been rec�ived from disbursing official as aforesaid on b�half of 
such deeeased customer as aforeiaid as shall be in excess of the am�unt of the pay, pension, 
annuity, allowance or other payments as the case may be to which deceased ·customer was 
on titled up to the date of his decease. 

' 

AND ALSO that if and whenever a,iy change in the constitution of the firm sltal I happen 
whether by death or retirement of any member tliereol or the 1ntroduction or occasion of a .new 
member. or members thereof or otherwise howsoever the Jirm will' on , very such occasion wi1hin 7 
days after the change shal I have occurred give notice in writing to tire Governor of the same having 
happened with full particula,rs thereof including the Juli name or names of a,'lY new mun!vr or 
members so introduced (ts aforesaid.and in every case where any such itttroducJion has raken place 
wil / as soon as may be hereafter on he.Ing so required by the Governor procure ne1v menib.er or 
members introduced to enter into a fresh bond in the same form as these presents either ahme or 
jointly with afl. the original or remaining membeN of the firm;

Provided ALWAYS AND IT IS HEREBY AGREED and declared that the arrang�· 
ment ·hereby made Shall not be determined exc�pt by express noti® 1.n that behalf given as next 
hereinafter providod. PROVIDED ALWAYS IT IS HEREBY FURTHER AGREED AND 

firm 

DECLARED that either the-- or the Governor sh.all be entitled to determiM the arrange· 
company 

tnent hereby made on gjving to the other 14 cfays notice in wiiting in that behalf �d 011 the 
expiration of such 14 days this ar,rang�ment shall determine and the liability of t� 
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---------- ____________ .,,_ -·--····----------

firm 
- undet the covenant herein contained shall cease in respect of any such payments a.,
company
aforesaid made after that date but nothing herein contained shall be deemed to exonerate or

firm 
" release the rom their liability under the covenant herein contained in respect of any 

company 

such payments as aforesaid made prior to that date. PROVIDED ALWAYS and it is hereby fur· 
firm 

ther agreed and declared that in the case of pensions the --will according to prescribed 
c)mpany

rules once in every year furnish to the Governor or the 
official or .l(ficials re�p:>ns;bte for the payment cf the SU¢h pen�ion 
............ �---·---------·---a certificate by one of the ·persons

Acc�untant General, Punjab 
I 

prescribed by the said rule� of th� life of e.1ch p�nsi,>1�r wh'J,� p�n,ion is paid to the firm 
and a certificate of non·Cmployment signed by the pensioner himself, AND ANOTHER that 

any of the said cfficin I whose 
nothing herein contained shall be deemed to preclude the Governor or·--------

the Accountant Gener JI,

dutY it is to make such payments as aforesaid 
-------------from requiring the production of certificates 

Punjab. 

in l)toof of the life of any particular person or persons entitled to receive such payments as 

such officials 
af orcsaid if the Governor or---·-----sball deem it necessary nor shall 

the Accountant -General 

firm's 

the arrangement made by these presents be deemed to be thereby terminated. 
company's 

In witness where of the said parties have hereunto set their respective hands and seals the day 
and yoar first above written. 

An incorporated firm oxecutkls the bond may dektea ''the words in italics'' 

I 



• 
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(Rttened to in rule 5 ·9) 

, Extract from snb-settion (1) of Section 60 of the Code of Civil Procedure. l 908. Ii amend· 
ed by the Code of Civil Procedure (Amenclment) Act, 1976 brought into force f[om ht 
February, 1977. 

"60 (l) the following property is liable to attachment .............. in execution 
of decree : 

P�ovided that the fol1owing particulars sha 11 not be liable to �uch attachment 
.......................... namely:-

(i) salary to the ext�nt of the fint four hundred rnpees and two-thirds of the remain·
der in execution of any decree other than a decret: for maintenance : 

Provided that where any part of such portion of the salary as i� liable to attach111�nt 
has been under attachment, whether continuously or intermittently for a total period of t\\enty 
four months, such portion shalt be .exempt from attachment until the expir:· of a furth�r 
period of twelve months. and, where such attachment bas been made in execution of one 
and the same decree, shall, after the attachment has continued for a tt,tal period of twtnt y 
four months, be finally exempt from attachment in execution nf that decree : 

(i-a) one.third of the salary in execution of any decree roi maintenance : 
• * * * * 

(l) Any allowance forming part of the emoluments of any �ervant of the Govern·
ment ................. : which the appropriate Government ma� by hOtificatiori in  the 
official Gazette declare to be exempt frorr attachment and an� suhsi!itence grant or allo-
wance made to any such servant .................. while under �uspen�ion : 

' • iii *' * * 
E)planation 2.-ln clause (i) and (i-a) 'salarf means the total mont�ly emoluments

excluding any allowance declared exempt frvm attachment under •the provisions of clause 
(e) derived by a person from his employinent whether on duty, or on leave.

Explanation 3.-In clause ( \)" ap�ropriate Government" me-ans.-

(i) as respects any person in \he service of the Central Government .......... . 
the Central Government. 

(ii) as respects any other servant of the Government or a servant of any other
local authority, the State Government. 

Explanation 4.-For the purpose� of this proviso "Wages" includes bonus� and 
'1 1,abourer" incrudes a skilled, unskllled or semi·. killed labourers. 

Note 2.-The follo\\ing declarations ba,e been issued by the Central Go,ernment and adopted by 
the State Government, under ciause (e) of the proviso to sub-section (1) of $c1;tion 60 of lhe Code of Ch ii 
Procedure:-

(1} The following allowances payable to any public officer in the sen ice uf 'the Government, or 
any servant of a Railway, or of a Cantonment Authority or a Port Authority of a major port, shall be 
exempted from attachment by order of a court :-

(i) all kinds of tra\'clJin& allowances.
(ii) all kinds of conveya� allowances.

49 
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(iii) all allowances sranted for roeetin, the '1llt of

(a) uniforms, and 

(b) rations,

(iv) allowances �anted as compenaation for biahcr cost of Iivio, in Jocalitits considered �t the
Government 10 be expensive localities, including hill Stations. 

(v) ali house-rent allowances.

(vi) dearness allowance or �ny other allowance ,ranted to provide rcJief a,amst the increased cost
of living. · 

o 

(vii) a foreign allowance or fr4/s-dt ,tpwentation in .the case of Diplomatic Millionlt aMipcd to
officers serving in posts abroad.

(viii) Children's Education .�wance (whether doScribed •• such or•• cbiJdmi education ... -,
or any other manner).

(ix) 111. amounts paid by way of reJmbunemtnt cJ medical e�BCa.

Ntte '3 .-Otarness pay, which is really a pJft ot'. &he dearness atJowanc:e and ii tr.ted ai pay for 
-certain spectfic pwcpQses-only,. is al.so uem� Crom attachment by order of a Court.
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(Referred to in note 3 to P.J.R. 8.3 and P.F,R. 15.2) 

Procedure and Rules for the purchase of stores by all Departments and ·Officers of· the 
Govenmaent of Punjab. 

Preamble-The main feature of these rules �ists in the assertion of a definite preference 
for stores produced and.manufactured wholly or partially in India,.in general and the Punjab. 
in pattiqular and of the utilisation of the agency of the Punjab Stores Depar�mgnt in respect o t
purchases of stores by all departments of the State of Punjab. 

(ii) The departments of State snalJ go in for products or cottage and small�scale industries
of t.M State of Punjab io preference to the manufactured goods of large.scale industries 9f equal
standard aven if the price of the former is higher but subj�t to a limit as may bo fixed by tho 
Government from time to time. The first preference shall be extended to the products of 
'Governmont owned industries carried on in 9overwncnt Work Centres, Industrial Co-operative 
Societies, Jails, Ref orma.tory Settlements and Industrial Institutions · and Schools in the 
Punjab. 

(iii) For the developmont of Industries to the utmost ex.tent, the following order of
preference shall be maintained consistent with economy and efficicncy:-

(a) In case of raw .. material=e<(i) Raw material produced in the Punjab shall be purchased
in preference to that produced in other States of India;

(ii) Raw material ·produced in other States of India shall be purchased in prefor0nce to
imported material.

(b) In case of manufactured goods.-(i) The products of cottage and small·scale
industries of Punjab shall be purch�ed in pref eroncc to tM prooutts of cottage and
small-scale industries of other States and the products of large-scale industries.

(il) Articles manufactured in the .Punjab shall be purchased in preference to artieloa 
manufactured in other States of India. 

(iii) Articles manufactured in other States of India shall be purohased in p�erenco to
imported goods.

(iv) Articles of foroign manufacture held in stock in India shall be purcbasm in prcfcronco
to items to be _import@d.

(v) Aiticlcs manufactured abroad shall be imported in special cases only, when suitablo
Indian products are not available.

(vi) In the case of articles manuf actuted abroad which have to be imported, pref'oronc�
will be given to the Commonwealth Countries.

(i) In case of goods manufactured in India-Care to be taken to purcha$e-{i) Articles manu·
tactu�cd in India from raw-material produced in India in preference t() articlos manuf actu,ob 
Crom imported materials; and 



S2 APPENDIX-8 

(u) Articles wholly or partially ma11ufoctur-:d in India from imported matcriat in
preference to imported goods. 

In pursuance of thili policy the following rul(s :i.re prescribed and c�cept in the case of 
thoso stores and arti�l�s for the purch:ise of which sµecial orders are issued by the Punjab 
Government, these rules shall M :ippHc.1ble to all purchases of stores made through the Punjab 
Stores Department and to all pur�hast',; of storl!s made by the Heads of Departments and other 
officers:·-

R[Je 1.-All articles covered under tht d�finition of stores, sh:lll b� purchased through 
the Punjab Stores Department except where otherwise provided in these rules, or elsewhere. 
{ A nncxure 1). 

Rnle 2.-The purchase of country-made machinery
1 
imported tnachinery a!ld equipment 

and all other stores available ex-stock in fndia shilll be rnade through the Punjab Stores De .. 
partmenr. Where value of machinery or stort'S exceeds Rs. 2 lacs and it is necessarily of 
imported origin, the tenders shall be invited through the Director-General of Supp,lies and 
Di�posals. 

Rule 3.-The indents on th(' Punjab Stores Departm�nt shall be placed as soon as allot
ment off unds is received and not h�ld bac·k till the close of financial year when .there is always a 
great rush of indents which possibly cannot be coped with by the Punjab Stores Organisation. 
Indents received after 5th February of each year �ball not be entertained by the Stores Organi
sation for arranging supply within t�e current financial year as it ordinarily takes 6/8 weeks to 
finalise a purchase case. 

Rule 4.-Indents with complete specifications and drawings in accordance with 
which the stores arl' required shall be placed with the Punjab Stores Department. It no speci� 
fications or drawings exist1 

the indenting officer shall indicate if stores of trade pattern are 
acceptable. In case of un·common items an approved sampre or pattern shall be furnished for gui
dance. A referenc� to ptevious supply shall be made when the same stores are requited again 
but in no case shall particular make or brand be insisted upon, as this restricts c0mpetition to 
the disadvantage of buying departments. 

Rule 5.-(i) The Heads of Departments shall consolidate their normal and recurring 
requirements of stores or materials and place irtdents on the Controller of Stores in a consolida· 
ted form, but categorised as 4stores', as in Annexure !. In emergent Ca'ses direct indents from 

. subordinate officers as nominated by Heads � Departments from time to time shall be 
entertained by the Controller of Stores. 

(ii) While placing the indents 1 
the Indenting Officetli shall certrfy that necessary fund�

exist to meet the liability and that competent sanction to the purchase has been obtained by 
them. 

Rule 6.-lnd�nting Officers can indicate the time to be allowed to tenders for submission 
vr thdir l�nders. In case a material is•' be specially imported, they should take into considera, .. 
tfon the time required by varioug I irrns to obtain the prices from abroad. 

c 

• 

J 
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Rule 7.-Tenders/quotations shall be invited by the authority competent to do so. 
Wherever it is not in the public interest to call tenders or quotations. the State Go'Vernment 
in the lndustries Department may dispense with procedure by an ord�r in wr-iting. 

Explanation.� The value of articles to bt purchased without inviting tenders shall not 
exceed Rs. 100 and the total valm of such purchases made during financial year shall not 
6xce6d Rs. 5,000. 

Rule 8.-(i) All indents valuing Rs. 5,000 or over shall be advertised by the Punjab 
Stores Department in the press in a consolidated tender notice. Copies of tonder notices 
shall simultaneously be forwarded to makers or their branch offices in India or. accredited 
agents whose lists are sent by the Indenting Officer as also those suppliers whose addressos 
happen to be available on approved list of the Punjab Stores Department. It shall invariably 
be specified in the tender notice that the power is reserved to reject any o� a 11 the tenders received 
without the assigrtment of a reason. Further more, the tenderers shall initial all corrections to 
the tender and non-compliance with this condition, will render the tenders liable to rejection. 

(ii) The advertisement shall be issued and regulated in the manner prestribed by Govern
ment from time to time. 

' ;
I 

(iii) The consolidated advertisements should be published regularly on 15th and the. 
. 

last date of each month. Special advertisement, however, for emergent demands may be 
issued by the Controller of Stores from time to time. 

(iv) A period of 3 weeks from the date of publication shall be given for the receipt of
tendets except in case of urgent demands where the period may be reduced to 2 weeks. 

(v) The tenders shall be collected in a locked box to be opened on the day fixed for the
purpose. 

(vi) The tenders shall be open rd by a pane] of 3 gazetted officers of which 2 will be .from
the Stores Organisation and one local Magistrate to be nominated by the local Deputy Commis
sioner. The Punjab Stores Department will intimate to the local Deputy Commissioner tho 
date fixed for opening of tenders at  least a fortnight in advance to enable him to deputo a 
Magistrate. 

(vii) If no Magistrate is availabJe then the tenMrs may be opened by a panel or 3
gazettr.d officers of Stores Department. The ten,dets received till the fi�ed time and date will 
be opened by the panel of officers who shall sign all sheets in the. tender forms where ratos 
are given and jn tM presence of such tendertrs who may be present a Ube opening. 

I , 

(1iii) All alterations ot cuttings in the tenders shall be initialed by the panel officers. 

(ix) All samples received from the tenderers &hall be entered in a register and shall bo
properly secured, labelled and signed by the mem� -0f the panel. . 

Rule 9.-The tenders shall be submitted in a sealed cover duly superscribed giving the

serial number of the tender and the date of opening and addressed to the Controller ofStores,I
Punjab. 
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Rule 10,-After the receipt of tenders comparative statement of rates shall be prtpared 
by the Stores Department and forwarded to the Indenting Officer conc�rned for his comments 
where the decision cannot be taken independently by the Stores Organisation. The indenting 
Officer. shall return the tenders along with his comments within 2 weeks of their reci:ipt. 

Rule 11.-Due consideration shall be given to the views of Indenting Officer and when it 
is not proposed to accept suchrecomm.endations the views of his next higher authority shall 
be obtained before rejecting his re�ommendations. 

(ii) When it is nece�sary to accept tenders other than the lowest the Indenting Officer
shall obtain the approval of the ned higher authorit y before returning the tenders to the 
Controller of Stores. 

(iii) In the Stores Pur�hase Orgainsation the powers for acceptance of tenders sha II
be exercised as may be approved by Government from time to time and above the limits so 
prescribed, prior approval of Government, in the Industries Department, shall be obtainod 
whose authority shall be final. 

Rule U.-Normally earnest money shall be deposited by the tenderers with their tenders. 
As, however, th� involves difficulties and a good deal of extra Jabour on the part of tenderers, 
the alternative procedure of maintaining the approved list of contractors whare they·deposit 
appropriate permanent earnest money should be fo1lowed by the Punjab Stores Department. 

(ii) When big firms do not comply with this requirement or certify that they havr already
deposited th6 security with the Director�Gen@ral of Supplies and Disposals or are registered 
with that Organisation, the question of foregoing the earnest money or of asking the firms to 
deposit it'immediately may be gone into in individual cases. Tenders of big firms should not 
be rejected merely because they do not deposit earnest money along with the tenders. The 
officer competent to accept the tender shall be competent to waive this condition. 

(iii) To arrange supply ?f stores valuing less than Rs. 5,000 where quotations are invited,
the ten.4crers shall not ordinarily be pequired to furnish earuest money, if the authority inviting 
the quotations is satisfied as to the financial positions of the fjrm. 

Ju)e.13�-samples, wherever required. shall be submitted so as to reach the Controller 
of Stores by the date and time fixed for the opening of tenders. 

Rule 14.-In case of large variety of material for which rigid standards cannot be 
laid down. the alternative.approved brands of various makers shall be specified in the 
tendM notices and purchases made direct from the manufacturers, or thei.P accredited agents, 
representatives or stockists rather than from the tt'tailers, 

RaJe 1!.-When bulk supplies are arranged the approximate delivery period for part sup
plies shall be indicated in the Schedule and the tenderen called upon to intimate whether they 
will adhere to it. They may. however, be given the option to var.y the delivery dates slightly. 

Rule 16.-Revised or late tenders/quotations shall not be considered, but whe-re it is 
deemed necessary. in view of the rates quoted within time being high or otherwise not accep
table, all the tenderers and othai: known suppliers shall be given an opportunity to requote in 
IOalOd covcrs·by a fixed date. 



I 

.. 

� 

A�PENDIX-8 

Rule 17.-Where the suppliers are required to quote 
the following tender fee is fixed;-

Estimated value of the order 

(i) Upto Rs. 30,000

(ii) From Rs. 30,001 to Rs. 50,000
. 

(iii) Above Rs. 50,000

on tht" prescribed tender 

Cost of tender 

. .

.. 

t I 

Rs. IO 

Rs. 15 

Rs. 20 

$S 

fot�. 

(2) These shall be available for sale at the foUowing places or any other place which may
be notified from time to time:� 

(i) at the office of the Controller of Stores, Punjab, Chandigath;

(ii) at the offices of the District Industries Officers in Punjab;

(iii) at Government Arts Emporium, New Dehli;

(iv) at Arts and Crafts Emporium, Patiala.

(3) The Tender fee shall not be refundabl� under arty circumstances.

OTHER MODES OF PURCHASES BY THE PUNJAB STORES 
DEPARTMENT 

Rule 18.-Limit�d Tender System-(a) By inviting quotatio� from a large number of 
registerEd firms.-This system shall be adopted only for immediate requirements of stores and 

• the emergency shall be established and certified by the Indenting Officer in writing and unless
competitive tenders from at least 6 firms are received the quotations shall be rejected. If the
demand happens to be very urgent the authority, next above the Indenting Officer, may be con·

sulted before rejection, and if that authority recommends that the purchase be effected on. the
basis of the number of tenders received and certifies that the rates in tender proposed to bo
accepted are reasonable, suitable action shall be taken in the Punjab Stores Organisation after
referring the matter to the authority next above that ordinarily competent to sanction purchase.

The financial power of officers of Punjab Stores Department for calling such quotations 
shall be determined and fixed by Government from time to time. 

N,t !:-This rule will not apply to purchases effeclt>d in routine on the basis of quotations where tho 
coit of stores does not execed Rs. s,oao and w�.ich ir.dents are not advertised. 

(b) By obtaining tenders from one firm in case of articles of proprietory nature (single
tender system) available from one source.-Articles of proprietory naturt- sh:1ll be purchased 
according to financial powers delegated to officers, after obtaining a certificate from the 
manufacturers or sole agents that the rates quoted by them -are identical to those approved by tho 
Director General of Supplies and. Disposals or they would quote to that Organisation or to 
any other State in the country. 

i;i._._ ____________________ .--�-----
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(c) By negotiation with Government Institutions.--Purchases can be effected by negotia
tions from Govrrnment Institutions by the Punjab Stores Department to tbe extent of powers 
that may be delegated to officers of that Department by competent authority from time to 

I 
time. . , · (d) By negotiation with private parties in cOJe of emergencies.-Tbis system shall be adopted
very sparingly indeed, and in emergencies, and when it becomes necessary to do so

1 
the atten· 

tion of the authority next above the authority ordinarily competent, both in the Indenting! 
Department and in the Stores Purchase Department shall be drawn to this case before doing so.

,
1

Such powers shall be exercised as delegated to officers of Punjab Stores Department from time 
to time. 

(e) By purchase committee approved by Government from time to time.-Where it is not
possible to obtain competitive tend�rs or quotations or to Jay down comprehensive and comp
lete specifications the purchases shall be made by purchase committees as may be appointed by 
the competent authority from time to time. , 

N11re.-Approval of Government, in the Industries Department whose authority shaU be final shall
be obtained in the cases where amount involved exceeds the powers delegated to the officers of the Stores Pur.
l!b� Department under the above Rule. 

POWERS OF DEPARTMENT FOR LOCAL PURCHASES 

Rule 19.-The officers of the Punjab Government shall exercise such powers in the matter 
of local purcha� of stores as may be delegated to them by the State Goveinmen t from t ime to 
time> 

Rule 20.-The Punjab Stores Department shall arrange rate contract for as many articles 
of conunon use as possible after inviting open tenders in the manner laid down above. 

PRICE PREFERENCE 

Rule 21.-The existing policy to grant 15 per cent price preference to small-scale and 
cottage industries of the State over : -

(i) Large.scale Industrias of the Punjab and other States.
(ii) Small-scale and cottage industries of �ther Sta+· , �all continue till further orders 

of Government. 

Rule 22.-(i) All articles purcnased through the Punjab Stores Department shall before 
acceptance be subject to inspection of the Stores Inspection Officep oF such other officer or Inden· 
ting Officet1s as may be authorised by the Controller of Stores, Punjab, in this behalf. No 
payment for goods supplied shall be ll)ade unless the stores are inspected and pa�sed for accept-. 
ance as laid down in each contract. The Inspection Officer shan·.certify that the stores received 
conform to the presecibed specifications oP tests, or quality and are correct in No. and wei_ght, 
otc., as the case may be. 

(il) 90 per cent paym�nt shall be made to the suppliers immediately on production of
(a) an inspection note signed by an officer of the Stores Organisation under the seal of 

his office which should clearly indicate that the goods were sealed in his pre· 
sence in t okOD of acceptance, and 
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(b) Railway receipt indicating that the consig1tment has been booked at Railwa} risk.

(iii) In a few cas� like cbemitals, gla�ware, crockery and inflammable liquids, etc. the
Railway may not book the consignments at their risk for want of elaborate packing. In such 
cases the supplier may choose to send the consignments duly insured and whenever this is done 
80 per cent payment may be iltowed even if the railway receipt is at owner's risk as losses in 
auch cases can be recouped from the insurance companies. 

(iv) The disbursing officer shall be responsible to see that balance payments to suppliers
'11 are positively made within 30 days of goods by co,signees, correct to the Specificat io.ns as laid 

down in the order or within such time as agreed to and prescribed by tho Punjab Stores Depart
ment in individual cases. 

\ 

(v) In the cases of machinery wMre its satis.factory working is required to be examined
payment should be arranged immediately on satisfaction about the C-Onditions or the machinery 
and in no case later than 3 months if it is to be set up and tested . 

(vi) �Vhen the payment is not cleared within the prescribed period, the Heads of Depar
mcnts will be p�nally responsible to report the cases explaining clearly the reasons of delay 
to the Administrative Secretary who in turn shall inform the Minister-in-charge of his Depart· 
ment. Where delay in payment is more than one month over and above the prescribed maxi· 
111\lm limit, the Administrative Secretaries sha1l personally explain the reasons to the Minister
in-chai'ge of their respective Departments concerned as well as to the Chief.Minister. 

Rule 23.-Where the Punjab Stores Department arranges a rate or running cont(act the 
Indenting Officors in the State shall be under contractual obligations to draw their requirements 

I 

of these articles io ter.ms of the rate or the running contract and no indent shall be sent either 
to Controller of Stores or supply arrauged of such items, even of slightly varying specifications, 
diroct from the market. 

Rule 24.-0rders placed by the Punjab Stores Department shall not· be cancelled or 
terms and particulars thertof modified by indenting department except to·tbe e�ont ll.!1: may be 
approved by the Punjab Stores Department in writing in each case. 

Rule 2S.-In case where there is delay on the pari of contractors in tho supply of s tores 
and articles supplied do not conform to the samples and specifications. the Put}j,ab. Stores Depart
ment with 'the prio� approval of Government in the Industries Department, whose aut1*or ity 
shall be final, may impose a penalty subject to _the conditions contain�d in the agtteemont execu • 
ted in each case. The penalty so imposed will be recoverable from the security of the cootrac· 
tors �eposited with the P11njab Stores Department, their pending bills o, both_. 

Rule 26.-Tho Punjab Government in the Industries Department in zoosultation with 
the Department of Finance where necessary may sanction a departure irom these rules in any 
individuai c� if the interests of the public �ervice so r�guire. All a� for sanction 
to such departures should be made through the Administrative DepartmenL con�Od. Th, 
opinion of Pllnjab Stores Department shall, however, be obtained before sanC-ti®Uli such 
p�hase. 

' 
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Kole 17.-Recoveries made from contractoF on account of:

(a) Delay in supply of stores ; and
(b) Excess cost of the re-purchase ;

shall ir. tht> first iostan;e be credited to a suspense head. When the amount is eventually deter. 
mined it shall be credited as revenues of the State as rect>ipts of the Punjab Stores Department. 

Rule 28.-(i) The Punjab Stores Department can make purchases of stores on behalf of 
local bodies, other State and Co�operative Societies, etc., on payment of 2 per cent departmental 
charges. 

(ii) The charges so recovered from local bodies, other States, etc., wiU be credited to the
revenues of the State being receipts in respec! of the Punjab Stores Department. 

Rule 29.-The Punjab Stor�s Department will maintain a list of approved contractors. 
The registration of each contractor will be renewed in the succeeding year if his performance 
remains satisfactory, on payment of prescribed fee. 

Rule 30.-The Punjab Stores Department is authorised to charge I per cent departmental 
notional charges or purchases effected and inspections carried out by it on behalf of other 
Punjab Government Departments. These notional charges are allowed for the purpose of 
preparation of financial review at the end of each financial ye1r shill nJt actu1lly b! chirgej 
from non-commercial departl}lents of the· State. 

\ 
Rule 3L-The officers of the Punjab Stores Department will exercise such powers in the 

matter of purchase of stores as may be delegated to them by the State Government from 
time to timO. 

ble n. ... .Yeaden Pel quotations for the purcblse of stores required for public mirt 
shall ht invited on tu prsribecl forms at Annexures II and Ill respectively. Tk orden on 
the basi$ of quotations and teDd«s sball be placed in forms at ADDexutlS IV IDd V respec ..
tively. 
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ANNBXURE I 

List of the goods Which should come within the definition of the term 11stores ", 

TRADE GROUPS 

1. Chemicals-
(a) Acids Mineral.
(b) Heavy Chemicals.
(c) Fine Chemicals (including Acids Organic).
{d) Explosives.
(c) Soap.
(� Other Chemicals Composition.

2. Paints-

(a) Paints.
(b) Enamels.
(c) Varnishes.
(d) Pigment and other colours.
(e) Solvents.
(f) Other Miscellaneous Paint Stores ..

3. Resins and lacs.
4. Gases.
s. Spirits, Alcohol end Alcoholic Products.
6. Petroleum, Mineral Oils and Lubricants-

(a) Aviation Spirit.
(b) Motor Spirit.
(c) Kerosene Oil.
(d) Fuel Oil.
(e) Lubricating Oil.
(f) Greases, Fats and Wax excluding sealing wax .

7. 

8. 

9. 

10. 
11. 
12. 

Vegetable Oil.
Silk and Silk Textiles.
Woollen and Woollen Textiles.
Jute and Jute Products (excluding Tentage) .
Tent Components, Bamboos, Mallets, Pins, e tc., for Tents.
Leather and Leather Products-

(a) Footwear, all kinds (including Canvas and Rubber Shoes),
(b) Hides Raw and Tanned.
(c) Other Miscellaneous Leather Products.
(d) 'tanning Materials.

S9 
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13. Timber-

(a) Timber. Log Form.
(b) Timber, Squares.

APPENDIX-8 

(c) Timber, Scantlings and Sawn sizes.

14. Wood·waro-
1(a) Half-wrought Timber.
(b) Pl»vood. , 
(c) Other wood·warc.

15. Motor Vehicles (Bx�iog Ty�s'ud Tubas).
1�. Rub• Goods-

(a) 'Tyros and Tulo1.·
(b) Other Ruboer Goods.

17. . Asbestos Cement Sheets and other cement products.
18. Road Dressing Matorialt-

(a) Asphalt.
(b) Tar.
(c) Othor Road Dressing Materials.

19. Drawing and Draft Paper.
20. Glass and Glass Products--

(a) Glass Shoets.
(b) Glass ware.

21. Medica l Sto'res

(a) Drugs.
(b) Dressings.
(c) Surgical Instruments.
(d) Hospital Appliances.
(e) Hospital Furniture.

· 22. Photographic and Cinematographic Equipments.
23. Misccllaneous-

(a) Crockery, Cutlery and Enamel-ware.

J : ' 

(b) Fir,� Fighting Equipments, Hoses, �mps, Fire Extinguishon, Rclills, ctr.
(c) Brushes.
(d) �locks and Watches.
{o) Door and Window fittings,
· {0 Other ijems.

• 
24. Hand tools.

_ dware (Kettle,, Utensils, Rat Traps. Hot Water Bollen, l)omestic·etc.) 

,I 

,, 

..,' .
� 
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26. Steel Tool and A lloy Wire Ferrous.
27. Steel sections.
28. Pig Iron.
29. Metaland Wire Non,.Perrous.
30. Scien tific Stores-

1 Scien tine Jnstrum�ts, Appijatus and appli.ances.
31. (i) Electrical-

(a) C�iling, Table and Cabin F:ans.
(b) Exhaust Fans and Air ciroulators.
(c) Lamps.
(d) "Motors.
(e) Transformers,
(f) Electric Batteries and Cells (other than Dry Ce Us),
(g) Dry Cells.
(h) Electrical Instrument and Meters.
(i) Cables and Wires (Other than proper insulated Cab les ).
(j) Paper Insulated Power Cable.
(k) Electrical Lift� .

(ii) Other Electrical Fittinis and Accessories.
32. Mechanical Engineering-

(a) Internal Combustion Engines.
(b) Other Industrial Engines.
(c) Pumping Sets, Motor Driven.
(d) Deep.well Tu�bine Pumping Sets.
(e) Pumping Sets, Engine Driven.
(f) Air Compressors.
($) Earth Moving Machinery and Spares .
(h) Structural Stee I Work.
(i) Steel Castings.
U) Tea, Oil, Rice, DaJ, Flour and Sugar Machinery.
(1) Road Roller.
(I) Industrial Boiler .. other than Tar Boiler.
(ni) ,Tar Boiler.
(n) Conctete Mixers.
(o) Bicycles, Sewing M.achines,-Weighing Machines and Netting Machines.
(p)' Bolts1 Nuts. Rivets and Washers.
(q) Screws Wo.od, Machines and �ach.
(r) Hurricane Lantern"s''and Incandescent Lanterns.

'
. 

(s) Water fitting G.I. Bends, Toos, Sockets. Cock Sluice, valves, Water Meters, etc.
(t) Wctdini Electrodes.
(u) Ball Bearings.
(v) Other Ma:chanical Engineering items.
(w) Tract.ors and their· implem�ts.

••
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3'l ·.9eneral Engineering-

{a) Surface Coated Flexible Abrasives. 
(b) Refractor�es ..

· (c) V. Belting.
(d) Other Belting.
(e) Belting Accessories.
(f) Asbestos Products, other tian packing (excluding asbestos cement products).
(g) Asbesto& packing and joit!ing materials .

.
.

(h) Expend� metal.
(i) Wire Gauze and Netting.
(j) CJ. Pipes and Special�.
(k) A.C.C. Pipes, Collars and Poles.
(l) Casing, Housing and slotted pipes for Tube-well irrigation.
(m) Pins, Sp�t, Taper, Cotter, etc.
(n) Other Items including Steel Furniture, Steel Drums, etc.
(o) Sewage fittings and other drainage items.
(p) Surface boxes, manhole covers, vent shafts, distance marks.
(q) Door Fittings.

34. Vebiclts

.(a) Trucks.,
(b) Buses.
(c) Cars, Jeeps and Station Wagons.
(d) TraiJors.

35. Steel Pipes and fittings.

36. (i) Workshop Machinery (other than machine tools).
(ii) Machine Tools.

37. Miscollaneous-

(a) Foodstuffs and forage.
(b) Mathematical, Survey and Scientific Instruments.
(c) Straw, Firewood and Charcoal.
(d) Road Metat Stone, M�rble and Lime.
(e) Cotton Textiles and Iron and Steel.

38. Radio Equipment.

39. Agricultural. Equipments and Implements.

40. Tt'actors.

41, Well Boring Plant.

42. Tractol'"· � equipmentt

\ 
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43. Lime equipments.

44. E.I. Goods, Empty Tins, Utens�ls, etc.

45. Electrical-

63 

, 1 

Electric heaters, Electric screens, iron clad switches, copper tape, air conditioning .
plant, wheat stones, bridges, earth Megg�r, series resistance bo.X, ste�I poles, 
incubators autoclaves, electrical carpet cleaners, carbon. rh�ostate megg�r 
insultation tests, chick testeP ; ammeters.: elootrical aceessories. such a� 
batton holders ;. tµmbler switc��s ; plug brackets, holder, key holders ; 
pendant holder ; lamp locks for bracket' hold�r, ta�!; cemng ros.es, cut 
outs, floniscenet tubes. 

46. (a) Sound equipments
(b) Projectors.
(c) Scr�ens.
(d) Amplifiers.
(e) Loud-speakers.
(f) Trausr�ceivers, �tc.

47. Weighing bridges and scales •

48� Lawn mower and bullock mower. Handcuffs and repairs of handcuffs. 

49. Dental ch airs.

50. Rubber gooqs

Rubber belting.
Hair belting. 
Belt fasteners. 

51. Cotton-

Woollen Yarn.
Cotton Yarn. 
Cotton. 
Wool. 

52. Insccti'Cides

fusectieides.
Pesticides. 
Fungicides. 

. 53. Sciontific goods.;... 

Biological goods. 
Zoologieal goods. 
Models and Charts, 
Geographical apparatus. 
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54. Chemicals-

Phenyle.

SS. Wooden Furniture-

Office furniture. 
Door Shutter Plywood Sitapur. 
Mathematical and survey equipment. 
Taroaulins. 
Laboratory equipment, cotton waste, munj, munj ban, oil-seed. 

56. .Misee:llaneous
Stone Pillars.

Chicks. 
Mulbery baskets 
Pilchi. 
Sport goods. 
Door mats. 
Lime·. 
Bamboos. 
Bamboos jhand ies. 
Recanning of Chairs. 
Cane and Cane Tili. 
Fire e.Iay and bricks. 
Plastic pipes. 
Bed pan and wash up-sinks, slab urinals. 
Earthen pots. 
Gymnastic articles. 
Sheets and plates. 
Gypsum stone. 

· Umbrellas.

.. 

Q \ 

r 
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ANNEXURE II 

TENDER FORM 

CONTROLLER OF STORES, PUNJAB 

lnsuuctions to tenderer& 

65 

1. Quotations must be enclosed in a properly sealed envelope addressed to the Controller
of Stores, Punjab, by designation and not by name. The quotations must be superscribed 
tlQuotations for the· supply of--�------during the year·�--........... 
as called for in t�n.der notice, dated ---------'' Toe 
quotations must reach the Controller of Stores, Punjab, before-------�� 
a.m./p.m. of the date mentioned in the tender notice.

2. In the event of the quotations being submitted by a firm it must be signed separately
by each member thereof, or in the event of the absence of any partner it must be signed on 
his behalf by a person holding a power-of-attorney authorising him to do so, or in the case of 
a company the quotations should be executed in the manner laid do.wn in the said company's 
Articles of Associatiot1. The signatures on the quotations should be deemed to be authorised 
signatures. 

3. All the Columns of the quotation form shall be duly, properly a·nd exhaustively filled
m. The rates and units shall not be over.written. Quotations shall always be both in the
figures and words. The words "No quotation" should be written across any or a 11 of the
items in the schedule for which a tenderer does no! wish to t�nder.

f Any commission in filling the columns of Hunits'' and "rates" shall altogether 
d(bar a quotation from being considered. 

5. All corrections must be signed by the tenderers.

6. Samples must be sent of all items quoted for even when specification ot description
arc laid down. Sue� samples must be sent freight paid or delivered free to the Controller 
o!sStores, Punjab. Bach sample should, bear·a sea.led 1ab'el marked with the tender's name 
and address and reference to the item r.nmber in the Schedule. A ll instructions regarding 
the samplts specified in the notice should be· compJied with. All' samples except those against 
accepted quotations must bo removed by the supplier on a date to be apecified by tb.e. Con�ol· 
let of Stores, Punjab, failing_ which the samples will become the property, of Government and no 
.claim, theref pre. will be considered. Loss of samples or damage or wear and tear or injury 
by testing exposma experiment etc. shall be no ground for compensation in any form. 

7. A sum of Rs. .. must be deposited as security into a Government 
Tteasury or Bank pledged to the Additional Controller ofSto�es, Punjab and th.e N��ipt must 
accompany the tender form without which it will not be considered. The �id amount will be 
regarded as forfcitable to Government,. if any successful tenderet fails within the tuna fixed 
by the Controller of Stores. either to sign the eon tract on terms contain ea in the invitation 
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for tender, its tender form and quotation form and condition of contract referred to in the 
invitation of tenders or to pay the additional security referred to in the next clause below :-

{I) National Saving Certificate. 

(2) Postal Saving Bank's Pass-Book.

(3) State Bank's Call Deposit Receipt or Fixed Receipt.

(4) Deposit receipts mentioned in item No. 3 tendored by any Scheduled Bank are
also accepted. 

Provided these are countersigned by the State Bank of India, whereby the State 
Bank of India undertakes full responsibility to indemnify this Dep1rtmont. 
in case of default. The above deposits can also be accepted if these art.} 
countersigned by tho Reserve Bank of India against requisite security furnishC<i 
by the Scheduled Bank concerned to the Reserve· Bank of India and tho 
Reserve Bank of India advise� this �epurtment that the Deposit Receipt may 
be accepted. 

(5) Government Treasury (Chalan).

8. The successful tenderers may be required · to deposit in addition as security for due
performance of the contract an amount equal to 10 per cent of the approximate value of the 
estimated supply. 

· 9. The Controller of Storest Punjab, wiU have the right of rejecting all or any of the
quotations without assigning reasons.

10. No tender will be considered unless and until all the documents are properly
signed. 

11. The quotation will be regarded -as constituting an off er or offers open to accep·
tance on whole or in part or part� at the discretion of Controller of Stores, until the:-----

12. In the event of tender being accepted the quotat ions will be converted into a
contract which will be governed � the conditions in paras 3 to 7 read with these instructions. 

Read and accepted. 

Signature of the Tenderer/s.

I/We hereby quote to supp�y. the goods and materials specified in tM under wr.itten
schodule in th_e manner in which and within the time specifiQi as set forth in the conditions 

'I 

of contract at paras 3 to 7 at the rates given in the schedule below. The C-Onditions on paras .. 
3 to 7 will be binding upon me/us in the event of the acceptance of my/our tender. 
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I/We herewith enclose deposit receipt for a sum of Rs.- -as 
security money and should I/We fail to execute an agreement embodying the said conditions 
a�d (leposit . security as laid down in the form within 10 days of the acceptance of my/our
tender. I/We hereby agree that the above sum of security money shall be forfited to the 
Controll er of Stores, Punjab. 

SCHEDULE UA,, OF RATES 

1 . 2 3 

Serial General descrip- LC. Specifi. 
No. tion of stores cation No. 

E.&O.E. 

4 5 6 7 

Tenders . Unit Packing Name of actual 
rate manufacturet and. 

country of manu
facture 

All rate for delivery f. o. r .................................................... . 

Dated the .. ··"'.,., .... , .................... ,,. day of ......... ,, ....... , ..... 198 . 

Signature ... , .................... , ............ ,, ............... . 

Address . , , ................ , ....................... , .................... , ....... , .... . 

• I I I I I I I I I I I  I I It • •  I f  f f  f I I. i I t  t I I I I I •  f • I I ,  f f  f f  f t  t t t ! f f  ft I f  f f  f t  I I I I f  t I I I t  t t I I I I f  t t •• 

·� N. B. Please do not fo�get to fill in all the above columns. 
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SCHEDULE 'B' 

CONDITTON OF CONTRACT 

ihts contract is to last frorn ............ to ...... .... but in the event of any bteach 
of the agreement at any time on the part of the c0ntractcr

t 
the contract may be teiminated 

summarily by the Controller of Stores, Punjab without compensation to the con· 
tractor. 

Any change in constitution of the firm shall be notified forth with by the contractor 
in writing to the authority sanctioning the contract and such change shall not relieve any for· 
mer m�mber of the firm frorn any liability under the contract. 

No new partner/partners shall be accepted into the firm by the contractor in respect of 
this contract unless he/they agree to abide by all its terms> conditions and deposit with the 
officer s1nctioning the contract a written agreement to this effect. The contractor's receipt 
or ackaowled6cm�nt or that of any p1rtners subseque.1tly accepted as above shall bind all of 
them and will be a sufficient discharge for any of the purposes of the contract. 

2. The c'.lntractor will supply nothing, but genuine articl�s. e.g., .... , ...... . described 
ill" column 2 of Schedule A, from time to time in such quantities as may be entered in the in· 
d·!nts sent at the rates set forth in column 3 of Schedule A for use in Offices/Institutions/ 
D�partmeots under ·the Administrative control of Government of the Punjab, as 
may be required by Ute Id�nting Officers, mentioned in Schedule C here to annexed on tiehalf 
of the Government Requisition from officers, not mentioned in Schedule C hereto annexed 
should before compliance be sent in original to the Controller of Stores, Punjab, for in· 
str11;tions and tile officer concerned advised accordingly. No guarantee can b� given as to 
the quantity which will b� ordered during this period. B11t the purchaser undertakes to ordor 
front the contractor all stores as detailed in the Schedule A which he req!Jites to putcha�. 
except that he reserves to himself the right of placing the contract with one or more con• 
tactots as he nlly think (it and in consideration of this undertaking by Government the con, 
tractot binds hint�elf not to revoke tais contract during the said1 period. The quantities ot
stores giwn ln the tender are approximate, only\ 

3. The articles to be supplied under this contract will be l)t the quality equal and an;.
swerahle i_n every respect to the specifications given in the list accompanying \\·lth the tender 
and approved by the Controiler of Stores, Punjab. The contractor shall be responsible for all
complaints as regard th!! qullity. ln case of dispute regarding quality. of articles, the decision 
of the Controller of Stores, Punjab , will be fina� and binding on the contra�tor. It will be 
open to the Controller of Stotes, to s�nd samples submitted by the tenderericonttacfor td 
any laboratory for chemical analysis a�d the cost thereof will be borne by the Tendetttf 
Contractot. 

4. The Controller of Stores, Punjab, may, by notice in writlng call upon the contractor
to supply additional articles to serve .as sample, and upon such notl� in wrlting the ·con· 
tractor shall at his own cos·t be bound to supply additional samples, such additional·sam�e, 
bein1 in all respects of the samo quality as the sample first aupplied. 

.o 

-

� 
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S. The contractor will be responsible for damage or loss in transit and replace goods
broken or lost within 10 days from the date of notice thereof. 

6. Unless when specially ordered otherwise in the order accompanying the indent
all goods must be despatched within 14 days of the receipt of indent by the contractor. 

7. Conditions as to time for performance whether laid down herein or in any indent
shall be alWllyi regarded as the essence of the contract. 

8. The Controller of Stores, Punjab, or the \ssistant Controller of Stores, or anv of
, 

the experts attached to th� Industries Department of the Punjab or the Indenting Officer or 
any other officer or person duly authorised in writing by the Controller of Stores, Punjab, 
ahall bavo ·the power to inspect the stores, before, during or after manufacture, collection, 
dospatch,.transit 01· arrival and to reject the same or any part or portion after the written appro
val of the Controller of Stores, Punjab, if he or they be not satisfied that the same is equal or 
according to the sample submitted by the contractor. The contractor shall not charge or be 
paid for supplies rejected as above and such supplies shall be removed by the contractor at 
once and at his expense. He shall neither claim nor be entitled to payment for any damage 
that rejected supplies m1y suffer from any harm whatsoever incl dental to a full and proper 
examination and test of such supplies. Government shall be under no liability whatever for 
r�jected supplies and th! s1mJ will b� at tne evntractor's risk. Rejected supplie� shall be re
move:l by the contractor witnin 10 day� after notice has been issued to him of such rejection, 
and failing su:h r�n w1I reje}te.i gni3 will be at contractor's risk and Government may char&e 
the contra�tor r�n.t for the sp1�� o:�upieJ by su,h rajc�ted goods. 

9. Th� caatractor shall provide without any extra charge all materials, tools, labour and
assbtanoe of every kind wnich the aforesaid offic.,r may consider necessary for any test or 
examination which he m1y require to b! mldc on the contractor's premises and shall pay a11 
cost attendant thereon. In the case of stores inspected at maker's premises tlte maker shall 
provide all facilities including testing appliances, for making necessary tests other than special 
test or independent tests. Failing the facilities at his own premises for niaking the tests the 
contta<'itor shall bear the cost of carrying out tests elsewhere. The contractor shall also pro4

\lide and deliver free o( charg� at such place as the aforesaid officer may direct such materials 
. . 

as he nay require for tests by ch,mic1l analysis or independent testing machine. If for 
the1>urpose of determining the quality of stores the aforesaid officer finds it necessary to haw 
the stores tested at the test house or laboratory, exp�nses incidental tc, the test shall be borne 
by the contractor. On tbe..f allure of the contractor to pay the expenses within ten days of the 
teceipt of intimation in this behalf from the Inspecting Officer, the Controller of Stores, shall 
have tho right to deduct the amount from the security deposited by the contractor and if the 
amount so deducted is not deposited within 10 days, the Controller of Stores, may treat the 
default as a breach of the agre:men! �nd proceed under clause (i) of the agreement without 
further notice. Further, the aforesai 1 officer shall have the right to put all articles or materials 
to such tests as he may think proper for the purpose of ascertaining whether the same are in 
accordance with the specifications or sealed sample mentioned in the tender and to cut out or
off/or destroy a portion not exceeding 2 per cent from each delive i' for sut.:h purpose. Th� 
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quantity so cut out or off and ·or destroyed � aforesaid shall be replaced by the contractor free 
of charge. 

10. Pc1cking cases, containers, gunny packages> etc. which may be used for purposes of .
packing and which are delivered with stores will not be returned and paid for unless specially 
stipulated, and then at contractor1·s expense. 

11. Unless otherwise specified in a requisit.ion, biils for the whole of the goods referred
to in each indent in triplicate, will be prepared and sub_mitted by the co11tractor to the con.sigrieo 
for ditect payment under intimation to the Stores Purchase Officer, Punjab. The fu.11 amount 
will be paid on reeeipt of stores in good condition after their verification as regards speci· 
fication , etc. 

. Should the payment of any bill be not made within three months from the date of its 
submission, the party to whom the. btH wa'S forwarded should be addressed fast. Failing ·Satis
faction, the matter should be· reported to the Co.ntroller of Stores, Punjab. All such complaints 
should give-

(i) the number and date of the requisition,

(ii) the designation of the requisitioning officer,

(iii) the designation and address of the consignee.

(iv) the designation and address of the officer to whom the bill was sent by the
contractor.

(v) tbe number of the bill and date on which the bill was sent to the officer mentiened
in· (iv) above. 

(vi) full .reference to reminders if issued.

12.. 
. 

(i) With every despatch of goods or material under thi
},

contract, invoi�s, in iri,-
licat� will be prepared by the CQntractor. Invoices, in duplicate. are to be sent by the COil• 

tactor to the Indenting Officer" the duplicate to he returned by the Indenting.Offker with the 
quantities or number received duly noted thereon and the third copy ta be sent by the con· 
tractor to the Controller of Stores, Punjab, for record in his offke. 

f , ..... 

-
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(11) Railways Receipt will be fonrnrded lo the consignee immediately after despatch
of stores, Should any demmurage charges be incurred owing to delay on the part of the 
contractor in forwarding the railways receipt, the amount of such charges will be deducted 
from the bill: 

(iii) The contractor shall despatch material 'freight paid tt in a.ll cases where their
offer is for destination. In the event of their failure to do so a penalty of S per cent wiH 
be Charged on the amount paid as freight by the Indenting Officer on their behalf. . 

(iv) The contractor will send to the Controller of Stores, Punjab quarterly statement
of the goods supplied under this arrangement in the fo !lt)wing fo(m :-

Name of 
office 

----·--

Indent Names of· Quantity or 
No. articles number sup· 

I pli'ed and to 
whom supplied 
and �here 

�·-� ---------.,,.---.----· 

. 
. . 

I 

. 
. ' 

Value of

supplies 

_ _...._..,.._--

Rs 

Remarks 

�-,............_-'11'%?'! 

(v) All· despatches by rail .will be made at Ra1lway risk at the expense 9f tho Indentor 
(except by firm who have quoted rates f.o.r. any place in the Punjab) unless the lndentor 
gives instructions to ciespatch at owner's risk. in wbJch cas� all responsibility· for loss in
transit will be with the inden.tor. 

· This is subject to the condition that the materials �e surely packed by the suppli�s
· in.sound containers and the con·signment is accepted by the carriers w�thout any adverse
. remarks as' to the packing or 'the condition �f the �ntainers. In case of any adve�se.

remarks, th'e responsibility with the losses in transit. will rest with the suppliers. 

· . Subject to thos� conditions· the contractor will not be entitled to charge or be paid
for supplies broken, lost or damaged in transit. The Controller of Stores, Punjab, will 
be the· aut�ority to detennine whether or not the breakage. loss or d�age was caused through 
the contractor's negiigence and the decision of the Controller of Stores, �jab, or some other 
officer a.cting on his behalf shall be final and concfusive against the Contract: Such rejected 
s�pplies Sha il be removed by the contrac.tor at his o�n expense, 

(vi) If, during the currency of the contract the specification of any arucle or atticles
· to be supplied thereunder be charged the c;:ontractor shall continue to comply with demands

for the supply of the �d article �r articles in accordance with . the new specifieations at a
rate to be mutu�lly agreed to in writing at the time·of such Chang� and Ul. d�fault or

°

such

•. 
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agreement the contract in so far BS it relates to the said article or arfic1es in respect of Which 
no agreement has been ·l!,rrived at, shall terminate but no such change shall affect tile supply 
of any other articles under the contract or entitle the contractor to any Ct)mpensation. 

13. In the event of withdrawal or discontinuance of any article or arlicle.s and conse·
quent ceasing ·of or reduction in demand the contractor shall not be entitled to any com· 
pensation. Gov�mment will, however, make a U reasonable endeavours to give warning 
of any impending complete withdrawal or of any reduction seriously affecting quantities 
likely to be required under contract. 

14. The time for and date of delivery or despatch stipulated in a supply order shall
be deemed to be the essence of the contra$t and should the contract-or fail to. deliver or 
despatch any consignment within the period prescribed for such delivery or despatchi stipu
lated in the'8upply order, the delayed consigrunent will be subje�t t-0 2 per o�nt penalty 
per consignment per month or a part of the month recoverable on the value of the stores 
supplied. In case of non-payment by the contractor recovery will be made from his blUs 
or amount of earnest money or security deposited with the Controller of Stores, Punjab, 
provlded also that-

(a) No recovery of penalty will be made if the delayed supplies are accepted by
extending the delivery period either by the Indenting Officer or the Assfatan t 
Controller or Additional Controller of Stores. 

(b)' The Indenting Officer will allow extension 11p to twQ weeks on the- request of 
the supplier by recording in writing that the exceptional circumstances were 
beyond the control of the supplier and there Ura� no Joss to Government, 
but where. the delay o� the part of the supplier is more than two wee.ks the 
matter for extension of de1ivery period will pe ref erred by the Inden1:ing Officer 
to the Controller of Stores,. Punjab with a certificate that there are genuine 
reasons for delay on the part of the supp Her and that no loss will result to 
the Government in case extension in de livery period is allowed. The case 
will be- decided on merits. The extensron will be allowed by the Assistant 
Controller ·of St()res on the certificate of Indenting Officer in each individual 
purchase case exceeding two weeks but up to eight weeks within the financial 
power delegated to him for the purc�ase of stores. In all other cases exceed
ing his financial powers and period of ex.tension exceeding eight weeks the 
extension will be allowed by the Additional Controller of Stores. up to 
24 weeks and up to any financial limit irrespective of ,purchase powers dele· 
gated to ·him. No further extensiou will be allowed. 

(c) On the failure·ortbe supplier to make supply within the, edended period on
receipt of such information in the office of the Controller of Stores, PunJab, 
risk purchase at the cost of;supplier will be made by the Controller of Stores, 
Punjab. Toe difference of eiceeds of cost thus incurred will be recovered from 
tbb supplier in a suitable manner, and even from _his ·pending bills, earnest 
money or security whichever is available. This procedure will be adopted 
after sending registered notic:e to the supp lier to supply stores within 15 aays. 



l�i T� tontra�mr athowl�a�t� tnat ne na� mooe niml�ff f��r ���uaint�« witn 
�� ttie �noitfon� �� �rtun1�tan�� unnor wnict tn� �u�pu�� rc�uir� unar tM �Dntract 
will�� lo � maOI or lurnline<l anO wnh � tne lerms, cial!IIS, conioni, �i�· 
Uon1 and o!h� Qe�l1 oUM con!!$l 300 !he contraaor, ihll not �� iinoranr: of anr 
of tno�t a� extuif in ca� of com�laJnt a�aio�t or � rej�ttion of �ij��l1c� t�aerta �, aim or 
mtn a vitw �ita�r to a�lini for �n�an�cm�nt of anr ratt� aireM to in tM �ntract or � 
�aJmt anJ of M oo��tion� uno�r the cont�ct 

1�. No ��)mtnt wm o� maae in ao�Qrr�e for anj �u����una1 tn[� toatra�. 

11. (t W�r� tM �u�plier� are reijuirea to �uote on tM �re�crloeu tenaer form�,II '· .· ". I I� 
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15. The contractor acknowledges that he has made himself f�Ily acquainted with
all th� conditions and circumstances under which the supplies required under the c�ntract 
will have to be made or furnished and with all the terms, clauses, conditions, spe<:ifica
tions and other details of the contract and the contractor, shall not plead jgnorance of any 
of those as excuse in case of Gomplaint against or to rejection of supplies tender�d by him or 
with a view either to asking for enhancement of any rates agreed to in the contract or to 
evading any of his obligations ·under the contract, 

16. No payment will be made in advance for any supplies under this contract.

17. (i) Where the suppliers are required to quote on the prescribed tender forms,
the following tender fee is fixed :-

Estimated value of the order Cost of tender 
.., w:e==e· ��� ---

(i) Upto !ls.. 30,000 . . Rs 10.00

(ii) From Rs. 30,001 to Rs. 50,000 . . Rs 15.00 

(iii) Above Rs. so 000
>

Rs. 20.00 

{ii) In the event of the contiact-0r failing duly and properly to fulfil or committing breach 
Qf any of the terms and conditions of this eon tract o.F repeatedly supplying goods liable to rejec
tion hereunder or failing, declining, neglecting or.delaying to comply with any demand ot requisi· 
tion or otherwise not executing the same in accordance with tho terms of this contract. or if the 
contractor or his agents or employees being guilty' of fraud in respect of the QOntract or anJ 
other Contract entered into by the contractor o.r any of his partners ot representatives thereof 
with Oover.nment directing, giving, promising or offetmg any bribes, gratuity, gift, loan, per· 
quisite, reward or advantages pecuniary or- otherwise to any person in th� employment of 
Government.in any way relating to such officers or person or. persons, office or employment or 
if the contra1::tor or any of his partners, become.insolvent or apply foF relief as insolvent debtor· 
or eonunence ·any insolvency proceeding or make any compositions with his/the.ii: creditors or 

I 

attempts to do so then without prejudice to Government's right� and remedies otherwise. GovetnL 
�cut shaU bt entitled to terminate this contract forthwith for f eit the security and to blacklist tM contr�ctor and 
purchase or. pFoeure or arrange from Government stocks or otherwise at the contractor's risk 

\ and at the absolute discretion of the Controller of Stores, Punjab, as regard the manner, place 
or time of such purchases, such supplies as have not been supplied or have beea rejected under 
this agreement.or are required subsequently by Government thereunder and in case� where issues 
in replacement are made from Government's stock or supplies·, the cost of value such stocks or 
supplies together with all incidental charges or expenses

1 
shall be recoverable from the contractor 

on demand, and the contractor shall not b� entitled to benefit from any profit which may thus 
a�rue to Government. 

. 
. 
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The termination of this contract in whole or part under these conditions Shall not be 
affected by the acceptanc�, meanwhile or subsequently, of �upplies accepted or made at any 
station whether in ignorance of the termination or otherwise, 

18. If any question. diffl'rcnce or objection whatsoever shall arise in any way connected
with or arising out of this instrument or the meaning or operation of any part thereof or the 
rights, duties or liabilities of either party than save in so far as the decision of any such matter 
is hereinbefore provided for and has been so decided. every such matter including whetbef its 
decision has been o tberwise· provided for and/or whether it has finally decided accordingly. or 
whetheF the contract should be .  terminated or has been rightly terminatt>d in whole or part and 
as regards the rights and obligations of the parties as the result of such termination shall be 

.
' . 

ref erred for arbitration to any officev appointed by Punjab Government acting .as such at the time 
of refe�ence and bis decision shall be nnal and binding and where the matter involves a claim the
amount if any awarded in such arbitration shall be recoverabl� in respect of the matter so
referred.

19. If the price of a contracted article ls controlled by Government. the payment will
in no case be. made at higher rate than the controlled rate. 

IN WITNESS THEREOF the parties have berounto set their hands on the dates ind1· 
cated below :-

1. (In the case of a Firm)

Signed by the a�ov� named firm of---. -----
- · partner of the firm. 

Date : Signature. 
2. (ln the case of a Company)

·-- through

The seal of the Company, Limited, was affixed by virtue of the resol!i• 
tion · of the Board No.---

dated----=- ·-----the-----�-,_,,_ .... __ 
day of---------198 

dated 

dated 

1. (In �it her case)

In the presence of (i)

. {i) Sjgnature 
Address : 
Description 

. 

SEAL 
Director.'s 
Signature 
Secretarty's 
Signature. 



(ii) Signature
Address
Description

Sign� by-----.......... -

APPENDIX-& 15 

Signature of.-------

Date : on behalf of the Governor of Punjab 

REGULAR FORM OF SECURITY DEPOSITS Pl.EDGED TO THE ADDITIONAL 
CONTROLLER OF STORES, PUNJAB, CHANDIGARH 

1. National Savings Certificates.

2. Postal Saving Bank's Pass Book.

3. State Bank's Call Deposit Receipt or Fixed Deposit Receipt.

4, Dep Jsit receipts mentioned in item No. 3 tender by any scheduled bank are also 
accepted provided these are countersigned by the National Bank of India, whereby the State 
Bank of India under.takes full responsibility to this department, in case of default. ThO above 
deposi1s can also b, accepted if these are countersigned by the Reserve Bank of India against 
requisite security furnished by the scheduled bank concerned to the Rfserve Bank of Indi� and 
the Reserve Bank of India advises this Department that the Deposit Receipt may be accepted. 

5. Government Treasury Chalan.

The contractor/seller hereby declared that the goods/stores/articles sold to the buyer 
under this contract shall be of the best quality (and workmanship) and shall be strictly in accot· 
dance with the specifications and particulars contained/mentioned in the clause 
hereof and the contractor/seller hereby guarantees that the said goods/ stores/articles would 
continue to conform to the description and quality aforesaid for a period of -
day-,/months from tlie datt of delivery of the said good�/stores/articles to the Purchaser and that 
notwith�tanding the fact that the Purchaser (Inspictor) may have inspected and/or approved the 
goodsfetores/a�1cles if during the aforesaid period of--days/months the said goods/ 
stote�articles be discovered not to conform to the description and quality aforesaid or have 
deteriorated (and thl" d�cision of the Purchaser in that behalf will b� final and Cdnclu�ive). Tho 
parchaser will be entitled to reject the said goods/stores/articles or such pot:tion thereof as µiay 
be discovered not to confotm to the said descdption and quality. On such rejection the goods/ 
articles/stores will b� at the seller's risk and all the provisions herein contained relating to rrjec· 
ticn of goods, etc., shall apply, . The contractor/seller shall, if so called upon to do. �eplace tho 
goods, etc., or such portion thereof as is rejected by the Purchaser such damages as inay arise by 
rnson of the breach of the condition herein aonta1nod. Nothing herein con�cd shall ptt�

pdice any other right of the Purchaser in that behalf under this contract othc�wi,c •. 
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ANNEX URE-III 

Quotation Form 
FROM 

To 

THE CONTROLLER OF STORES, PUNJAB, 
CHANDIGARH. 

--�-----�...----

Enquiry No .--

Dated Chandigarh, the----- 198 . 

Dear Sirs. 

Please quote your lowest rates for the following stores subject to the terms and condition� 
noted below and on reverse. Your quotations must reach this office by 2 p.m. on---
at the latest with/without samples. The quotations must be sent ia a sealed cover superscribod 
ll�-------. 

In case you do not implicity follow these instructions and all the conditions on reverse, 
quotations may ttot be considered. 

Quotations will be opened on the same day at 8 p.m. in the presence of such tenderei:s 
or duly authorised representatives thereof as may c�re to attend. 

Serial 
No. 

Description of Stores Unit Quantity F.O.ll. 

----,-��--........-_ __,_ __ .--_ _,__., ______ _

Dealing CleFk. 

Head Clerk. 

Yours faithfully, 

ASSISTANT CONTROLLER OF STORES, 
/or ControJler of S�res, Punjab. 

:. 
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TERMS AND CONDiiIONS 

1. All quotations will be deem0d to be for F.O.R. Destination unless otherwise spooified
in tht quotation and should include packing and f orwar-0ing charges and must not be "ex-god· 
own"· "ex-mills''. etc. 

2. If quoting otherwise than F.O.R. Destination, in,surat;\ce charges to destination
may please be separately stated. 

3. Unless tlfe goods offered are of recognised popular standard Makes and full speci
fications have been stated samples bearing stamp, seal and signature must in all cases accom
pany all quotations for all items quoted for. It is necessary that .samples must reach this 
office before or at the latest by the due time and date of opening quotations. 

4. Samples received are not.paid for and should be sent freight paid. Thos� (Cturn·
able at suppliers request, arrangement and cost jf called for wilhin 60 days from opening date. 

5. In cases where full specifications are not incorporated in the enquiry or where alter
native specifications are quoted for the. suppliers own specif ications should be stated in full 
for the articles quoted for. Any mustrative literature avarlable duly stamped and signed 
should also accompany. 

6. In all cases th� CQuntry of manufacture and unit of measurement must be prom in·
ently .stated. The unit should usually be the one stated in the enquiry. 

7. AH containers will be deemed to be non-returnable, unless when specifically stated
otherwise in the quotation. 

8. The minimum period of delivery from date of placing the order should be specified.

9. All quotations will be deemed valid for at least 30 days frorn and excluding the
date of opening of tenders. 

10. The a;,proved sample will be sealed and signed in this office immediately by you
on the receipt of the order. 

1 J. A sufficient number Qf sampJes according to tM approved pattern for supply or
one each to the Indenting Officers and two spares will be supplied by you and got approved
from this office in the first instance wjthin----days from the date of issue of this order·

r:i A sample of these will be foFwarded to the Indenting Officers for compiring the supply·

12. (i) The inspection of the goods be carried out by the con�.gnee at destination and
� rejected goods will have to be removed by you within 10 days of desptach of advice from

the. Indenting Officer�. failing which the goods will lie at your risk.

. (u) The rejected goods must be replaced by you within 15 day� of the desptach by the
indenting officer of a registeted notice intimating that the goods hay,e been rejectM failing which 
the Indenting Officer will be entitled to make risk purchases without afly f utther t{fere.nce
to you. 
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(iii) If you claim that the goods supplied by you are strictly according to the approved
sampl� you.may file an appeal with the Stor�s Purchase Officer under intimation to'the In· 
denting Officer within 5 days of th, receipt of th� registered notice fcom the Indenting Officer. 
Where sneh an appeal bas been filed and Indenting Officer will hold the· goods with him tiJl 

- the final dt('.lisiou of the Controller of Stores, Punjab.
13. A sum equal to IO per cent of the value of the order will be deposited by you as.

s�urity for due fulfilment or the order pledged in favour of the Stores Putchas� Of(icer,
Punjab. This am\lunt may be deposited in any recognised bank or Government
T[easury o� P9st·Office and th� deposit 'iectlp� mustbe sent to this office wit�n a woek
�1tbo�t preJu�tce t� the other rights and rem!d1�s of the �overnmeni, t4e. security sh .all be
hable to forfeiture 1n the event of any breach or non-observance of the terms thereof by the.;

. .  . / contract ors,
14 .. The supply must be eompl�ted satisfactorily within the stipulatei p,tiod, failing

which the Stores Purc�ase Officer reserves the right to purchase or allow the Indenting Qfficet
to purchas� the goods at your risk, provided that where goods are not supplied according to
the muster pattern and on a�unt of urgency of the �emand the Indenting Officer decides to
r.etain the inferior goods you will b� entitled to receive payment not at the contract but at
the,tate fixed by the Controller of Stores. Punjab, with due regard to the quality .of the material 
supplied. 

15. Your quotations may be accepted in part o-r who le.

16. In case your rates are good for a certain period, postings of the accep tance on the
l ast day wiH be acceptab�e to you. 

17. In case of Controlleg goods by the Government the quotations must be sent sub·
ject to the C-Ontrol rate and other conditions and you will be paid at the Controlled rate or 

. I rate offered by you whichever is lower. 
I 

18. In case of any dispute the decision of the Controller of Stores, Punjab. shall be
final and binding on you. 

19. The contr-actors shall despatch material ''frej,gbt paid'' in all cases wheretltejr
offer is F. 0.R. Destination. In the event of their failurt to do so. a penalty of 5 per cent per 
annum sha1l be charged on the amount paid. as freight by the Indenting Officer on their behalf. 

20. All above conditi.ons will. be enforced
1 
unless wri�en ordet of Stores Purchase 

Officer .are obtained relaxinrany specific condition in any specific instance. 

21. The quJtations not strictly in accordance with the above conditions are liaole to be
rejected without oonsideration. 

22. Without prejudice to other rights of the Controller of Stores, or the Indenting
.Officer, th� �ntractor shall be liable to pay at therate of ten per cent of the value·of the order by
way of liquidated damages which shlll be ;ecovetable from any amount due to the contractor
whether under this or any other CQn.tract of account,
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ANNEXURE IV 

D.I. 175/S.P.O. No. 2

FROM 

To 

THE CONTROLLER OF STORES, PUNJAB. 
CHANDIGARH. 

M/S----

Dated Chandigarh, the 198 . 

Dear Sirs, 

79· 

Telegram "STORES'' 

, Phone : 

No�, ............ � ... ,,, i • • •

Reference YJ'.tr offer No. --------,. dated-----
• 

2. Please supp\y within-----from the date of issue of this order, the
following material by goods/p�ssenget train to the---------. 

3. R/R, may ple.ase be sent to the,--.__._-----and the bill of c0 st
in triplicate to the --direct under advice to this office for 
ne�sary action and payment. 

------�----�----�---

Serial 
No. 

Description of Stores 

----�------��-----

Quantity Rate F.O.R. Remarks 

� ................. ____ 
, ______ ._.,,.;if _ ____ , _____ ___ _ 

-----------�__,_.-�-�--�-----------------�-----
-----

--:

E.&O.E. 

Yours faithfully, 

ASSISTANT CONTROLLER, 
for Controller of Stores, Punjab. 

---
-------

-----

---- -
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Endorsement No. , dated 

A copy of the above is forwarded to the-----------f or information and 
n��ssary action, with reference to and / in continuation of this Office No �--
dated- --. 

Payment may please be made promptly to the suppliers. 

Endorsement No. dated 

ASSISTANT CONTROLLER, 
for Controller of Stotes, Punjab . 

A copy of the above is forwarded to th�-----,for information and 
necessary action. 

Payment may please be made promptly to the suppliers. 

Endorsement No , dated 

ASSISTANT CONTROLLER, 
for Controlller of Stores; Punjab. 

A copy of the above is forwarded to Statistical Section/Stores Inspection Officer(s), for 
info rmation arrd necessary action. 

CONDITIONS 

ASSISTANT CONTROLLER, 
for Controller of Stores, Punjab. 

I. Tit·� a:P?roved slmple may be sealed and signed in this office immediately by tne
contractor on receipt of the order. 

2. A sufficient number of samples according to the approved Pattern for supply of one
each to th·� [nd�nting Officers and two spares be supplied by the contractors and got approved 
from this office in the first instance within-- days from the date of issue of this 
order. A sample ·of each of these wtl1 be forwarded to the Indenting Officer for compar1ng the 
supply. 

3{i) The inspection of th� goods will be carried out by the CONSIGNEE AT DESTINATION/ 
BY THE CONTROLLER OF STORES, PUNJAB AT- -OR BY 
OFFICERS/OFFICER APPOINTED BY HIM. � 

The rejected goods wilI have to be removed by the contractor within 10 days of despatch 
of advic� fro.n thi) inspJcting officer failing·which the goods will lie at the risk of the 
contractor. 

(ii) The rejected goods must be replaced by the contractor within 15 days of tbe despe:.tch
by the [nde;lting Officers of the registered notice intimating that the goods have been rejected 
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failing whieh the Indenting Officer will be entitled to make risk purchase without any further 
reference to contractor. 

(iii) If th·! co1tractor claims that the goods supplied by him are strictly according to the
...__ �ppto1ed sample he m1y file app:a.l with Controller of Stores, under intimation to the Indenting 

orficer within five days of the receipt of the registered notice from the Indenting Off icer, Where 
such an app:al h1s been f iled th� Indenting Officer will hold the gonds with him till the final 
decision of the Controller of Stores, Punjab. 

4. A sum of Rs . may be deposited by the contractor as 
sectrity for due fulfilment of this order pledged in favour of the Additional ControJler 
of Stores,. Punjab. This amount may be deposited in any recognised 'Bank or Oovernmtnt 
Treasury of Post Office and th.e deposit receipt must be sent to this office within a week 
without prejudice to the other rights and re.medies of the Government1 the security 
shall be liable to forfeiture in the event of any breach or non,observance ·of the terms 
thereof by the contractors". 

5. Th� supply must be completed satisfactodly within the stipulated period failing which
the Controt\er of Stoies reserves th� right to p:irchise or allow the Indenting Officer to purchase 
the g-00ds at ihe risk of th! co1tractor provided that where goods are not supplied according to 
the muster pattecn and 011 acco':lnt of urgency of the demand J ndenting Officer decjdes to retain 
the inforio� goo1s thY� cot1tractor will be entitled to receive payment not at.the contract, but at the 
rate fix.ed by the Cuatroller of StOies, Punjab, with due regard t:o the quality of the materia I 
supplied. 

6. Al l disp1tts b�tw .:en arising O!lt of this contract or in relation thereto or with respeci o
th, m,aning o.� effect of any term Oi wn�h.�n &f L�e contractor the rights or liabilities of th.e 
p1rties und!r this coitract shall be ref;:aed for arbitration to any officer appointed by Punjab 
Gov�rnm:nt acting as such at the time of the r-eforen,e ·and the award of the arbitration shall be 
consclusive and binding on the, patties. 

7. The� co.1tractors shall despatch rnaterial "FREIGHT PAID" in all cases where their
offer is F.O.R. d!stination. In the event of their failll!e to do so a p?nalty of 5 per cent per �nnum 
will be chirg�d orl th! a110:rnt plid as fre1g11t by th,! Indenting Officer on their behalf. 

8. In c1s� of coJtroUed good� by the Government the rates accepted on the reverse are
SJbje�t to co Hrollid ratl! Md o�h!r co1ditions laid down by the Government and you wlll be paid 
at tn! co.1�ioU�d rates o.- rate offered by you and whichever is lower. 

9. Witho:it p1·ejudice to o�hJr rights of the Controller of Sto:es, or the Indenting OHicet
the contractor shall be liable to pay at the rate of the p�r cent of tbe value of the order by way or 
liqaidated damages which shall be recoverable from any amount due to the contractots whether, 
under this on any other contract of accou.nt. 
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ANNEXURE V 

TELEGRAM 'STORES' 
PHONE NO. 

The Contwl1er of Stores, Punjab. 

-,�-

Datea Chandigarh, the 198 

Dear Sir� . . 
Please refer to your Of(ice No ...... " ..... dated ........... '. .... and supply wtt.hrn ""!" . 

from the date of issue of the order' .the following material by goods/ passenger train 
under the terms and conditions already accepted by you in the tender to the ----. 

2. R.R. may please be sent to the------�-�.- and _the �ill of
cost in triplicate to the · · · under advice to this office for 
necessary· action and payment. 

. Serial Description Quantity Rate F.O.R. Rem�rks 
No.. of Stores 

Yours faithf ulty, 
A��istant J Additional. Controller of Stores, Punjab, 

. for and on 6lha]f .. of Governor of Punj�b� 
En<ist. - No,---· -, dated, Chandigarh, the . 198 
A copy is forwarded to the 

--.,,,,_; __ _ 

for information and necessary action, with reference to andiin continuation �f this Office 
No .. .: dated----�-. 

2. Payme�t may- please be made promptly to the su.ppliers. ·· Assistant/Additional Controller of Stores; Punjab, 
for an_d on behalf of Goyernor of Punjab. 

End st No. - Dated, .Chandigarh I t be 198 
A copy is forwarded . to the,,...,.,._.,�-
2. Payme.nt .may please be road� to tbe suppliers.

. Assistant/Additional Controller of Stores, Punjab . 
for and on. behalf ·of Governor of Punjab. _ · 

Endst No.- . Dated, Chandigarh, the. · 19� . 
A copy is forwarded to the· Statistical Section/Stores Inspection Off icer (G) /E 

for information. · · 
Assistant} Additional Controller of Stores.i Punjab, 

for and on behalf of Governo� of Punjab. 
CONDITIONS ·· 

0 

· 1. A sum of Rs .............. may be deposited t,y·.the �ontractors or aS' ·per cof C 
·d1tron 8 ofthe �onditions to tenders for due falf:ilmenf of the orqet pl�dged in favour . 
of the A�ditional Controller of Stores1 Punjab. This .amount may pe deposited in the State ·
Ba·nk of lndia .or Gover�ment Treasury or Post Office anrl the tleposit. re«ipt, pass book d. 
sent to this office within a w�ek. The security shall . be. liable to forfeitute in t�e event. 
of any breach or ·non-observance of the terms th�reof by the contractors. 

2. The contractors will supply sufficient number· of �ampJes · according to the
approved pattetns a� per conditi�n 4 'of Schedule 'B' of Annexure JI for supply one 
each to the indenting officers and get these approved from this office at 'the first instance 

·W�thin ..................... · .. das�
i from· the date .of. issi�e of this order. . . 

3. The lnspection·of tbe·goods asper condition 8 of Schedule 1B' will be �:rried 
out by the Controller of Stores, Punjab or his nominee or the ·inden.ting officer at Des-
patching Station/at destination. 
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APPENDIX 9 

(Referred to in Nott 3 to P. F.R. 8 .3) 
Miwellaoeous Guidelines relating to Contingent Charges. 

(This Appendix contains thefinancia\ and administrative instructions in resi,tct of certain 
special 1tems of contignent expenditure. Th� instructions are supplementary to the orders 
contained in other connected rules in this Handbook. Any amendments in these iustructiom 
affacting accounts classification will require the concurrence of the Comptroller and Auditor· 
General). 

1. Camp furniture.-The following articles of Camp fllrniturc may be purchased at public
expense £or furnishing tents supplied by Government for use on tours provided budget provision 
exists and the cost is reasonable:-

(l) Pa\ang and newar for it.

(2) Bellows.

(3) Looking glasses.

(4) Lamps.

(5) Table cloths.

(6) Cbarpais.

(7) Commodes

(8) Lanterns.

(9) Camp tables.

(10) Camp Chairs,

(11) Bath tubs.

(12) Travelling box for stores.

(13) Oamp beds.

(14) Boxes for· crockery sets,

(l� Camp boies. 

V6} Kachawas. 

(17) Steel trunk for office records.

{18) Durries. 

(19) TiJne.pieces.

{Xt) Chicks. 

(21) Stovca.



APP!NDIX-9 

2, Gl�sificatlon of .certain charges

(•) Diet and ttuelllng expenses of witnesses. 

Die� and travelling expenses {l) of wit11,ss:s called for attending ind�ntification parades 
during poli�e investigation , (2) of witnesses who go to another district or to the jurisdiction of 
another police station for t�e p:irpose of recovery of stolen property or the identification of accused 
�ersons and have to undertake long journeys either by rail or by road; and (3) of witnesses who 
accompany a dead body to identify it before a medical officer, when disbursed by Police Officers 
to t11ie tWtual payee� .should be debited to Police gr�nt and when disbursed by magistratest to 

0214-Administration of Jus·rice'1. Feeding charges of cattle in connection with Police oases 
should also be similarly classified. 

(b) Distribution charges,

(i) Charges incurred on packing, p:>stage; etc. by Superintendent, Government Printing
and St�rioncry, :Bombay , in the distribution. of the publications and miscellaneous stores received 
by him from the Director·General, India Stores Department; London 1 and passed on to Punjab 
should be debited to the contHtgeneies of the Officers or Departments concerned. 

(ii) Incidental charges incurred by th� Superintendent, Government Printing and Stationery,
Bombay, in the distribution of t� publications of the Oovernm-ent of United States of Am�rica 
received through the Smithsonian Institute w1U be met out of the contingencies of the Offtces or 
Departments- con�ned, 

(c) Re.eovtries for private telepbooe trunk calls;

Recoveries for private telephone trunk calls should be credited under the service head to 
which the offic� contingent bill is charged by deduction of expenditure. 

( d) Repair charge& of typeiritert�

Repair charges should be debited to "Contract Contingencies" of the office con�rned as 
no detail of such charges is necessary in audit and the amount is admitted on the cettificate of 
the drawing offietrs. If, however, no contract grant has been fixed for any office such charges 
should be booked under "Other Contingencies". 

(e) Hiring of typewriter$.

Charges for the hiring of typerwriters should be claMified under 00ther Contingencies" as 
such chilrges art audited against sanctions of the Depi\rtment of Finance if a_nd when the period 
of biting excteds two months. 

1 

3. Co11tmissiQn to Banks.-Commission to Banks for the remittance of funds is ordinarily
inadmissible. Jo very special cases, as for instance, on Famine Relief Works. such charges may be
allowed only under special orders of competent authority which, before sanctioning such charges, 
will satisfy itself by ref (rettce to the C11rrency Offie(r that no more tconomical arrangements can 
be ma. de, and that the parrlculat method proposed is otherwise free from objection. 

Q 
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4. Compensation to owners of animals destroyed urrde, the (JTanders and Farry Act.
Compensation on the follO"wing scale may be allowed in the case of animals destroyed on account 
of glanders ;-

(1) When clinical symptoms are shown, 1/4th of the value subject � a maximum of
Rs. 90 for each horse or mule and of Rs. 20 for .each donkey. 

(2) When clinical symptoms are not shown but when there is reaction to the malleil\ test, 
1/2 of the value, subject to a maximum of Rs. 50 for each horse or mute ; and 
Rs. 10 per each donkey. The value of the animals should be tegarded M the 
price which would .have been paid for it immediately after it �as certifie.d to be 
diseased. The veterinary practitioner or�ering destruction should award 
compensation in acoordance with the above scale and his orders should be 
considered final. 

(3) In non-clinical cases of glanders and in all lymphangitis epizoatica cases compensation
for destruction will· be half of the value subject to a maximum of Rs. 135 for 
horses and mul.es and Rs. 35 for a donkey. 

5. Construction· and Repairs-See Chapter XVI of P.F.)!.. Vol. I.

6. Conveyance hire to non-gazetted or Class JV Government employees-See note
bel.ow Rule 2.50 of the Punjab Civil Services Rules, Volume IIl·T.A. Rules. 

7. Supply of copies of Judgements to. Heads of Departments.-Copies of judgements or
orders convicting, acquitting or dischar�ng Government employees of criminal offences as 
well as English translations of vernacular judgements in such cases .should be sqpplied to Heads 
of the Departments free of charge . 

. I, Counsel fee.sin cases affecting official charactor of public employees.-See. paragraphs 
12.1, 19.5 and 19.7 of the Punjab Law Department Manual. 

9. Carriage of Dale. (l) It is irregular to send dale regularly through an agency other
than the post offict. Tllere is, however,. no objection to (i) sending of indivjdual urgent 
commun.ications from one place to another by special messenger, and (ii) sending letters by 
from one peons office to another in the same station. 

(2) When office dak is sent through a peon or messenger inst.ead of by post, all charges 
on account of this should be charged to the contract contingent grant of the office concerned. 

(3) Where office dale is carried by a· special messenger1 transmi&sion of summons and
letters addressed to various persons for delivery in bag containing office files is inadmissible. 

10. Decoration of Government Buildings, etc.-Expenditure incurred from State revenues
011 the decoration of Govl!rmnent bu1ldings, etc., on �remonial occasions and the liket as for 
instance, on the visit of a distinguishecl personage, may be charged to the contingent grant of the 
officer incurring it. 
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11, Dcstru<"tiuu of rats . ..:.. The expenditure connected with the destruction of rats is ·an 
- appropriate charge against t�e funds of lo�al bodies concerned.

12. Destruction of wild animals.-( a) The following scale of rewards is sanctioned for
the. destruction of wild beasts :-

Rs. P. 

Tigers, male or female 15·00 

Leopards, full grown, whether male or female 8·00 

Cubs of above 3·00 

Wolves, full grown, whether male or female 5·00 

Cubs of wolves of all age!-. J ·50 

l n any case in w.hich a11.1 one person or any one band of persons such as a particular party 
of family of Sansis,· etc. piove particularly active in destroying the wild beasts above-mentioned, 
a reward of R�. 50 may be granted as an encouragement. The- reason and nature of this special

reward should be fully explained and made known in all districts. It must be clearly understood 
that only one special grant of Rs. 50 will be 'sanctioned in each division annually. 

(b) Rewards for the destruction of wild beasts should only be disbursed at the Headquarters
of each·dlstrict upon production of the skins and heads or skulls before the Deputy Coromisssionet 
himself: or some responsible Government employee appointed by the Deputy Commissioner in 
that behalf; The skins as well as th� heads of the animals must be destroyed in the presence of the 
inspecting Government employee who should certify to this effect, previous to the reward be.ing 
given. �ills in which such charges are drawn must be supported by the certificates above 
ref erred to. 

/ 
(c) a�wards for the destruction of snakes should be paid from District or Minicipal Funds

according as the snake is killed within or without Mu nicipal limits. 

'13. Electrical Installatiom.-See sanitary, water supply and electrical installations . 

. 14. Fretghtand Demurragecltarges.-The sanction of competent authorlty for the pur· 
· chase of any a·rtlcle carrles wlth it sanction for (ncurrlng the necessary freight charges also� 
proy(d� .. that the·cost of the artlde including freight ls wit hln the sanction Ing power of the �u
thotlty .t�at sanctions the purchase. 

Charges for Demurrage should not be ordf narUy arfse. If in an y  case the head of depart� 
ment ls satisfied that the amount payable ls unavo1dab1e, he may sanction payment up  to 
Rs. ·500 In each case. 

15. Fixtures and furnitures.-Every new bullqfng con'structea by the Department of.
PubUc Works fs (If estimated for) provided by that department wfth fixture, lncludfni, when 
necessary, record raclc�, shelves, f atis or pun le has, etc�., but the repairs of these fixtures, ex�pt f n 
.the general repair of the bulldfng, are not �harJ.eable to the public woris grant. Consequently 

. .. 

... 
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such special repairs, together with the purchase and repat r of furnfture not comprehended In the 
precedlngs fixtures, should be paid for by the department concerned, and be charged ln tht eontlri .. 
gent blll. The rcpatr of furniture where supplied by the Department ef Publlc Works for new 
office bulldtng5 under the orders of the competent authority will be suntlar)y charged. See :atso. 

1 paragraphs 3.4 and 3.5 of the Punjab Publlc Works Department Code. 
16. Free D1strthutton of Qumlne.-Commlssloners of DlvMons mar sanctlon the pur ..

chase of quinine for free dlstrlbutlon to a II settlement establlshments employed from tlme to 
tJme. 

17. Hot and Cold Weatlter Charges.-Hot weather establlslunent and fittings are a Go ..
vernment Charge, subject to the provlsions of Rules 8.3 and 8.4 on the conditions that the rates 
pald to the establishment do not exceed the rate sanctioned by the competent authority., 

18. Use of Khas Tatties.-The use of Khas tatties is ordlnarily not allowed In Govern·
ment off Ices where electric fans arc supplled. But thls restrlctlon does not apply to the use of 
thermantidotes in them. 

Note.-Rai!way fare co Punkh� Coolies on toar may be admitted as p1rt of hot ani C)H waJ;her 
charges. 

19. Jail Supplies and Po/;ce Clothmg.-Chargcs for suppllesto Jails and Pollce Clothing
charges are regulated by the rules for e-0ndngent expendlture, but should not be mlxed up In tJie 
same bills with the ordinary offlce and other contingencies of the$e departments. 

20. Locks.-{a) Asa general ru.le, locally manufactured loclcs shallbe used. Otders for
the supply of such locks should be placed direct wlth the contractors appointed by the State 
Stores Purchase Department from tlme to time. The Stores Purchase Officer, Punjab, supplles 
regularly a copy of the rate contract for locls of Indian manufacture. 

(b) In exceptional caseswhereltls found nectssaryto�urchase anlmported lock through
the Ind la Store Department, 1-0ndon, the reason why an imr11fttcd loci (s considered necessary 
should be stated in the indent. The tnoent in such cases shoulu .�1e �nt through the State Stores
Purchase Department. 

21. Motor Cars.-C�arges for the maintenance and upkeep of a car supplied to a Govern·
ment employee, other t han the Governor ,at the publlc expense, will be borne by the Government 
and by the Gover nment employee respectively, ln the manner indicated below; the general 
principle belni th.at the Go�ernment employee using the car shall bear those ofits runn(ng ex· 
penses which. rt largely dep�ndent as regards amount on carefulness of management and wblc h 
affect thecuntlnuea efficH11cyofthe cars:-

(i) The Government employee uslng the car shall pay the cost of petrol, tyre, renewals,
minor repairs .ind renewals, lubricants ·and illumlnants; as well' as all occasional
storage charges, insurance charges, If any, and all petty ch�rgcs iltcurred other�
wise thaI\ at the periodical over·haullng and annual varnishing of the car :

Note.-Minor repairs and renewals aretbosowhkh·cost lesstbmtRs. 50oracenot,onn��."!thtl!c 
p�bed periodical overhauling : Provi<ltd that if a new compcnent caslin& more than Rs. 15 is ustd � 
conoect,on with a minor repair of renewal, tbe Gover�t employee shall oe entitled to charge to Oovcpimcnt 
its act\Jll i;ost, but not any workshop chtlios on a�cunt of .� examination d dcf«-tiYe car and the 
sottios up Jf the now part. 
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(II) All other charges shall be paid by Oovernmtnt lncludfng wages of chauffeur and
cltanet, the cost of uniform of the chauffeur and all charges lncurred (n connec·
tlon with the annual varnlshlng and the perlodlcal over-hauling. 

2. As Government conducts Its own Insurance, motor cars and lorries which are the
property of Government shoulo not be ln:sured with pl'lvate. companies. These orders do not, 
however; apply to the motor cars provided for the Governor. 

22. Pauper Suit.r.-COmmlsslon at the rate of two per cent pald to Nazlrs on Statnp
Revenue realised In pauper suits, and all other charges Incurred by Government ln connection 
wlth pauper suits should be drawn on a separate bill and treated as Class C-Audltcd 
Cont in gen cf es. 

23. Pay, etc. of nd,stitutel appointed in place of policemen deputed to fatrs,..-See Police
lutes· 

24. Photographs of retiring Government employees and framtng thereof.-The expendl·
ture of public money on photographs and framing thereof of retlrlng Government employees 
$hould be closely restrlcted. Tbepdnclple for such expenditure should be that where such a 
collect{on has been ma(ntalned over a nnmber of years which maKes It of Interest It may b� con ti· 
nued but the practlce may not be extended to other offl.ces,. where 1t does not exls�. 

The practice of havlng a gallery of photographs of retired Government employees ex!sts 
In the folloWlng offices :-

(1) Chief Engineer, Bulldlngs and Roads Btanch.

(2) Chief Englneer, Irrlgatlon Branch.

· (3) High Court, Punjab.

(4) Plnancfal CommJssloners, Punjab.

(S} Director, Htalth and Family Welfare.

(6) Iilspector .. General of Prisons .

. (7) Director of Public: l�structlon.

(8) Clv11 Sccretadat,. Punjab.

(9) Secretary to the Governor.

The prt!K'D�atlon of coples of photogr•phs to retiring Government employees at public 
elpense fs ordi'1rlly Inadmissible. 

2S. Police· Clothtng.-8ee Jail Supplies and Poff� Clothlng. 

26. Polict RIIJ/way Wartants.-Sce Public PoJke Rules.

27. · Warranti mtd Crtdu Note System. -(a) It has been decided by the Government of
lndl 1 (Ral1Wly Board )10 adopttbe procedure oflevy(ng the charge of Rs 16 per bu ndred warrants 
OD a proportionate basis on the actual numbct of warrants and cred[t notes Issued ln a month 
for a particular rall�•Y, fractions of an Five Pdis: in the total of., each month should ht 
tounded oft' to the nc•reft Ten Pa ise. 

• 

.. 
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(b) The following ?.re the departments of the Punjab Government in which use of
wurants and credit notes Is permltte< C and· the Heads of Departments to whom bills tor 
ccmmisslon charges relating to the various departments should be sent:-- · 

1. 313-Forests . . . Ch'ef.Conservator of Forests, Punjab 

2. Departments of Public Works-

(i) Irrigatlon Chief Englneer, Irtlgatlon Branch

(Ii) Buildings and Roads . . Chief Engineer, Buildings and Roads Brwll

3. 252-Secretar[at-General Servlces-

(i) Staff and Hou sehold of . . Secretary to the Governor
the Governor 

(Ii) Civil Secretarlat . . Chlef Secretary to Government, Punjab 

(iii) Flnancial Commissioners Financia l Commissioners, Punjab

4. 256-Jalls

5. 255-Poll�

6. 305-Agrlculture

. . Inspector-General of Prisons, Punjab· 

Inspector-General of Poree, Punjab 

. . D:rector of Agriculture, Punjab 

28. (1) Post-mortem examinatzon charges.-The rates noted below are sanctlo� for
certaln members of establlsbments of PoHc,e hosp:tals and other hospitals for asslstlng post· 
mortem examlnatlon :-

Dispensers 

Bhisti 

Sweeper 

. . 50 palse for each case. 

. . 25 palse for each case. 

.. · 25 paise for each case. 

The above allowance should bedeblte1 to ''Other Allowancesand Honorarla" under the 
major head "280-Medic�l". 

(2) In cases in whl en the Medi cal Offi�rs of a Rall way are called to perform post -mortem
,examlnatlon ofbodles f�und ln or removed from the railway prem\ ses �r trains, the Railway 
may clalm feesfor them fromtheCiv'l Department on thescale lndicated below and pay-to tho 

. ' 

officers concerned :-

Medlcal Officers with European quaHficatlons 

Medical Officers with I�dian quaHir.atlons 

- Rs.

16 for each

. . 4 for e1ch 

An allowanee ofRs2 may be pald to the Mllltary Hospital Assistant of Iullundur; foreacb 
occasion on which he be required to asslst the Staff Surgeon ln hf s capacity as Clvll Surpon in 
performing post-mortem examinations. 
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(1) fapencHturc In c1,1111ce!l<,n with th�· mctllC(l-lcgal work done by Medical Otftrers In
char�e 1,f Dlstrkl noard rural <ll�pensarles on hcha1f of Gowrnmcnt shnuld he dchltcd to 
(he head "280-lvkdlcal''. 

29. Postal and Tdcgram Charg<'S.-(�P<,stal (/u,rga.-(a) Payments for pl)lilal com
mission 011 money orders and value-payahle par eels can he passed as ord I nary ,ontl !lgent charges, 
unless, In any case, the Accou ntant-Genc1 al considers lll'lecess�, y to require the sanction ofthe 
Government. 

(h) No charges shall be entered II\ any contingent bill for any 1w·,1agc s_tamps. other
than service postage stamps, except lnthecaseofpostag�stamps rcquln·d forkttcrsoroll1�r 
a,tlcles to he sent to forelpn countries other than British ptssfsslons. Rcccip1� from the T rea�ury 
Offi�, wl II not be necessary for the servl ce postage stamps suppli�d u11<lcr tltr pro�d urc lal<l down 
In Rule 8.18. A proper receipt In machlne-nunibcrc<l Fllrm P.T.R.-16 sho11 ld 1 however, always 
be obtained from the Treasury for the service postage stamps which arc 1)urcha�eu. 

Note.r,-C\,ntmunications from Gcwcrnincnt cmp.loycc� rl't?anllng 111('11' lcavr, pay, tra11�for, lcav.e·
Sfllary ,inC01)1C*tax .fund subscrip11011 amtothcr anulogvus mailers arc prival� ttnd not t1ffi1;ial 11nd m,,y not, 1hcrcf11rc,

be sent at the p�hlic expense.

(c) Whenever the cost of an establishment is divided bdwecn two head�. lhc charges
for service �ostage stamps shall be dividcJ in the same proportion. 

II-Telegram Charj!rs.-(a) ln the absence of any spcda! order hl the contrary, service
postage stamps only should he used in payment of lclegrams despatched on public service 
whether sent from GoYer ,1ment or Railwny Tckgraph offacs. 

Nate-Telegrarh offim are required lo show inn reccirt for a State tclcg, am the amount paid for it in 
scrvrce stamps, and also to wri'c prom1nen1 Jy on the rec�ipt word ''State·' 

(b) If any Government employee is compelled to send a telegram al a time\\ hen he is
temporarily without service stumps, he sh0uld pay for it in l'ash. and rhe rcccipl granted lo t1im 
will state the value of the telegram, hot ,viii' not hear (1n it the word "Stale". The value of such 
telegrams! as are paid for in cash, may subsequently he drawn in a contingent hill. a �crtificatc 
signed hy the head of the office that the telegram was sent on State Service, and that c:1sh payment 
was unavoidable, being attached to \he sub-voucher concerned·. 

(c) State messengers may be'classed as ''express" 'or ''ordinary', al the discretion of the
sender, a.nd the following general principles are prescribed for the guidance of Government 
employees. who shoul� also bear in mind the 11ecessity for keeping expenditure as low as 
poss1hle:-

(1) A telegran should not be sent where a, letter would serve the same purpose equally
well.

(2) St�te telegrams should, as a rule1 be sent ·in the ''ordinary" class.

(3) . Me�ges should be classed as ''express'' only-

{a) in cases of great emergency ; 'and

... 
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(b) 111 cases where the despatching Government emp,loyee knows that the line i� 
blocled and cmbidcr:i his mc,sagi.: sufficiently important to take precedence 
of ordinaty traffic. 

(4) Stak telegrams should, except whe11 �xtreme precision is important, b� expressed
in as few words as possible ; and more auxiliary or <:onncctive words which
can obviou�ly be filled in. by the rcceivet should be omitted. 

(d) Books of telegram forms required for official use may be obtained on paymeni from
any Principal Telegraphs Office. 

(e) If a Governmenl employee asks for repdition of a klegram recciwd by him in his
official capacity, he shall not be required to pay any transmissioi1 charge in th� fir t insta�ce: 
If, however, the repetition rtveals nv error on the part of the tdegraph service, tht' nec.essary 
charge will be re,overed. 

(f) Foreign State telegrams can be issued only by Government employees who. have
been specially authorised to do so. A list of such Government employees is given in the lndian 
Telegraph Guide. 

If a Government employee not entitled to send a Foreign State teiegram finds it necessary 
in the interest of the public sen�ce to do, he shOuld send the message through some higher authori
ty empowered to issue suc:h telegrams. 

Ill. Commission on value payable parcels or money orders:-(a) The santtion of a 
competent authority for the purchase of an article carries with it the sanction for incurring 
necessary charges for postal commission on value payable parcels when the article has 
necessarily to be brought by vali1e payable parcel, provided that the cost of tile article including 
the postal commission is within the s�nctioning. power of the authorities that sanctio� the 
purchase. 

(b) The charges for remittance of money by postal money order in payment of Govern
ment dues, should ordinarily bP; borne by the payee and not by Government. Cases· in which, 
ar,d the conditions under which, the cost of such remittances may oo borne by Government 
ate specified below:-

Note. -Th.e rcmi ttance of revenues collected at outlying staiions to the treasury rnay. if neces�ary, be I,Uade at
Government erpense. ' 

(i) Remittance of pay allow:me,s, etc.

(c) Pay, travelling and other allowances and contingent charges of &ubordinate
Government employees employed in outlying stations may be permitted· ·by tttoney 9r�r at 
Government expense, when the stations are at a dist�nce of more than 8 k.m. from the 
nearest treasury or from the remitting office at whic_h such charges ate drawn� provided 

. 
. 

that the money order commission sboula not amount t9 more than the travelling allo"'aace 
payable, if a messenger was sent to encasb the bill, cash order or Government draft, as the case · 
may be. 

Note.-In s�ial circomstances, e.g., when � suit�ble messenger is not available or 'th� i.ourney is riskr, 
etc. the head of a department may permit such renuttance even thoua4 the money or�r comm1ss.on exceeds the 
travdlina allowance that might be payable had a messenger been employed. 
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(ii) R.emitta11ces of Scholarships
I 

(q), The remittance at Government expense of, scholarships will require the sanction. 
of the Local Administration concerned. 

(iii) Remittance$ of moneysi due to contractors, suppliers etc.

(e) Charges for remittance by postal money order of moneys due to contradors or
suppliers, etc.1 should not ordinarily arise. When, however, the remittance by morrey order is 
unavoidable and is considered necessary in the interest of the pubLic service. 

30. .Printing and Binding.-Detailed rules on the subject arc co·ntain d in the
P�njab Printing and Stationery Manual. 

3J. Publications--!- Official-(a) Purcha�e of Publications in the United Kingdom.-Tbe 

following arrangement has been introduced for the purchase of books, etc., published in 

. Europe:-
(1) Disbursing Officers are authorised to indent direct on the High Commissioner

for India for any b9oks, etc., published in Europe which they require.
The High Commissioner will be able to purchase at pubJisher's (whole·sale) 
prices plus a commission at the rate of 7i per cent. Publications1 orders for 
which are receiv�d by one mail, will be despatched by the High Commissioner 

f by the following mail. 

(2) The ijstem is voluntary and disbursing officers may purchase publ\cat!ons direc�y
either in England orin India. It may ! however, be pointed out that on no other
system will it be possible to purchase books at rates as favourable as those 
offered.in sub-clause (1) above. In the case ofmany books the saving will amount 
to about 20 per cent on the retail prices charged by a bookseller in England, 
and a much larger saving will be effected on the prices generally current in 
India. 

Further, if the system in sub·dause (1) above is extensively followed, it may be possible 
for the High Commissioner to obtain even more favourable rates. 

(3) In submitting indents to the High Commissioner, disbursing officers should use
the prescribed form. The form should be sent in duplicate and the head of
aCCQunt to which the cost will ultimately be debited should be clearly stated in 
the appropriate place. The cost of purchases made., including packing and 
pQs�ge or freight, will be reported quarterly by the High Commissioner to the 
Accountant-General, Punjab, who will debit the contingent grants of the Indent· 
ing Officers with the value of their purcha$,es. 



' O 

... 
J 

APPENDlX-9 93 

(4) This system does not apply to offidal publications of ihe Government of U.K.
and such publications if ordered through the High Commissioner, should not be
entered on the form prescribed for this scheme;

(b) Supply of copies of priced official pub! ications of the Centml Government to State
Government;-The Central Government have prescribed the following procedure in the case of 
all their priced publications :-

(1) Except in the case of reports, etc., circulated to the State Government for opinion
by Administrative Departments of the C.entral Government publications of the
Central Government will be issued to the State Government on payment only. 

(2) Subject to the exception referred to above, no Department of the Central Govern·
ment is authorised to send publication to the State Government except on
requisition through the Central Publication Branch. 

(3) Publications will be issued to the State Government at a discount of 25 per .cent
below the usual sale price.

(4) A debit will be raised against the State Government at the time of issue and will
be finally adjusted by book debit at the end of the financial year.

(5) Publications required by the State Government as agent for the administration
of Central Subjects will be indented for through the Administrative Department
of the Central Government which will forward the requisition to the Central 
Publication Branch for compliance. Such issues will not be debited against 
the State Government. 

(6) Subject to the exception referred to in the preceding clarlies, all requisitions for
Central Government publications shall be made to the Central Publication Branch,
subject to such restrictions ag. may be imposed by the State Government. 

I n 

(7) Central Government publications indented for by the State Government may,
if unused and in good condition, be returned to the Central Publication Branch
which will give credit for their value. 

(c) Requisitions for Central Government. publications.-The requisitions referred to in sube
clause (6) of clause (b) above should be addressed to the Manager, Government of India, 
Centra! Publication Branch; 8, Hastings Street, Calcutta> but in order to enable Government to 
determme whether any restriction in· the number of recurring publications is necessary, new 
requisitions for the supply of such publications which it is considered desirable to continue 
are r�uired to be forwarded by Government employees through the Government with a view to 
communicating instructions restricting issues to the Central Publication Branch. 

( d) Government employees authorised to purchase pub! ications on· a commission basis ...... 
The Government employees named below are authorised to purchase non-recurring puhli�
noDS" of the Central Government for official us,e on a commission of 25 per cent where allowed. 

•I 
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Payment for all such publications will be made by book adjustment by debit to the head "268-
Miscellaneoos General Services-Other expenditare�7-Books and Periodicals" ;-

Chief Secretary. 

Chief Engineer, P.W.D., Buildings and Roads Branch. 

Chief Engineer, P.W.D., Jrrigation Branch. 

R�gistrar; High Court 

Secretary to the Financial Conuni��ioners .. 

Director of L1nd Records, Insp�ctor·General of Registration and Re�stnir-General 
of Births, Deaths and Marriages. 

Director of Agriculture; 

Director of Public Instruction. 

Inspector-General of Police. 

Inspector-General of Prisons. 

Director, Health an� Family Welfare. 

�gal Remembrancer. 

Chief Conservator of Forests. 

Curator, Central Museum. 

Controller of Printing and Stationery. 

Registrar, Co-operative Societies. 

Director of Industries. 

S&cretary to the Governor. 

Seeretary1 Punjab Yidbaq Sabba. 

All Commissioners. 

All Deputy Commissioners. 

All District an� Sessions Judges. 

Welfare Officer. 

Direct.QrJ Public Relations. 

President, Sikh · Gurdwara Tribunal. 

(e) Supply of priced official publications of o,ther State Gov.em,,;ents,-ln comm9n
with the·Central Government, Governments of Tamil Nadu, Bombay, West Benpl, Uttar 

' 
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Ptddesh, Bihar, Ori!lsa, Assam and the Madhya Pradesh have decided to discontinue the free 
d1s1ribution of 1h�ir pri�eJ offkial publication{). Any such publications required by Government 
tmploy«>s of the Punjab Government must be obtained on requi,'iition frl)(l1 the Sl)Ur(es indica
h:d beluw on payment of the sale prn.:�. A discount of 25 per cent of the sale price will be 
ullowed in th� case of publications or all Government� except the Uttar Pradcijh and Tamil Nadu. 

Payment for sm:h puhh1:ations \\ ill not he made in l'ash, except i11 the case of publications 
of the Tamil Nadu G11vernment but by book adjustment through the Accountant- General's 
exchange ac�ount with the State l'Om.:erncd by d�bit lo tht head "26�-Miscellaneous-General 
s�rvil'es-Other ExpenJiturc:-7-Books and Periodicals". Paym¢nt for publications of 
the Tamil Nadu Government will be maue in cash. 

For Pub/ icalions of 1he 
Government of 

From 

l. Tamil Nadu . . Superintend(nt, Government Press, Tamil Nadu. 

2. Mahata�htra . . Superintendent, Government Printing and Stationery. 
Pune. 

3. Ullar Pradesh . . Supcrint�nJcnt, Goveri1ment Press, Allahabad. 

4 Bihar . . Superintendent, Government Printing, Bihar, Patna. 

5. W�st B!llj.11 O ll::1··in-Cl\arg�, w�sc Bengal Secretariat Book Depot. 
Calcutta. 

6. Assam

7. Madhya Pradosh

. . O ll::r-i11,C1nrge, A�slm Secretariat Book D�pot, Shillong. 

. . Sup:rintendtnr, Oovi:rnm�nt Printing, Madhya Pradesh. 

8. Oris�a . . Pr�ss Ollktr. 0Mernment Press, Orissa, Cuctaok. 

lf) Supply ,f P111u,1b <Jo11t!mme111 Publica1iur1s to Ceiltral GoverMtent and othet

St<'lr ·aovernmt1ms.-Pfic�tl oi...:ial pJblications of the Punjab Gov�rnment required by Depart· 
mdnts and Government employees of the Central Government and other State Governments 
will be obtained from the Controller, Printing and Stationery, Punjab. 

(g) Supply of Survey of India ttlaps.-These rules do not apply to maps supplied by rhe
Survey Department for which there is a set or rule issued by the Sllrvcyor-Gcncral which is 
publi1� at page, 964 and. 965 of Part [[ of Va:ette of India, .dated 6th September, 1901. 

Indents for these maps shoald after counteriignaturc by the Heads of the Department• 
oo�rned, be aent to the Maps Record a�d ["ue Office, Survey oflndia, Calcutta, direct and the 
coat of the map1 should be charged to contingent grant& of Indenting Officers. 

II. Non·offici4l.-(a) Boob and. newspapers or other periodical p1:1blication s whether
pu.bliah.ed in or out of lndiuhall not bepurchased, or1uwcribedfor1 at the public expense by any 
Go'lcr.lllllcnt employee without the previou, sanction of the competent authority. 
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(b) The Government, all beads of Departments and all Government employees to whom the
power to parchiUe books and newsp1perg or other p:.iblications has been delegated shoutd make 
their o·.vn arrangem�nts direct with agents or ptlblishers for the supply of such news paperc, 
periodicals and books as may be required for their use and for the \Ue of Government employees 
s�bo:dinate fo them. The purchase of publications published in Eutope should, however, be 
made through the High Commissioner for India as far as possible ; as this will lead (o 
substantial economy. 

( c) Payments for all purchases ordered through the High Commissioner will be made by
nim and the charges passed on to India for adjustment. Payment$ to be made in the United 
K.inedom fo( plblications parchased direct from suppliers out of [ndia �hould be arranged through 
the High Com nissioner. Payments for direct purchases made elsewhere than in the United 
Kingdom nny, however, be made direct to the suppliers by the purchasing Government ·employees. 

32. Rem.-{a) The rent of any private land or building occupied for public purposes
should be paid by the office or department �upying it, and recorded in the accounts as a charge 
of th1t office or department. The first charge in every year made in any contingent bill for 
the rent of a private building should be supported by a certificate from the Executive Engineer 
cot1�rned that a suitable building belonging to Government is not available for the purpose 
for which the building ia required, and that the rental charge, namely, Rs. ts 
reasonable. 

(b) This !ule do?s not authorise p1yments or adjustments beb.vecn departments.

(c) The rent of buildings hired for residentlal purpos� is paid from the minor head
"&epairs" under the major head "259-Public Works". The hiring of buildings for residential 
aocommoiation requires the previous approval of Government and the consent of the Depart
ment of Finance which must be applied for by the Heads of Departments concerned duly 
supported by a certificate from the Divisional Officer of the Department of Public Works that 
the rent is reasonable and no suitable Government accommodation is available. 

In the case of such buildings the lease is to be executed by the Department of Public Works 
and the formalities laid down in paragraph 10.44 of the Department <.'f Public Works Buildings 
and Roads Branch, Manual of Orders, regarding the recovery of rent, are to be observed. 

. Nott. -�he co�scnt of tb.e pepartmc�t of .Finance may � presumed in cases, in which it is propo.se<f to 
extend .the per.tod of hm, of a bu11d1ng for res1denual purposes, originally agreed to bY. the �partment of Fmancc 
provided there is no change in th� matter of the rent or of any other condition of hire. Q 

(d) In. the c1se of buildings which have been hired as offices, any subletiog requires the
apptoval of Government and consent of the Department of Finance. The rent of such buildings , 
shoald be debited to the contingent grant of the Government employees concerned and any 
recovery of rent for portions sublet should be made by the head of office and credited to the 
Revenue head of the Department and not to the Public Works Department Revenue head. Lease 
of b1ildings hired as offices shoHld be the conccru of the Department and the Department of 
Public Works should only be concerned with-

(i) giving a non-accommodation certifi�at� ;
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(ii) certifying that the rent of the building is.reasonable ; and

97 

(iii) when a part is sublet, assessing the correct rent of the part sublet.

· Note-The consent of the Department of Finance may be persumed in case in which it ii proposed to extend
the period of sublcting of buildings hired as offices, oriainally agreed to by the Department of Fina� pro\lidcd 
there is no change in the matter of the aPPortionrnent of the rent of the buildin& in re,ard to residential 
and office portions, or its occupants. 

(e) The responsibility for the recovery of rents from Oovernm�nt employees in civil
employ occupying public buildings ordinarily rests with the P.W.D. but in exceptional cases, 
where the cost of. buildings has been treated as a Civil charge, the Acco1ntant.Oeneral must 
take the �ssary steps to see that the Executive Engineer of the division cone(rned is fu.rnisbed 
with the necessary particulars. 

Note t .-A Government employee permitting occup1tion of a O .lVernment or lea�ed building 
by any private person or local bady should at once inform the auth)rity in_charge of the building of such 
occupation. The authority icbari( will be the Bxecutive Engineer concerned in the case of buildin&s 
in cbarieof the Department of Public Works, Buildings and R'Jads Branch and the head of the department 
coneemed in the case of buildings rented as cffices. 

Note 1.� The �rtific3te required form divisional o!fi�rs a� to the nmonableness of rent referred 
to in sub-paragrat>'.1s(c) and (d) above will not be �ssary in cases where the rent involved in leis 
that\ Rs. SO p1..r m�nsem. A cortificate will, howtver, be necessary from sub-divisional offic,ors as to tbo 
reasonableness of rent in cases where the rent involved is less than Rs. SO. and not less than R�. 20 
per menscm. No oercificate will be neceisaey in cases where the rent involvQd is loss than &s. 20 
per mcnsem, 

l3. Repai,1.-See Construction and Repairs, 

34' Rewards to Po/ice and tn/ornters, etc-..SeJ Punjab Police Rules, 

JS. Rubber Starnps.-See Stationety and Printing Stores. 

�6. Sanitary, Water-supply and Electrical lnstallations{a) AU works and repairs 1n 
cdMe;tion with sanitary, water-supply and electrical installations to Government buildings should 
be carried out by, or through the agency of th� P.W.0. execpt in special cases under the orders 
of Government. (See also Rule 5 · 15 of Punjab Civil Services Rules, Volume I, Part n.

(b) Th! classification or expenditure connected with water-supply, sanltary and clectrt·
cal installations in Government buildings or with repairs to such installations will be made under 
the following rules:-

(i) Where the buildings are under the admirustrative control of the P.\V.D. the expendi.
ture should be debited to the grant of that Department, provided that if it 
does not exceed Rs. 2,500 or any higher limit fixed in the this connection by 
the competent authority, it may be debited as cootinaent e1penditurc of the 
Civil Department carrying out the work. 

).__ ______ _ 
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. (ii) Where the biildfog is under the administrative control of the department which 
occupies rt, the e�penditure' should he debited to the grant of the department 
concerned undef the minor head "works'\ 

N,ite I ,-Tne term ' 1Slectric.1I [11stallatiom" inchtd� bells a11d similar installatloJ\s only when they 
form part of the main installation, i.e., if they are worked through transformer orla,nps of a lightina 
circuit, but not when they derive energy from small primary ba!lertes. 

Note 2.-The proviso in illause (i} is not applicable unle�� in any case a definite assignment has 
Ileen made of petty Wt>rks of sanitary and electrical installations, uml�r the administrative control of the 
Dep"rtment of Public Works. 

37. Scales (Ca:ntry).-Co·intry scales requird for weighing letters, etc. may be obtained
fro.n tll! Po;tal Wo.-k�1':IJ1 Alig1rh, th! ch1rge h·:ing drawn as contingencies; 

Jt Secret Service E�pmdit.ure-<I) Th: statem!nt given beolw shows the item� whicn 
ar�. chtH:d as se�1et S·!rvice up�nditure. No addition can be made to this statement without the 
co11s�nt of th� D�p1rtment of Finance. 

Statement of items classed as SeaeJ Service Expenditurt 

Officers who will Controlling Officer 
certify the 
expenditure 

Major head of 
account 

Nature of expenditure 

---------·-------------�------'-----

j 2 3 

excise atid Taxation Excise and Taxation 239-State Excise 
Commissioner Commissioner 

Ditto Collector Ditto 

( nspector·General Superintendent of Police 256-Police
of Police. 

Ditto Deputy I i1spector. Ditto 
Gentral, Criminal 
Investigatton Department 

Ditto Assistant Inspector- Ditto 
General, Government 
Railway Police 

f>irel:tor, Public Dim:tor, Public 272�Education 
(mtrudion lnstructfon 

Chief s�cretary Director, Public 285-[nformation 
Relations and Publi.city 

�ewards for Excise 
Bureau 

·'

District Excise Rewards. 

Police ,.ewards. 

Rewards for assistance to 
Criminal lnvestiga-
tion Department 

Police teward'S 

Printing of question 
papers for Departmental 
Examinations 

Purchase of non-service 
postc\ge stamps and 

expenditure in 
connection With the 
compensauon of 
ijrticles for the Press, 
etc. up to a maximum 
limit of fts, 100 

� 
' 

(.· 
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Otficers who will 
certify the 
expenditure 

Controlling Officer Major head of Nature of expenditure 
account 

�-------���--..-.--�----�-----

2 3 4 
. 

_______ ___ . ______ ,...,._.,..__.5- --..... .........,_ 

Cnainnan. Subordinate 
Servic.es Selection 
Board, Punjab 

Secretaty to Govern- I. Under-Secretary to 
ment, Punjab, Government, Punjab, 
Vigilance VigUa� Department. 
Department 

2. Officer-in-charge,
Special Inquiry Agency,
Punjab, Chandigarh

3. Superintendent of
Police, District Inqui·
ries Agency; Punjab

25l�Public Service Printing of Question Papers 
Commission for Subordinate Services 

Selection Board's exami
nation at private presses 

252-Sectt. General Secret towards in connec-
Scrvices tion with secret enquiries 

and investigation. 
,, 

(A) Under·Sccretary to 843-Civil Deposits- Money advanced for lay.
GoverAIDent, Punjab, Other Deposits ing traps against corrupt
Vigilance Department officials

2. Officer-in-charge
Special Inquiry
Agency 

843-Civil Dep<liits
Personal Deposits

3. Superintendent of
Police, District
Inquiries Agency

Oepaty s�cretary to

Government Punjab, 
Department of Fi· 
nance 

Deputy Secretary to
Government, Punjab,
DeP4rtment of Fi·
nance

i54-Treasury 
Accounts Ad
ministration 

Director, Technical Assistant Director-cwrl· 272-EdLicatii>n-F-
Bducation, Punjab, Re�strar Technical Educa-

tion 

Honoraria to Exminer of 
the State S.A.S. Examina
tion and the Divisional 
Accountants Examination 
for setting question papers 
and evaluating answer 
books 

Printing of Question pap
ers in connection with 
the State Board Exami
nation 

(2) For the allotment placed at his disposal, the Government employee mentioned in
collllnn 2 of the statement will maintain a contingent register, in the prescribed form in which 
the date a.nd amount of each contingent bill will be entered with a note of the progressive 
expenditure. Within the allotment, the Government employee may dra"'. bills for such sums 
�may be necessary. Such bills will not be supported by vouchers. 
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(3} The general control of expenditure incurred against the allotment wiJl be vested in 
the Government employee mentioned in column 2 of the statement. w.ho wilt be responsible that 
acoounts are duly maintained and that payments have bees properly made for the putpose for 
which the awr�riation have been made. 

(4) Every controlling officer will maintain in the form of a cash book a secret record of
the expenditure and receipts (if any) conaected with the allotment. This record should contain 
the amount and the date of each payment and such indication of its nature as the Goverl\JJlent 
employee mentioned in column I of the statement may consider nec.essary in order to enable �m 
to discharge the responsibility placed upon him by clause 5 below. The amounts drawn from t� 
treasury on contingent bills will be entered in the cash book on the receipt side, the number and 
date of the bill being noted against the entry. 

(5) The Government employee mentioned in colum.n 1 of the statement should conduct
at least once in evety financial year a sufficiently real administrative audit of the expenditure 
incurred by the Government employees mentioned in column 2 and furnish a ce�tificate to the 
Accountant-General in the following form not later than the 31st August following the year to 
which it relates :-

"I hereby certify that the amount actually expended by me or und�r my authority ·for 
secret servict in the year ending the 31st of March--- was Rs.-
and tb.at the balance in hand on the said-31st March---was Rs .. --
and that th� balance was surrendered by short drawing in the first bill presented 
during the year and I d¢clare that the interests of the public service required 

· that the above P,ayroents should be made out of secret service funds and that
they were properly so made,"

(6) The accounts of the secret servlct expenditure will not be audited by the Accountant·
General. 

39. Seuion-writing and copying,-{a) The sanctlon to sectlon writing and copying
charges should specify the number of men, the number of words to be copied per rupee, and 
the rate for tabular work. The sanction may be given to the expenditure of a speclfled 
maximum sum f n a fixed period, and the bllls must state the number of persons pald and 
the amount of matter. 

(b) No person In receipt of pay from Government can be remunerated for sectlon·
writing save with the special sanction of the competent authority, and no periodical allowance 
may be charged as sectlon-wrltlng. 

40, Special diet for Police Head Constables and Constables sick in }fospital-
See Punfab Pollce Rules. 

41. Standard Form.r.-Tbese consist of such forms which hgve been presctlb3d
for use In the vadous ,offi�s subordinate to a dep�rtment. No additions or altcratlons 
will be made in such forms, ex�pt under the orders of the head of the department con· · 
�rned. 
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·�--··�--·-·-··· ------ ------�--i 

42. Stationery and Printing articles.,-L-Ocal purchases of articles of stationery
(Including rubber stamps and Ink for them) usually suppHed by the Stationery Office are not 
adm[sslble unless specially sanctioned by the competent authority. 

Note.-Charges for country stationery and carriage of stationery in the larger o'.fices as for in,tance 
district offices, come under a separate major head "Stationery and Printing1

', and should be drawn on 
a separate bill. 

43. Taxes-Mwucipal a1Td Cantonment.-(a) As a general rule, Munlc!pal rates and
taxes on non-res[dentl·al buildings pald by, or passed on to a department occupying th� 
whole or part of the bu[ldlng, are debited to the contlngenc!es of the department concern
ed. Where, however, the whole or part of the tax Is pald by the D�pdrtment of Publlc �orks 
01· by a Clvll Department as the D.!partment ln adtnlnlstratlve control of the bulldlng 
the payments may ne charged to the malntcoance estlmate of the buildings concerned. 

(b) Taxes onnon-resldentlal bulld[ngs occupied by departments, lf pa[d by a depart
ment nominated by Goverrunent In thls behalf and not passed on to the occupying depart· 
ment are charged to ''265-0ther Admlnlstrat[ve Services-Rents, Rates and Taxes." 

• 

I! 

Munl cl pal and other taxes (In the nature of house or property tax or otherwlse), wnen 
payable by Government In respect of bulld(ngs occupled as residence, w!ll be adjusted 11 
part of the cost of malntenance of the buBdlng. W

h

ere, however, the whole or any PQrtion 
of the taxes, whlch by local rule or custom are 01 dlnarlly levlable from the tenant, ls paid 
by a department other than the department {n admlnlstrat!ve contt'ol of the hulldLng, the 
caarg! ffilY be treated as contlngent expendlture of the paylng department. 

Note.-Ihe rules regulating the paymentof MuniciPal rates and taxes on buildiug will be found 
ht paragraph 3. l.4 of the Public Works Department Code. 

44. Incidence of charges for Police Stations and Lock-ups.-ln respect of Police
Stations and Lock-ups provided free of rent by Railways to the PoHce Department, ft has 
been decided that taxes of the nature of house or property cax, which are payable by 
owners. may be borne by Railways. Taxes levled for speclflc serv[r.es rendered by the 
benefit of the occupier should, however, be recove.rt:d from the Po Hee Department trres· 
pectlve of whether they are under the local law or custom recoverable separately or form 
part of a consolldated property tax. The railways' share of occupiers' share of taxes may 
then be redeb[ted by the Pollce Department to the Railway concerned. 

45. Telegram Charges.-See Postal and Telegcam Charges.

46. Telephone Charges.-In the payment of rent of telephones (except [n tcmPQrary
connections requlred for a part of the yeai·) advantage should be taken of the yearly nte 
of payment In .!ll cases ln whlch telephone ls retllned throughout the ye�r so as to avoid 
loss to Government on this account. 
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47. P11rcltase of Tems.-(1) The following scales of tents have been prescribed for
ti!ric�r� of the Education, Medical and Hea.hh Departments:-

(a) Education D�pa1t111t'nt-

Circle Education Oflictrs 

Deputy Cfrcle .Education Oftkers 

District Education Officer 

Block Education Officers 

. . (I) Two Swiss Cottage Te11ts, 14' �-- 14'. 

(2) Two Pal�, 10' ;<10',

(I) One Swls;; Cottage Tt'nt, 14' x 14'.
(2) One Pal, I0' 18'.

. . (I) One miniature Swiss Cottage Tent, 12' x 12'. 

(2) On� Pal, 10' \g'.

, . (I) ')ne slc:eplng Pal of f0ur folds of cloth 
tnroughout with a four ft'et Kanat and 
outerfJy, 10' ,, 8'. 

(2) One Pal, JO'>'. 8'.

. Deputy Director of Public Instruction, 
· Punjab

(I) One Swiss Cottage Tent, 14' x14' .
(2) 01te Pal, JO')< 8',

(b) Healtlt Department-

Chief Medical Officer . . (I) One slngle pole Regulations Tent 
(complete). 

(2) One employee'$ Pa.I.

Assl&tant Director, Health Servlc{S .. (J) Two Swiss· Cottages, 14' x14'. 
(2) One Double Fly 0-ffice Pal.

(3) T11ree Pals, 12' xl2',

Assistant Epfdem!ologlst and Dcpu(y '(J) One Swiss
.
Cottage, 

Chief Me,dlcal Officer of Health 10 1.10·.

(2) One Employee's Pal,
JO' 110'.

(3) One Employees' Pal,
,.,, � 7' ( l . .

-Su bjet:l lo the
condition that

only 12 sets of
tents wlll act.ually
be mal ntal ned.

(2) The �cale of tents prescribed for officers under the A<lmlnlsiratlve control of the
Financial Commlssioners are given In Financial Comml�s!on�rs' Standing Order No. 45. 

48. Tour (lwrges-(i) Carnage �! n,,zts.-A certificate "shoul<l be furnished In con·
tlngent b!tls t·.1 the effe,'.t tlut the Government employees concerned have paid half the cost 
on aci;;ount of carriage of tents u�ed by tliem except l1l ca.��s where the tents are cirrled 
wht,!ly �t Government exp1:!l�e. (Se<' Trav�Jlhg Al!owan1.:c Rule 2.39). 

{li) Can iagr o f 

R,,1,.u:/.1'. -fo ··e�ar<l to carrl agt: of records ·10 details need be given 
In bflls ap!rt fr0.n !ht usud info1 mar!un regarding sub.voucher:-. ·h!d1 must be given ln 
cunt!ngcnt b!l!s. 
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When the same oonveyan� Is use<1 both fo,· th.c carriage of rc<.:ortls an<l for tht: 
carriage uf personal _effects of Government employees, a suitable proporl loo oft h.e cost shou l<l 
ordirtarlly be debited to contlngenc!e� anct the balance met hy the Government cmrhlyccs 
concerned. An exception lo \ his general rule should only be made In I luy,c ca�cs where the 
Head of the Department Is satlsfle<l that the conveyance engaged was used 1mlely for 1 he 
transpon of Government records. 

(iii) W<1ges �( Kl,alasls.-No details are required In respect of wagl''i nf Kh:11,r,h
beyond a certlflcate to the effect that on no day the number or extri Kh3la"I, l'mpluyd 
exceedeo the scale sanctioned by Government. 

(iv) Office accommodatio11.-Expen<llture Incurred on ollkc acw11111,11datlon for lhdr
staff by the Ministers during tour Is debltable to "Tour Expensef' 

(Y) 1'Carrl<1ge of Sera and V<tcct11e".-The Messengers who hrlng S:ra antl Vaccine 
sltall be palu actual travclHng expenses pin& dally allowan\::s and i.:harge<l lo Conllngcnd�,;. 

49, Typewriters, Ce1lculatu1g Madunc•s, e/c,-Th� tlelalktl rules for lhc surply <1f 
purch1se of typewriters, copylng machlncs and d u1,Hl.iator� arc contal nc<l In Chapter l 1 o\' 

the Vunjab Pl'intlng and Stationery Manual. 
••• 

50. Trav!'II mg expe11ses �f P1111k f1t1 Mlfzd,mr.t -The ral I way f arc. or punk ha 111v.d1,111 �

on tout may be admitted as parl of hol aml mid weal her charge,;. 

SI. Water·supply Jnstallauo11s.-S<'e Sanitary, Watcr·�urply aitu l'.b;ltkal lnsialla-
lion. 
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(Referred to bl note 3 Wow rate 8.3) 

I, Th«t rulDs deal with the suppfy of summer and winter unifcnn to all c1a� IV 
Gover.nment employees. 

2. The supply in ev(;ry case is subject to the ordinary rules qf budget provision.

3. Subject to the conditions laid down in these rules, Htads of 0:fficts are.cmpowued to ·
sanction c xp.:.nditurc on supply of summer and winter uniforms to Class IV tmployees attached 
to their offict:S upto the maximum limits of e-0sts as laid down in these rules. 

4. (i) 'l'he supply of SUllUllf.r and winter uniforms to persons whose pay is eharged to
w0rks is a special charge and, therefore, is subject to the sanction of Governm£nt, unkSs power 
to �auction such expenditure bas been delegated with the approval of t� Dlipar1mt�t of 
'f:in�n"·· to a subordinate authority. Provision for such charg{·S should be mack in the estimates 
of the works foncerned. 

{ii) Und\r the rules powers bavo ooen,delegated to the Divi�onal Officers of the Depart· 
ment of Public \"h)rks to supply summer and·wiiiter uniform to work-cberged establishment. 

No1e.-Th.e aso,,pnt ,r the oeparh:nent or finance is preSUll\�d to orders •d by the Govetnment 
un:ter th� Rule provi!ed that th: individual to whom the uniform is given could be entitled to it under 
the orJinarY rule, if htk pay wer� not charged to works. 

i 

5. W!in loss or damage to an article of wriform is caused through negligence or
misuse (before due date) the loss should be recovered from the defaulters. The Administrative 
Department dealing with Printing and Stationery may, low�ver, at any one time write off the 
cost of and renew before due date any item(s) of ·summer or winter uniformi where the loss 
(jt dame.go is not caused by negligence or misuse or wbtre no recovtry 1s possible from the 
defaulter. , 

6. ·r1ie description of cloth and other materials pre�bcd for each uniform and the
prict are detailed below :-

A. MALE CLASS IV EMPLOYEES

Name of article 
Measurement of cloth 

Width 

Metre Metre 
-�--......_���������

SUMMER UNlFORMS 

1. Six Shirts (Khakhi Jali).. Q.84cm� 3.301)1.r shirt

2. Six Pants (Khakhi Drill) 0 ·72 2.74 per Paut

3. Lining Cloth O ,g4 0.70 per Pant 

4. Turbnns two (Kltakhi) or
Six Caps (Dasuti)

5. Cbappal.s Two pairs (Black)

4.57 por Tut ban 

Renewal 
Period 

3 years 

3 years 

3 NatS 

3 years 

3 years 

1 

j 
I 

I 
) 

Maximum 
Cost 

Rs. 

240·00 

(including 
Rs. 74 011

account of 
two pairs 
of chappals) 

, ____ ........ ---�� �-----------------
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WINTER UNIFORMS 

t Ono C.oat and one Pant 
'Woollen Blue· Blazer) 

l. �ining Cloth

3. Two Tur bans and two ..
fiftk:s (Khakhi) c,r caps
(Warm) Two'(Khakhi)

4. On� .Warm .. Iong coat •

with lining cloth (Blw
Blazer)

5. · One p3ir of Black Shoes

APPENDIX-10 

2 3 

1·40 2.96 per set 

1 · 24 2.00 per set 

.. · 4.57 pr.r 'Purban 
1.37 p�r fiftce 

1 ·4o 1.82 per coat
1 ·40 1.82 pc:r coat 

4 

3 years 

3years 

3 years 
3 years 

3 years 
3 years 

2 y�ars 

s 

Rs. 

l 
. t 211 ·00

) 
� 
J 

107·00 

40·00 

6... One full sleevu Jl}r&y • , 3 YJars 70 ·00 
. Note. -The article$ mentioned at St'nal No. 4 in winter nnif orm may only be. supplied to the category 
of cla$S IV employees. who 0) are e.mploYed on night work ; or (li) spend much time on tout ; or (iii)· are 
employed 011 duty in a hill station. 

B. FEMALE CLASS IV EMPLOYEES
SUMMER 'UNIFORMS 
l. Sil Shirts (White Poplinc)

2. Six Sa1wars (White Latha)

3. Six Dopatas {Skywblut:)

4. Chappal� Two pairs (Black)
WlNTER UNIFORMS·
1. One long woollen roat (Navy

blue serge)

2. On., Salwar (White Latha)

3. Mufflar (Scarlet)
4. One pair or Black-shoes ..
5. One full sleeve Jcrsy

.. As pe1 r�quir�mmts

Ditto 

Ditto 

I •
.Ditto 

. ' As per requirements 

Ditto 

Ditto 

Nute.-1. Stitching charges for all type of uniform al'e extra. 

3 years 

3 years 

3 years 

3 years 

3 years 

3 years 

3 vears • 
2 years 

1 
240·00 

(including 
Rs. 74on 
ac,.;ount of 

J
two pairs 
of Chappals) 

'i 
� 271 ·00 

J 
40.0'.) 
70·00 

Note.-2. Maximum cost of-the diffcn-.nt uniforms are Ii.able to Chang� a� �anctioned bY. Government
from time to lime. .

Natt. -J. Jamadars would have; whito detachabk �·1w�·r of 3 Khakhi �11 ips with white back,m-o.unJ on
loft arm Just below the shoulder. 

,VOte-4. All class rv emph.)Yl!es J1rny_ wear hta�., badges in G urmu khi .. ,cript indicating "Punjab
Sa.rl<Ar'\ an the right shoulder and '·Name ot 1ht lkparln·.en\'' c n the left shoulder. 1hese. may JMt for
an indefinite ti1ne and should he passed on fft11n 1rnc- employee to anorher. 

7, 1'hc Dcparlml,nts should t!11�urc thal tl1c quantit,�� \}!' material for unif<mn given 

abJVv m0 tak¢n a:, nv1.mgc ri:quircmcni.s for llimr�m �itt�. The do.th1 el.c. sh()ulti b..i is�u1Jd 

a"i;M<ling to a�Llml r�qu.irtm:nh ,uhjcct h) un \)vcrall maximum cakukitcd on tho basi� of
avl)rag� uq ui r\;ment s. 

\ 

1 

'\ 
.,. 

�· 

' 
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8, Thellfeofvarlous arlclesof uniform should be countecl from the actual date of Issue. 
The new unlforms should be lssued only when the old uniforms are due for tepla�ment and 
existing stock, lf any; has been exhausted. To avold delay In the Issue of uniforms, Mtion ln this 
behalf should be initiated well In advan�. 

� 9. All the materlal required for the preparatlon of these uniforms tnay be obtalne<l
through the Controller of Stores, Punjab, C�ndlgarh, or on the rates prescrlbed by hlm from 
time wlthln the maxlinum C-Ost ce!Ung. 

10. The Controller of Stores,Punjah and the Departments concerned may ensure good
qualtty cloth for the uniforms. 

11. In case of temporary etnployee� this concession may b! given after comp!Jtlo11

of one year's scrvlet. 

12. In temporary or newly creat� offices the unlforms may b! allow� to th! Cla1;;
IV employees by theHeads ofD.,partments on the same scale and subj�ct tothesam, cJndltlons 
is are appllcableto suchem.ployees ln pertn:anent offkts, proviaed that the po&t ( s) Is or are Ukely 
to contlnue for more than 2 years. 

13. Such employees, who do not attend office ln prop:r uniforms may b� deb.lr�d
for this f ac11lty 1n future. 

14. The artlclesof uniformsshould �taken baclc ln the ev�nt of dlscharg� from or qt1l·
tttng �rvlc: by au employ� b!for� th: exp:ry of th� n:1rm1t Hf� of such a.rtlcles·for ,�-Issue to 
othet employ�g who may b� entltl�d to g�t them. 

' 15. The summerunlformsmayb: rene�don completlonof&wJy�arsf1·omth��ate or 
a previous supply ln the casa of Jarnadars and P�onsof th� Judg:s, Cllmmlsslonecs, D!puty 
Commlssloners and Dlstrlct aod Ses3lons fodgas ana on compl�tlon of tht'�e years from th� 
date of previous supply ln other cases. 

16. Bills for winter or summer 11nlforms wlll be submttted In Form P.U. annexed hereto

N'ore.1--Charscs. SuCh as packing, postage and freigh1agc shall n_ot ,be includ� in the ir,Cidental 
Gbargesconn cCted with the supply of winter or summer unilorms. 

Nott 2.-Tht officer issuing winter or summer uniforms Shall maiatain a propet reeord of lbe Uniform� 
issued which should cl�arly indicates the name of the employee and his signautit or thumb impression as 
the case ma) be, in tok� or receipt of uniform. 

Note3,-Summcr UJ1ifonn.1 in the case of famadars and Peons of the Judges. eommt�ne� Deputy· 
Commissioners and District and sessions Juct�es shall be renew� on tbe complehon of two years from 
the aate of previous sul'Ply, 

Note. 4,-summer uniforms in eases other than Clses of Iamadmand I>eonsofthe Jud&es1 Cornmlssionet 
D6puty Comrn�oners and Dist!iCt and Sessions Judtes and tb.e wuitcr l1 niforms in all cases shall � renewed 
on the completion of tnree years from the date 0f previous SUPtJly. 
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Total Number 
n lllllbtr entiUQd 
of winter/ 
CJass IV •ummer 
tinpk,y. uniform.I 
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FORM P,U, 

(RHtmid to ia Rule 16) 

Bill (,or winier or IUmlnCr uniforms 

Offlctof--.----- D11teof--------

Dates on Numbtrof 
which wfilter/ 
wintet/ summer 
�er unilarm• 
uniforms now 
werelas1 Charged 
aupplic4 for 
with 
number 
and cost 

Material Material 
SUppllod supplied 
from tocau� 
contractor 

COST 

Ineiden tal 
charges 

Total Average 
ccst 

- pw-§ ......... - -

1 2 3 4 ; 

.. ...,,,-�-............................. �� . 

\ 

6 7 8 9 

'• 

·,·

' 
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APPENDIX-11 

(Referred to in Nott 3 below rule 8.3) 

Rules for tl1e supply of Artlclcs ( othe:r than Khadl for which there are separate

lnsructlons) from Jails and lnstltutlons, etc.. run by various Departments of State

Government agatnst Government requirements. 

" 1. It Is obligatory on all officers to obtaln the art! cles, against Government requlrements,

from the Jail, Factories/Institutions/Indian Red Cross Society, punjab State Branch etc., run by

vadousde�artmentsof State Government, In whlchthey arep1•epared. They will obtain supply 
of chrome leather from the Punjab Tan nedes Um ited, Ju llu nd ur 

1 
a.nd that of the fo Howl ng art I cles 

from Punjah Poultry Corporntl.ort Llmfted, Chandigarh :-

(l) Livestock feeds lncludlng poultry, sheep, plg and cattle feed.

(II) Feed[ng, waterlng and allied aPJ}liances.

2. Heads of Devartments In respect of Jall, Industrl al Instltut[ons, Itidl an Red Cross
Soctety, Punjab State Branch, Punjab Tannerles Ltd., Jull.undur etc, wlll supply annually, fn 
the moi,.th of Janua,·y, to all Heads of Departments and D!sburslng Officers under advice 
to Government f n the Industries Department, a deta[ledu_p to date list show[ng ;-

(i) the sources under their control with a li�t of articles manufactured therein, wlth
prices; 

0 

(II) the amount of each article or class of article whf ch each source fs requ[red to Reep
ln stock 1·eadymade ;

([If) the articles of wh[ch samples can be (a) sent on demand or (b)seen at the sourct; 
and 

([v) the particulars whlch should be specified by officers lndent[ng for the vartous artl· 
cles. 

Note-Addendum; corrfgendum and/or amendmen 15 to fbese lists, should be issued at any time during tho 
cours: of a years a; and when considered necessary, 

3. In case there Is more than one source ma.nufacturlng a part! cular ltem of &tores, the
Indent! ng Officer shall Issue enquldes to all of them s[mu ltaneous1Y, and place order on any one 
of them. 

4. U on receipt ofthe Indent the source concerned l.s unable to complywlth[t he shall at
once Inform the Indentln8 Officer accord! ngly who shall then be at liberty to resortto purchase 
against rate contract, If avatlable. othefwfse may make local purchase wlthln hls competence. 

5. If the source concerned Is unable to comply with the lnde'nt wlthln the regufred period
and the supply Is really urgently neecled, the Indenting Officer may with the sanction of the 
Head of the Department(orlfhe Is himself a !Iead of Department, without further sanc tion), 
pro�ed to obtain the artlcle 111 the manner lnciicated ln rule 4 above. 

IQ9 



110 APPENDIX-11 

6. Every endeavour should be made by the indentlng Government employee to antici
pate hls requlrements and to place hls orders with the Jails Instltutlon�, Indian Red Cross 
Soclety, Punjab State Branch, etc. In sufficient time. Small supplementary Indents should as 
far as possible be avoided. Care should be exercised not to crowd In Indents towards the 
end of the financial year. 

7. Where there ls anyllkellhood of dlspute asto the quaUty of an artlcle indented for,
the lndentlng Government employee should, when posslble, elther obtaln a sample from the Jail/ 
Industrlal Instltutlon, etc. <>r provtde the source conc.etned wlth a sample �d lf he has any comp· 
lalnt regard�ng the quality of artlcles provided he should address the Head of Department of the 
source supplylng the materlal iilrect on the subject. 

Note. -Artfoles will also be purchased against Gover�nt requirements from the Punjab State Industrial 

co-operative Federation which shall submit tenders and quote rates to the Controller of Stores, Puojab and other 
Government Departments on behalf of the individual Industrial Co-operative Societies. The Industrial Co·opcra. 
tivo SOcieties shall be treated as small scale indtJStries and all concessions allowed to small scale industries shall also 
be admissible to the Punjab State Industrial Co-operative Federation representing an individual Co-operative Society, 
The Federation is exempted from submittins the registration certificate in RCOgnition of its being a small ale 
industry. from the Punjab State Small Ind.ustrios Corporation or the Small Industries Services Institute, Ludhiana, 
or National Small Industries Cofl)Ol'ation, New Delhi, as is required in� of Small Scale Industries. The Punjab 
State Industrial Co-operatiw Federation will not got any preferential treatment in the quality of goods which may 
be s�pplied to the Government Dcpar,tmettt. The Federation will mention the name of Co-operative Society on 
whose behalf it would quote rat� and would be responsible for all actions and pmonnanoes of the Industrial Co· 
operative Society on whose behalf �he r,ates are quoted, 

c 
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APPENDIX-12 

[Referred to in rules 9.4 and 16,7 (b)} 

Rules for the payment of comp:nsatlon for land laien up under 
the Land Acquls[tlon Act. 

I, Unless there be somethl11g tepugnant in the subject or context, the rules given In this 
appendix for the acquls[t!on of land for the Department of Public Works apply mutatls mutandis 

� to o ther Departments of the Government also. 

" 

0 

2. The term "Act" as used In this appendlx, mea.n.s Land Acqulsltlon Act, fofl894

Land Acquisition Officers 

3. After all preli minarles In rtspe�.t to estlmates, etc., that may oe requl red under depa1't-·
mcntalrules In for� forthetlme be!ng,have been duly carried out, the land will be taken under 
the Act either by the Collector or i.y some special officer who Is placed at the disposal of 
the P.W.D. and Invested with the powers of a Co llector under the Act, the procedure differs 
two cases. 

Procedure of Special Officers appointed under the Act 

Officers sp�clally employed 'for this work being lnvested with the powers of a Collector 
u�der the Act and plae.!d at the disposal of the P.W.D. are regarde.d as Public Works Disbursers 
and are supplied with funds, In the manner prescribed for the works outlay of public works offi· 
cers, the expenditure being accoumed fo, under the rules In the Account Code. The following 
procedure shall be observed by such officers. See also Punjab Treasury Rules. 

4. When an aware Is made under section II of the Act, the officer shall have a statement
prepared ln the appended Form A showing the amounts payable to each person uncer the'award, 
and shall, on thedaytheaward Is made,forwardacopyof the statement, slgn�d by himself, to 
the Accountant-General with whom he ls In account. Before signing Lhe copy, the officer should 
carefully satlsfy hlmself that It correctly shows the amounts due under the award, and  shou 
himselfcnter the total of column 6 of the statement In words both In the original and copy. A 
subsidiary statement in Form A glvl ng particulars r�gardlng the acceptence, by the persons con
cerned, of the amounts entered In column 6 of the award statement should also be furni.shc<l 
to the Accountant-General as soon as possible. If the su.bsldlary statement is not compelete 
o n  the day that the award Is made, the necessary entries in column 7 of stateml�nt A w[ll be
made ln the Accountant-Gene ral's Office on the recip, of tke statement in FOl'm AA.

5. In cases where an �ward has been made by a Court under section 26 of the Act, second
award statement should be prepared in the accompanying Form B by the Land Acqul· 
sition Officer as soon as the decision of (he Court is ascertained, and a copy thereof forwarded 
to the Accountant-General. On receipt of this statement, the Accountant-General will proi:ccd 
to check the entries in columns 1 to 4 with the original award by the officer. 

6. Any change in the apportionment of the officer's award made by a Court under
section 30 of the Act, shoul d also similarly be communicated to the Accountant-General for the 
necessary corrections in the award statement. And if under sectio n  31 (3) of the Act, it has been 
arranged to grant a compensa tio n otherwise than in cash, the nature of such· compensation 
QJ'lould be clearly specified in the column of remarks i n  the award statement. 

111 
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7. In giving notice of the award under section 12(2) and tendering payment under
section 31(1) to such of the persons intere_sted as were not present personally or by their re
presentatives when the award was made, the officer shall reqw,e them to apear per�onally 
or by representatives, by a certain date, to receive payment of the compensation awarded to 
them, intimating also that no interest will be allowed to them if they fail to appear. If they , 

do not appear, and do not apply for a reference to the Civil Court under section 18, the officer 
shall, after any further endeavour to secure their attendance that may seem desirable, cause the 
amounts due to be paid in the treasury as revenue deposit payable to the persons to whom they 
are respectively due and vouched for in the accompanying Form E. The officer shall also give 
notice to the payees of such deposits) specifying the treasury in which the deposits have been 
made. In the collector's acc;ounts the amounts deposited in the- treasury will at once will be 
accounte<i for as public works expenditure, and when the persons interested under the award 
ultimately daim payment, the amounts will be paid to them in the same manner as ordinary 
revenue deposits. The officer should, as far as possible, arrange to make the payments due 
in or near the village to which the payees belong: in order that the number of undisbursed 
�ums to be placed in deposit on account of non-attendance may be reduced to a minimum. 
Whenever payment is claimed through a representative whether before or after deposit of the 
amount awarded, such representative must show legal authorjty for receiving the compensation 
on behalf of his principal 

Note.-[n the case of petty payments if the payees do not apvear on the day fixed for payment, 
and do not apl>lY l'or a reference to the Civil Court under seerion 18, the officer shall issue notices to them 
informing them that if they do not attend by a certain date, the compensation awarded to them will be remitted 
by money order, the amount of the money order fee being deducted. The following rules mcst llo observed in 
rn1king such payments by money order:-

(i) No sums exceeding Rs. 50 in each separate case may be pa.id by money-order.

(ii) No compensation due on accnunt ofland which Is owned jointly by the pror,rictors o.f a village or sub·
division of a v111age may be paid by money-order.

(iil) (n each money-order so issued, the purpose of the remittance should be briefly stated in the acknoW· 
le.rgement portion t�reof in continuation of the printed entry ''Received the sum specified above 
o,\ i ··, sufficient space being left below the manuscript entry thus made for the signature or thumb
:mpres:.ion of the payee. 

On reetipt of the money·order acknowledgement duly signed by the payee, it should be attached to the 
usual receipt in Form C (see rule 7) in wnich the full amQunt of the compensation and the deduction made 
therefrom on account of the money•order fee should be clearly shown; the r«:eipt will then be disposed of in the 
usual way, 

(iv) For the words 'p�id in my presence by cash/by cheque in Form C' the words "paid by money-order"
shall be substituted.

The Acco�atant-General will accept, in the case of compensation' paid by money.Jrder, a receipt for the 
amount entereJ in the award statement Jess the amount of the money-order fte as a valio receipt for the full 
amount entered In the a\vard sraiement. 

8. In making dfrect payments to the persons interested under the award, the officer
shall take the receipt of each person to whom money is paid on a separate voucher in the 
accompanying Form C, containing a teference to the item showing the amount due to that 
person in the award statement. In cases where payments are made to a number of persons 
under a single award, acquittance roll in Form CC may be substituted for separate receipts in 

' 
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Form C. The officer shall forward the separate receipts of the payees or the acquittance roll, 
as the case may be, to the Accountant:General with whom he is in account when forwarding 
to him the account of the month in which the payments are made. 

9. All payments into court for deposit under the Act should be made by means OJ
cheques iu favour of the presiding officer of the court, payable by order of the court to credit 

of civil court deposits. The cheqttes should be acl·ompan:ed with receipts in triplicate, in Frl,m 
D, duty filled up of \\·hich one will be retained by the court for record, and the other two returned 
duJy signed to the Collector, who will keep one copy and forward the other lo the Accountant· 
General with the nccounts or the month in ·which the payine11ts are made. The amounts de
posited in th1. c-0urt will be ,tt'counted for as expenditure in the public works accounts of the 
Collector, and lht: ultimate p:lymcntr to t1 t ,, rsnns intere5ted under the award ,shall be arranged 
f?r by the court under lM rules fol' tht; payment of civil court deposits.

10. When a court has awarded any compensation in excess of the officer's award, the
further payment <lue, a� entered iu column 6 of the aw:lrd statemc,nt in Por111 B, should be made 
into the court �Y means of a cheque, and the prnceduro described in the preceding -paragraph 
should be followed. form D being used with the necessary changes to give fol[ particulars of 
the ordet of the court. 

11. Government may authorise any pa1 ticular Land Acquisition Officer to make all or
uny of his payments by chtlques, provided no inconvenience is caused 1heteby to the payees in 
�onsequence of the property being situat�d at a distance from the treasury. See also Punjab 
Treasury Rules. 

Payments under the Act after the special officer is relieved of 
bis special duties, 

12. In any case in which a reference is made to the Civil Court ; and the award of the
court is not made till after the special officef has been relieved of his special duties, the further 
Payments due under the award shall be made by the Collector who will observe the same 
procedure as if the reference to the Civil Court had bet:n made by himself, as prescribed in 
mies 9 and IO above. 

Procedure of Collector o, other Civil Officer not specially employed for 
Land Acquisition. 

13. When the land is taken up by the Collector or other Civil Officer, not specially
employed for the work such Collector., or Civil Officer 1s not a Public Works Disburser, but 
draws money for payment due under his award from tlte Treasury, under the relevant rule of the 
Fmtjab Treasury Rules. Such Collector or Civil Officor. �hall, as soon as he makes the award, 
or as soon as he ascertains that an awal'd h�s been made by the Civil Court, prepare a statement 
in Form A or B or in both as the case may be , showing the amounts due, and forward a copy 
thereof to the Accountant-General in the manner prescribed in ru}es 4 and 5. Additions and 
alteration& in the award statement should also be communicated to the Accountant-General as 
prescribed in rule 6, and a subsidiary statement in Form AA should, if necassaFy, be furnished 
as laid down in rule 4, The procedure laid down io rule 7 should be obser.ved by such Co llecto1· 
or Civil Officers, 
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14. In making the payments due under the award, the Collector shall take from each
person to whom paymont is made a receipt in Form C, containing a reference to the particular 
entry i1l the award showing the amount due to the payee. In the case of payment to 
number of persons under a single award, an acquittance roll may be· substituted for separate 
receipts as laid down in rule 8. These receipts will be the Treasury Officer's vouchers for the 
payments and shall be forwarded by him with the accounts of the month to the Accountant
Ger1oral. Payments at Civii' Courts may be made in cash and the other procedure laid down 
in rules 9 and 10 should be observed. 

15. The Treasury Officer has no concern with the award or with the award statement :
be makes the payments oti the authority of the: Collector, or other officer assessing compen
sation. The Collector may either draw the amount to be disbursed to each payee separately, in 
which case he should countersign the receipt in Forrn C and make it payable at the treasury to 
the payee, altering the words ''paid in my presence in cash/by cheque to a .. , ..... " or he 
may draw the total amount to be disbursed by him under the award on his own receipt as an 
advance, 4nd after making I.he payment forward the receipts of the payees to the Treasury 
Officer in adjustment of the advance. In the former case, an advance list of the forms passea 
for payment should be sent to the Treasury Officer who in turn should send weekly an advi,;e of 
orders paid. 

16. Cost of pleader's fee in civil suits arjsing out of acquisition proceedings should
be charged to the same head as the cost of the acquisitjons. Department for which land is 
being acquired ought to meet the cost of pleader's fees forming part of charges for civil suits 
arising out of acquisition proceedings. 

17. Any special charges incurred in connection with the acquisition of land on account
of establishment and contingencies, etc., should be treated as an integral part of the cost of land 
and debited to the department for which the land is acquircd,-ride note 2 below para 8 of 

Appendix 2. 

Note.-Pending disbursement of the amount either to the payee u11dec the award or depcsit in their favour 
a� !he �reasury, the amount drawn by the Collector or other Civil Officers 1 not spcda\ly employed for land acqui
sthon, 1s. tre�ted as an advance payment and accou�t� forunder the head "T-Deposits and Advll!\ces-Advances
not bearing interest-Advariccs Repayable -Ov1I Advances 0. B.--Advances", This bead is cleared on 
receipt of Forms A. AA. B. C., CC .. D and Eby debit to the service head concerned, 

Procedure when. no money compensation is paid 

, 18. In cases in which compensation is granted in the shape of either land in exchange. 
or remission of revenue as provided in section 31(3) of the Act, aud the land is acquired for 
Government purpose, no adjustment of the value of the land given in exchange will be requited, 
unless it is separately purchased by Government. If, however, the land is acquired for. a 
body financially independent of Government, the value of the Government land given in 
exchange and the capitalised value of the abatement of Land Revenue should be debited· against 
advances of funds . 

Investment of compensation money deposite� in Court 

19. lniestment� under section 32 and 33 of the Act of monoy deposited in court should
be arranged for, in the case of purchase of Government securities, in communication between 
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the court and the Reserve Bank of India and purch� of 'land should be effected under the 
coutt's order through the Collector or other Revenue Authority. The Bank will inform the 
Court what sum should be remitted to enable to it to make the investment and this amount will 
be paid from the depnsits in court. 

Adjustment and recovery of payments on behalf of bodies financially Independent of the 
Government. 

20. In any case in which la11d is acquired for a municipality or district board or a
small town or notified area committee the payments instead of being made and audited in the 
same manner as the ordinary payments shall be made and audited as if the land were being 
acquired for the Government. The Collector or other officer who makes payments on account 
of tlte land acquired, shall draw funds from the treasury and make payments in the manner 
laid down in these rules, using the forms prescribed and shall render his accounts to the Accoun
tant-General. The municipality or other body will pay the estimated cost of the compensation 

• 

to the er-edit of Government in advan� on such dete.s and in such instalments as the Govern-
ment may d irect. further payment to the Government being required as soon a� the Accountant 
General r�pons that the payment made exceed the amount receive(! in advance. The Accoun· 
tant-General will deal with the accounts and payments as prescribed 1n these rules, debitinJ 
the payments against the advances rea,ived from the municipility or other body. 

«These sums should be credited in the Treasury accounts as to a special deposit head under "Ci vilDcposits
Dcposits for work done for Pt1blicBodies or Individuals'�, where any charges should be supported by the prescri
bed vouchers, unless these cannot be f urnisbed at o�, in which case the A�ountant-General will place them 
under objection. till the nec,ess-ary vouchers have been obtained. ff the awarding offietr should at any time have 
in hand any sum in excess of his im:nediatc requirements, he should repay it into the Treasury for credit of the 
special deposit beadi any balance of the sum orialnally credited, which is not claimed at the �xpiration of a year 
fto:n th� date of the award will be paid into aCivil Court by the officer in accordan� with Rule 9. 



FORM A 

No. and date of statement:-----

Date of award ._ ___ _ 

Name of Work for wbi ch land has been acquired�---

No. and date -0f declaration in Gazette, viz.. No. , dated • Page----·

St:atem.ent :showing compensation awarded by under section Act I 
of 1894 to all the -persons interested in the plot of land situated ln the vi Hage of--------------------

in estate No. on the Revenue Roll of the District of :-r'ehsil 

1 2 3 4 5 6 7 8 *9 *IO

----1 1----1-----1 l--------·--1 I 1-- 11----------

Serial 
No. 

Nam.es 
of per
sons to 
who.m 
pay
ment Is 
due 
under 
the 
award 

Area 
of' 

land 

Ab!tte
Dlent 

of land 
revenue 

Valuation 
of any 
buildings 
t:h.!!.t may 
be taken 
upon t.he 
land 

Tot"ll amount 
due to each 
person inclu
ding the 
amount 

Dlstributlonl REMARKS 
of' the 

Number & 
da'te of 
Voucher 

Date on which posses
sion of the land was 
handed over to the 
department autl1or. ftles 
for whoDl Lt is acqul:red 

shown ln 
column s. the 
amount a-ward
ed f'or tbe 
land. interest� 
costs and any 
other 
amounts due 
to the payee 
1 n connectton 
wUh the 
.acquisition of 
the land 

*To be filled up in the Accoun.tant-G,eneral•s. Office.

amount in 
column 6, 
taken from 
the subsidi-
ary st•te-
ment AA i 

Noi·e.-(1) Bach award e.tatenient should be confined to the land to be taken
acquired uode1t more than one declaratjon should be incoTparafed 
submitted as there arc declarations. 

(2) Regarding column 7. see Note to Statement AA.

b. 

------.-----! ·------------. 

No. Date Date Re.ference t:o 
the TCJ)07t 
stating the 
date 

under one declaraCio:n. i. c. the award given for lands 
in on-c 5tatcmcnt .. but as many separated gta1cmcnts 

,. 

,; ., 

...-. 
-

°' 

6 
>< 
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FOR.M AA 

F.at'ti9ulars regarding t.lie a·cceptance by the p:;>rsons concerned of amount entered tn award sta.te:,lll.ent 
No. --- Date---------

N..n.r.ne ofw:ork for whlch land has been a.cq�tred-----'-------

No. and date of declaration in----------Gazette vrz.,. No.---------dat,ed------. page

i 2 3 

---------i - ----. -�1------··-·-- ---- - ---- -�--·------·�,-·---------------------------------

Se,-ial No. in the 
�oa.ent o� award 
under Sectf on II of 
�be Act .. 

N anie of person 
to whom pay
ment Is made· 

und� the a:ward 

PARTICULARS" OF AMOUNT ENTERED IN COLUMN 6 OF THE 
AWARD STATEMENT 

-------------·----------------j-------------'I 

a b :c d 

·--- --- .1--- ------------ 1-- .------- . ----------1---------------·--

Amount a,'?cepted,Amonnt accep'tedji Amount Deposited ln court 
without protest under .protest 

Amount Cour:t Reasons 
fhr de
positing

Amount un4lsbu.rsed
owlng to non

�tt,endan� and tl\e 
treas.u.ry ln w-hf ch 

ft ts deposited 

------- I --- r--------·------�1-·-------------

Rs, P. Rs. p Rs. P: Rs. P. 

-

No.te.-In not.ing 'these particulars in the award sta1:e01eot -it may be su.:fficient to ente·r the letter a, ib, c·, or d, as ilie case �Y 1:.e. i_lil 
column 7 Ori tbe �tatemen, wh.en t_he whole acnount of th�- award is sh.own in-- on-e o.r the fo,ur sub-columns a, b. e o,r d io this 

statement. 

I 
t:; 

f 
t,._;, 

-
-

-.:. 



., 

Number and date ,of-Stat.ement·--.-.-.----

Na:in� of work for whfch land haS: been acqu:ft'�d·-

FORM B 

. ' 

J\le. and date ofd.eelaratJon in,------------G:;1zette. v[z., No.---·-· ----dat:ed------page -1

STATEMENT SHOW.(NO THB AMOUNT OF COMPENSATION A WARDED· BY THE CO.U·RT OF-:.:.:__ t
UNDER SECTJON 26 OF ACT I OF 1894. 

l 2 3 4 5 6 7 � 
·, ., 

:--�-: __ · �·--�1-=-:"--·�--=-�-1 1-.--·---.. -.. --i------f -�- ·-------

s.;damo .. .ln t.he 
statement of" Award 
under seetion II of 

the Act 

':N��es of ·persons.L Amount
to whom· pa:y.: · o.riglnaUy 
ment due-under awa1·d·ed 
the award 

Amount! paid. by 
Collector under 
. the ori;gLnal 

award 

Total 
a.mount
awarded
by t.he 
court 

Further 
payments 

due 

REMARKS INo. and ·date o( 
,voucher 

- -- .. ! ·I--·-· �--1----· - -��-�---l�- . -f--. ------!--.----'

R-s .. P. Rs. P. �S- ..... P. Rs P. 
..... il 

I 

•'-' 

, .... 

I ' � .:· ... 

I -
. 

.... 

i" ... -0 -·--�·
:.. x --

-
00 

i:J>. �·
� 
z 
t, 
·-

....... 
N 

\ 

'\ 

' 
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.FORM C 

(OBVERSE) 

>lo. of Vouch.ers--· --------------· -------

N'am·e of work f'o'r wh(9h the land has been acquired-· ---

·No. and date of declar�tl:on in--------·---.--
Gazette. vlz.�

No:-------, ·dated-· ------·
Seda] N0.-----in awanl state:ment No.----·

d.ated

Name of payee----------------
1

>-
. ' -----.. ---of' ---. ·-·-----

Tef1;sil �Dish-let ----

do hereby acknowledge to have rec.;6ived Rs. 

-'--.- · on·accoun:t of cost o:f
.- land taken. by the 

Gove.rnin'ent a.s detailed on reverse. 

Sjgn.ature or payee-----

J.�-ca11ty----·---�----
. 

. ..... 

�. -. -� 

Nff� .. __:'l;be r,¢eeipt 5_hould -�. in Enali-sfi t.1..n whe.n th� payees��is
una:bl'c to w:rh� jn_ Englisb .. he anay· gi-\Je 3 .receil)l in 80.J( 

·1ang11;1.J1ge. ...... 
.. � .. 1:·. _,., 

--·

. -

.FORM C 

(OBVERSE) 

\iL 

., 

No. of Vouchers--------·---·---·--.--

Name of wot•R: for Which t.he land has been ac.qu iited ---

No. and date o-f de-claratoiion in 
Gazette,. vfz;.,-------· -------

No_.--,--------- --.. dated---.--'---

Serial No.--------------,, in award stat,ement No .. ---
' 

da.ted 
Name of'payee--------------------

1
,.

-- ,---·---- .. --of: ------
Tehsll-----------

,.. 
Distrtct--------- -

do heireby acknow-:edg.e. t;o_ have ·recdved Rs. 
·---�-on account of �ost of land taken by the

Government as <let.aii led on reverse. 

Signature of" p�y-ee---

Locaility --..:---- ------------ ·--· -

�V'ine.-The receip,L sh'Ould be in E.ngH,;;h billl W.ben the pay�cs i::s 
.unable to · write !in En-51.is.h., 'j-ic·,. tn�y .lii�e u ,rece,ipJ ••• -,uty 
.t.angL'<t.ag,e. 

> 
:g: 

� 
-

�-

"° 

/·- , 
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in cash 
Paid in my presence--- to--------------, resident of 

by cheque 
Village' ·-- ------, Station-----------�--,iehsii

District-------, the sum of 

R *' 
. 

*' · d I upees ----- ---- pa1se ---�---.... -- m wor s o.n y. 

Rs.-------

Dated ·---.----. ---19 .

in cash 

-----·--.:...-.·. fo figures 

Paid in roy presence ----=---to---------
1>¥ cheque 

---· -, resiaent of 

Village.-·--·----------, Station----- --- -- ---, Tehsil 

----------. District-----------1 the sum of 

*Rupee,s-' _______ ..,... Paisc -------�-�in words only.

.·, Rs.-..------ -------. ·. in figures 

Dated-·--------19 



lr 

Rever•e of Statement (C) 

• 

DETAILS OF LAND. ETC .• AND THEIR. V ALUBS 

Me.WJ•a.---- :rehail District • 

Land . • Bighas: .. Mada Sarsais 

Value Rupee Paisc, 

Paid in my presence by cheque/in cash t.-...----------· 
resident of Village Station -------

Tehsil , Diistl'ict , 
the sum. of Rupees:----------- Paise---------

only (in words) .Rs. • .............. (in figures)

Date 19 

""To b,e. af(iJorcd �,u th.,:.;.ab<,ve 1na11�a; in t'1c fuhn ol' LUl>l>·e·r s1�1np.. 

DETAILS OF LAND.BTC."'ANDTHEIR VALUES 

Mauza Tehsil District -------

Land , Bighas • Marla .Sarsais 

Value Rupees�--- .Pais.o::c.---

Paid in my p.resence by cheque/in cash to------------
resident of Village- -Station---------

Tehsil , Distrkt ------------

the suin 01 Rupees Paise 

only (in words) Rs. . ............... (in figures) 

Date 19 

>< 

-

tJ 



FOR.MC C 
-

Consolidated voucher Cor payment made during 19 

, 

No. dated • on account of land acquired for
·,; in accordance· with awaTd statement

in 1·be District or 

Tchsil , Mauza------------

. 

1 

.,. 

2 3 s 
'

I , ---

S�l No. in award 
s.tatcment

Nam.e of payee Area of 1and Amount paid 
. - I 

Signa.ture of the payee 
and date of payinent 

. Rs. P 

j 

Total J 
-

Paid in my· presence in cash/by chequet to the above person the total sum of rupecst paiset only. 

Date· � Signature or Officers 
fin words 

� :, ,� 

; 1 

::::! 

::g 

� 
x 

' 
g 
� 
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FORM E 

Nr:t""n-. of·JV,·-0rt-1-or wh1ch land bas been acquired------
To the OfficcJ"-tU-charge of Treasury. 

<. 

Plea��e receive for transfer to credit of Revenue Depo-
�-its tl'le "mm of Rs. - � on account of compensation 
�or ht.Ila t ,_,._ t: n up for the above purpose, payable as 
detailed below· --

Senal NO. 
1n Award 
Slatemcnt 

NQ 

---

Name or

Persoi>ns. to 
·whon, due.

· Area
·of

land

Amount 
· payable
t·O each

Remarks 

,, 

FORM E 

Name of work tor which land has been acquired -
To the Officer-i:n-char_ge of. Treasury. 

PJease reoeive for rransie..F of credit of Re,..el'l'Ue Oepo ... it� 
i he sum <>f Rs.-- . - on ac,c;ount of compen!.at i<>n -for 
land tak.�n up for- the above purpose, payable as detailed 
belo'-v:-

Serial No. 
in Award 
Statement 

No. 

Names of 

Ip,ersons co 

whom due 

Area J 
-Of .r 
land i 

. J Amount I 
payable 
to each 

--

Re.marks 

·-�-����-� �,�� I-- 1���-��-
-I -

Acres Rs. Paise 

Total 

���-����--1����------������-����-

Dated 19 Land Acquisition Offic:er. 

.Received the above a;nouna and c.redited t<> R.eve-nuc 
I)1.'.pOl'l'i r.:.

Tr�asury Otrtcer. 

No,.., :-This form sbould be used wheo the amc unti1 cf c.·cn1P"'nsa-. '"''"' due are seat to Treaaury fn the ab.SCll(;C of l''r() r,dc1-or&·· 
. ·it 'l ha:,:c failed 1c, a,,r-;ese1u thrmsc,J ves fQr ,-.y&orn1 

·.-..;: 

... 

Tota[ 

Dat�d.- ------19. 

I 

Acres jRs. Pai�e 
i 
I 

l 

Land Acquisi:cion Offiee:r. 

Received the above amount and '-·rediced 10 
Dep<..�hs. 

Rc�enue 

Tre�\sury Offic.:er 

-Thii. form sboulJ he usc,;I wbea the amount;<. of Con:lpcnsa·
rion dl�e ••e sent to T,-eo�ury. ia the a bsC"ncc of ProPri,ctol's
_.,.. 110 huve· failed to �e.scnt 'tl�emwclvcs for p.ft::,"CD<n'l.

> 
""t:J 

·�

� 

-

. ...., 

., 



.... 

...... 
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APPENDIX-13 

[Referred to in note to P.F.R. 10·16 (IX) and P.F.R. 10.20] 

·Instructions laying do"11 � procedure to bi followed m dug "ith applkations fu1· advances
for the construction

> 
purchase or repair of houses. 

(I) 0 n receipt of an application for an advance, the head of the office { e.g. the District
'Superintendent of Police, Divisional Forest Officer or Inspector of Scl1ools) should inspect the 
land of the house personally and satisfy himself by local inquiry that the amount of the advance 
applied for has not been over-estimated. He should then direct one of his responsible 
subordinates (e.g. Superintendent or Assistant Sllperiotendent, Nazir or Accountant) to 
examine the records of tlie Registration Office and satisfy himself that the property has been free 
from encumbrances during the past 12 years. The head of the office should then.forward the 
application with his repo-rt theleon to the ltead of his department for sanction. 

(2) Under clause VII of rule 10.16 the sanctioning authority has to satisfy himself
regarding the applicant's clear title to the prop�rty. If lhe h�ad of the department decid�s to 
sanction the ad\1ance, and if funds fur making the advance are available, he should forward the 
appli�ation to the Deputy Commissioner of the district concerned for verifying the applicant's 
title to the property. 

(3) The Deputy Commissioner or one of his assistants should Persoit\lIY inspect the
land or the house, examine the applicant, and require him to produce title deed', if any, in his 
p�se.ssion. The vendo[ should next be examined, and he also s�ould be re9uired to produce.
his title deeds. If the site or house has changed hands more than once, as often bappens1 then 
all the predecessors in,title of the present vendor should be ex a min� with their title deeds. When 
the property lies in a municipal area; the Secretary of the Municipal Committee should then be 
asked to report, after reference to his record s, what person or persons have been in actual. 
possession of the house or the land concerned during the past 12 years. 

(4) The application should th�n be forwarded by the Deputy Commissioner to the Legal
Remembrancer to Government with the investigating officer's report thereonfor further examina
tion to the title. 

. (5) The Legal Remembrancer will ex.amine the app�ican(s tc�l� to the property and
will forward the application to the head of the department with his op1mon. 

(6) If the rep.Orts of the Deputy Commissioner and t�e Legal �emembran�r show
that the applicant has a clear title to the property, the advance will be sanctioned by the c-0m pe
·ent authority.

(7) Clause ill of tule 10.161 requires that an advance for the co�t.mction of a h?use
Should be paid in instalments, the amount ot' each insta�ent being �uch as ts likely to be required
for expenditure in the next three months, and that s�ttsf�ctory evidence should be pro��ced 
by the applicant to show that the amount of the previous instalment h�s been .actually ut�ized
for tho purpose for which it was d[awn before the next instalment is paid. A Cert1µc�t.e furmsh�d
by the Ooverrunent employee concerned stating that the amount drawn has bee�. uuhz�d �y h1fl:lwill be a.s1;1fficient proof of the a.mount having b�n actually utilized and the condtuons hud down 
in the rule having been fulfilled. 

125 
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APP!NOIX 14 

()leretred to in P.F.R. 16.5) 

Rale1 reprdlq the procedure to be followed In incurrin1 expenditure on assigned works. 

With reference to the provisions of Rule l6.5(a)layingdown tltat the transactionsconnectcd 
with �signed works should be &CCOllnted f ot in the forms and under the procedute prescribed 
for similar transactions of the Public Wotks, Departmem, the following guiding principles in. 
respect of patty construction and repairs costing more .than Rs. 2,500 in each case have been laid 
down by the AccouQtant-Oeneral, for obserya�ce by the disbursing offi,eers :-

. ,. 

. -
(i) Money required for the. execution of such works should be drawn on abstract

bilrtorms from treMuries, a cash book in Fol'Qls P.W.A. I being mainta inc-4 to 
show all such sums drawn and the amounts paid therefrom to individual payees. 

(ii) The work will preswnably bo done eith�r by dtpartmen�l labour or through a
contractor. In the case of the fo1mer th, recocd of payments made as well as of
work done will be in Muster Rolls Form D.F.l. (P. W.) 18 in which will be 
entered all measurements·of work done ( other than by daily labour) or materials 
co11nted · fot ··which payments has to be made. Payment for work done or 
materials supplied should be made in the following form :.:_ 

(a) Form D.F.R. (P.W.) 22 when it i! intended t1 iettle the contract o, firstly and
ftnally. 

(b) Form D.F.R. (P.W.) 25 when an "on account of payment" is made to the
contractor. The first and interml!diate payments should be made on the
white form whil� the final payments should be made on the yellow form. 

(c) Form D.F.R. (P.W.) 26 fot all miscellaneous payments for which none of the
above referred to forms are suitable.

Nole:-Sbould the system of making advance payments or s�ured advances be foUowed, Form D.F.R,
(P.W,) JS will not besuitable and Forms D.F.R. (P.W,)23 and 0.F.R.(P.W.)24, as the Oase may be. should bo 
1$ed. 

(iii) For rules relating to tke upkeep of measurement books and preparation. examina.
tion and payment of bills, see paragraphs 4.1 to 4.8 of the Public Works De
partment Code, and rule 7.28 of Financial Handbook No. 3-Departmental 
Financial Rules. 

(iv) To enable the disbursing oflkeno exercise financial control over the works 
expenditure charges incurred during the month should be collected in Works 
Abstract Form P.W.A 10-11, as the c.ase may require, prepared separately 
for each work whence it should be posted into the Register of Works, Form 
P.W.A. 11-12. 

(v) Besides the above, Contractors' ledger in Form P.W.A. 14 should be maintained
in cases when running payments art made to contractors.

(vi) In support of the Abstract bills, on which money is originally drawn as stated
in (i) above, the detailed vouchers referred to in(ii) abovef should be submitted

127 
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direct to th, Acco1ntant-General's ()fjice in one batch at t• end of the month

c01-ered by a schedule of wmks expenditure Form P.W.ft+. 27. 

(vii) AJist of all san:tions to esdmates accorded during the months showing 'the name
of wo;k, th� amo:int of th, sanctioned estimate, and the authority for t�e
sanction should besupplied to theAcco1ntant.General,by theSth ofthe month
following that to which the sanctions relate� In case there 'js nosuchsu.ction in
any month a 11Nil'' report sM:dd be se�t on that date. Public Works f onns
sho.uid be used for the sanctions aecQrded. 

'. il2S2 ... 

The forms referred to in this Appendix as P.W.A/ and DJ.R. (P:W.) are cont.ain� 
in Aceoun� Code, Volum� Ill and Govelnment of Punjab, Department of Fi�ance; ·Financial. 
Handbook No. 3t Departmental Financial Rules respectively. 
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Serial 
No. 

Rule in which 
quoted 

TABLE OF FORMS 

Description 

131 

. Pages 

- --

1 2.2 Cash Book-specimen of. 133 

2 6,3 Certificate of Transfer of charge. 134 

) 7.6(�) Statement of proposition for Revision of [sta· 13� 
blishment. (with detailed information) . 

4 7.6(a), Note 1 Statement of propo�ilion for Revbion of btab· 136 
lishinent. (when detaih:d information is not 

; 
necessary) 

5 7.12 Acquittance Roll. ll7' 

6 7,12 Regitor ot unlliaturbed pay and allowances, 13R 
· etc.

Note 3 �low rule 7.12 Bill Register. 139 

8 Note 4 below rule 7.12. Bill Transit Register. 140 

9 8.8(a) Deta1led . co�ntersigncd cotitingont bill. 141-43

10 8.15 . ,, . · Registor of contingent charges, 144 

11 8.15 
,,,..... . 

Register af contingent ch.,rges of the State_ 
Stationery Office. 

145

12 10.16 ('t'i), 
Note 10.16 {vii), 
Note 4 and 10.17 

Form of Mortgaec Deed to be executed when 146-50 
the property is free hold. 

Note 3. 

12-A. Second Proviso to chuse Form of Mortgage Deed to be executed by 151-..;55
{vii) of rule t0, 16 both the Government employee and the 

other owner when the land is free-hold and 
is owned by the Government employee 
jointly with bis wife, her husband, father 
or son. 

12-B. Third proviso to clause Form of Mor�ge Deed to be executed by 156-61
(vii) of rule 10.l6 the owner an ihe undertaking to be given 

bY the Government emptor, when the land
is Free-hold and is sole y owned bY the 
wife, husband, father, or soo of the 
Government employee. 

r, 10.16 (vi) Note. .. · Form of Re·convcyance of Mort1aged Pro· 162 
perty 

... 



Ol TABLE 09 FORMS-concld

Serial 
No. 

Rule in which 
quoted 

DCSQ'iption Pase, 

14 

14·A. 

14-B.

15 

16 

17 

18 

19 

20 

10.16 (vi) Form of Mortgage Deed to be executed 163-68

Note. I0.16 (vii) when the property is lease hold. 
Note I and Note 4, 
10.16 (ix), Note and 10.17. 
Note 3 

See-0nd Proviso to clause Form of Mortgage Deed to be executed 
(vii) of rule 10.16 by both the Government omployees and 

169-74

the other owner When the land is lease· 
hold and is owned by the Government 

employee jointly with his wife, her 
husband, father or son. 

Third Proviso to cJause Form of Mortgage Deed to be e�cuted by 175-80

(vii)of rule 10.16 the owner and undertaking to be given by 
· the Government employee when the land

is solely owned by the wife, husband, father
or son of the Government employee.

10.16(ix), Form of agreement to be executed at the time 181-83
Nore and 10.17, Note 3 of drawing an advanct by a. Government 

employees for building etc. of houses. 

10.16 (x) Surity Bond-specimen of 184-85 

10.19 Form of Mortgage Deed to � executed when 186-89 
the property is of a Hindu undivided Family. 

10.21(7), Note 4 Agrecm�t to be executed when drawing an 190

advance for the purchase of Motor Oar/Boat/ 
Cycle. 

10.21(7), Note 4 Mortgage Bond tor �otor Car/Boat/Cycle 191-93
Advance. 

15.5 Indent for Stores-specimen of. 194-95

.. 

a 

l 

j 
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,, 

ur r .lll;.;� v,r -·

:RECEIPTS 

Left handp·age 

Date No. of Particulars Pay 
Receipt 
where 

, necessaey 
' 

' 

' 

-

Rs. P. 

' -

:Right hand page 

Date Sub-vou- P.articular.s Pay 
·e:her Nos.

I 

R,.s. P.
I 

P. F. R. FORM I 

2.2) 

-�r:;1; ..1>"-"J.Do.-»ir..c.._..L ,tidEN OF 

. 

-

Allowances 

' -

Rs. P. 

AHowance 

Rs .. P. 

-

Contingencies 
--

... Advance d -

l:i i I Payments 
Q,; 0$ 

l!i 
.... 8.� ' 

,S '5 ccs 
-

Rs. P. , Rs .. P .. 

. ' . 
Contingencies 

-

----- ,_._ -

�B 
I :;;.-,.- ,, 8"�

!� o��
8.� a.e � c!

� «el <s R O �
.. i:l=·:;:::i. a 

8� 1:t ('IS i!. � 8 o--a·o a 
---

Rs. P. 
' 

:R,s. P. 
I 
i 

,,_ ) 

M(Jlnth 1'9 
PAYMENTS 

Miscellaneous Total Classification 

Rs. P. Rs. P. ' 

--· 

i 
Miscellaneous T.ota1 Classification

. 

' 
I 

Rs. P. I Rs� P. 

I 

� 

"'.11: 
0 
,ii::, 

-
:...> 



13� FORMS 

. ·--�-·-··---- ---'-'!..,-.-·-------------

P.F.R. FORM 2 

(Referreli to In rule 6.3) 

CERTlrlCATF. OF TRANSFER OF CHARGE 

Certified that \\'•: ha.xc in the For(Afiernoon of this day----:----=respectively 
made o.v�r an<l re0;iv�d charge of the office of-------!n pursuance of order No.-
datea----------'.---..=--.

*Certlfle� that l have as<iu mcd/rehnquilihed charge of the office of--------in
-ihe Fore/Al',ernoon ofthls<la,y--------ln pursuance of order No.-------
dated----------------.

for use !n Audit Office only. 
Noted in A.1AR at page-----------

!\oted In Leave Account at page------

Leave Salary Cert! fl cate/Servl ce 
scatement Issued on-1,,,,-------

A.A.G. 

Auditor Section Officer 
A.O. 

Concern.ed Officer 
Noted In A/Rat page---------� 

Noted [n leave Accou1it at page:.....----� 
Pay Slip Issued on----------�--

. A.A.G. 
Audltor Sectfon Officer _:_ _____ _ 

A.O. 

Concerned Officer 

Relicve<l Oflker -----�Signature-�-----
(Name in Block letters) 

D�signation------
proceeui �g ori transfer/leave/ 
retirement 

Relieving Officer ..... ____ .,... 

Signature-------
(Name In Block letters) 

Deslgnatlon-----
Statlon--------

Dated-------

. "votes-(a) The relieving officer should indicate the name ofT reasury/Sub-Treasury from where be wants 
10 draw !\is pay/allowances and leave salary etc. 

Treasury/Sub·Treasury 

(b i The R�!ievd Ofl'i��r should incticate the name of Trearnry/Sub··Treasury from where he wants to draw 
hi� JlitYI allowances and leave salary. 

Treasury/Sub· Treasury 

Memo. of balance for wh! ch responslb(llt� Is accepted by the officer receivl ng charge. 

Cash Rs.------- 1----Permanent Advance Rs.-----�-·--· 

:Numb,r of Cheque Book In use, If any------�· ---

Total number of unused cheques, If any--7----

--- ....... ___ --··-·---.... --·-... --·--· --

*Delete the part not applicable.

Relieved Offi�r----

.Relieving Officer---

Q 



�) 

P. F. R. FORM -3 

(Referred. to in P. F. R. 7�6 (a) and note 1 .thereunder] 

STATEMENT OF PROPOSITION FOR REVISION OF ESTABLISHMENT 

(WITH DETAILED INFORMATION). 

NATURE OF CHARGES P:Q.OPOSITION 

IPresent Scale l Proposed Scale Permanent-�\ Temporary ·--_ 
-----1 --1 ---·-1 ---- -i-"---1-1---1 ·--.-1-------

Increase 
I
Decrea sel Increase

· 1
Pay 

-·

d <n 

8 ·0 
·.:; 

ea t';i' 
Q 

r:! Cl) 
0 0 

·;;; 
> CD 

< z � 

I ,--,--·-
i== 
0 

:I I 
..... 

a·.::, d � 
s 

�
iib -�

�, 
·..; ts <P c::s 
Cl :a, Cl :a� .. 

Pay 

---.-1----11----

s 
..... e :e:=

::::, 
s 

::s 
.§ s 
c e -�
:E 

(.) <SS 
c::l � -

-.,.. 
8 
,1.) 

ff 
� 
< 

per per per 
m.onth .rnonth DlOnth 

Decrease 
per 

month 
n--------1----1----1-1------

..... 
§ 0 

� 

-

g 
l:l<

"d 0 
. .::
8.. 

-

d ::::,0
� 

-00·c:cu Cl., ! 

d :;::J0
e 

-< 

.. 

bl) 

.sc:::
0 

-�
:rZ .e-··-
- .... 0 0
.... '5
CL> :::s 

�<
0 

\"J 

-1-1-1---1--1-1-1-i-1-1--1---1 I 1---1---1----1------1--1---·----· "" .... *' ... * "" • ,ti! * * 

.1 I 
..,Money columns 

N,o-te-In preparing this statement, part:tcuJar auention should be p.at;d to the in.:sti-uctjons iD P.F. Rules 7 · s aJl.d 7 · 6. 

"rj 

0 
·,a
� <'-.:I 

-

:...a 
t.,, 

\ 



, 

1 

P. F. R. FORM� 

[Refer:a:ed to ih note 1 to P. F. �- 7 .6 (a)] 

STATEMENT OF PROPOSJTION·FOR REVISION OF !ESTABLISHMENT 
(WHEN DETAILED INFOR.MAT£0N IS NOT NECESSARY) 

I 
. .. 

2 
- 3 ,, 

4 

-·I
I

s 

-

Class 0£ grade and designa- Number in. each Class Rates of Pay Actual present cost Approximate extra 
tion of Governµi.ent employees of" e,stablishments cost involved. by 
af.fected 

. 
affected. these proposals 

Present Proposed Pr·esent Proposed 
(a) (b) (�) (b) 

i) 
I 

-- I· -

., 

l I. 

1 

In the case of' district or divisi()nal establishnlents the costs of the whole establishn).ent or es�bli�hm.ents effected should be 
given in. }Ulllp sum wit:hout details,. and in the case o-f establishments,. the scale of which is f'ixed Cor the State as .a whole 
the cost of the whole State scale should be ,entered. Where a :new class is added 1:o an existing est.ablisblnent the· 
whole. of' ·the existing cost of' that establishment should be

., 
tp.ven • 

. Certified t�t I have exa.m.ined the figure . .in columns 2(a),. 3(a) and 4 and have checked the e:i1,tra cost shown in column ·s 
wjth the, proposed alterations and addition_s entered in columns. 2(b) R;nd 3(b) 1:1.nd f:ittd it to be correct-

,(., 

,,, 0 

"'.!r"r 

110� 
er., 

-

........,. 



FOR 

Item 
No. 

11 

P. F. R. FORM 5 
(E.of"crred to in P. F. R. 7 .. 12) 

ACQ.UITTANCE ROLL 

>' 

PERMANENT ....-
ACQUITTANCE, ROLL OF ESTABLISHMENT OF THE-----

TEMPORARY 
PAY 

FOR THE MONTH OF 19 

• 

TR,AVELLING ALLOWANCES 

Dated signature 
stamp \>v'bere neoc: 

ation Net amount payable ·unpaid items to
·- ed as such and ,

Name Design. 

ted 
---

Rs. P. 

! 

Tolal uop.ajd 
Rt>. ( ) 
rupee� 

-____ ,,..... -------·

Total 
I 

hh 
aryi. 
not
=>-

Passed for· Rs ...................................... ( ...............•...... . , ............ )on Lhc autho.dty ofi 

J.::stablisbmeot 

Travelli.ng Allowance 

Cashi.eli' 

figures. words 

bj}l o.f .......... · .......................... ,for , .......... . .. ... ... . .. ..  - "· . . ..  - • .. •. ... .. .. .. I' .. • .. - " ' .. - . .. .. ..  - ...... .  • • •

D:rav ... ·ing ·Offi..:c,· 

Certified that a proper quittance has been taken in re specif of each amount paid in this roll fronl Lhe person CT1 tit kd to, 
:receive jt. 

· · 

Disbursing OfCi'ccr 

-......,. 

� 
0
� 
� 



Sr. 
No. 

1 

BJII No. 
and date 

i 

·FOR]�-6

\Refened to in p. F. R 7.12) 

REGISTER OF UNDISBURSED PAY AND ALLOWANCES. ETC. 

Net am.ount 
of the bill 

3 

.Qate of 
en.cash
mi;::nt 

4 

I Tota] aniount Particulars \ 
remai:qing of the -1

. undisbursed amouut 
shown in 
column 5 

5 6 

Dated 
initia.ls 
o.f the 
Gazetted 
Officer 

7 

11 Date of 
disbursement 

8 

na·ted . r REMARKS 
initfaJs 

qf"the Gaze-
U.ed. Officer 

9, 10 
--1 I I ,I I I -1------

-"". --. ... , · .. -�-... ;.� 

,,.. '° 

I' I f J o· 1. I l 
.e, 

·� 

3::
t.n, 

._,., 
00 



FOR 

P. F .. R. FORM 5
(Re:fe.rred to in P .. F - R .. 7..12)

ACQUITTANCE ROLL 
,PERMANENT _,.,,. 

ACQUITTANCE ROLL OF ESTABLISHMENT OF THE-----
TEMPORARY 

PAY 
FOR THE MONTH OF 19 

� 

TRAVELL'ING ALLOWANCES 

Item 
No. 

_J 

Nam.e 

Passed for 

.Esta'blishmen t 

T:ravellit'lg Allowance 

Cashier 

Designation 
. 

-

I 

Rs ................ - .... - . 
figures 

Dated signature (with 
stamp wbe.re necessary� 

Net a mou.rn payable unpaid items to btt �not 
·� 1, ed as such and act��-

t.ed 
---------· -

Rs. P. 

Total unpaid 
Rs. ( ) 
rupee!> 

! --------

Total ' 

. .  ( ....... - ...... - . .  

v..•ords 
· · .. · · .. - · · · · · · - · - · · · . )on the ;1.uthority '()f 

biU of .......... . . _ ... ,· ........ .. ,for ............. - · · · · · · · · .. · · · · · - · · · · · · · · · · · · ·

Drawing Officer 

Certified that a proper quittanc·e has been taken in respect of ,each amount pa.id in this roll frorn tbc person_ en titkd to 
:r-ecdve it.. 

Disbursing Ofticc.r 

-

....... 

-..i 

.,...

0
:::0 
�� 



. 

Sr. B.rU No. 
No. and date 

0 

--

1 ?, 
--

. . 

. 

. 

. 
. . 

-� . .......  '":. -�" -..
"'° 

·FORivt-6

,Re.feued to in p. F. R 7.12) 

REGISTER o·F UNDlSBURSED PAY AND ALLOWANCES, ETC. 

. 
'Net amount 
o.f the biM 

. 

3 

. 

I 
' 

.. 

,r� 0 

. 

.Qate o:f ] Total a,nount
CD.'cash- remai:qing 
men 1: undisbursed 

. 

. 4 . 5 

. 
. 

" 

. 

. 

. 
. 

. . 

' 

I 

. 

I 

Partkulars ' Dated 
of the initials 
amount of the 

. shown in Gazetted 
coJumn 5 Officer-

6 7 

. 

. 

. 

. 

-

I 

Date of 
disbursement 

8 

Dated· I REMARKS 
initials 

of the Gaze
tted. Officer [ · 

9 10 
.�---�! 1�---�-� 

i; 
. 

I 

f 

.
- . I 

41�. 

..... 

00 

� 
s: 



FORMS 

FORM P.F.R. 7 

(See Note 3 belmr rule 7.12 of P.F.R. V�lume I) 

BILL REGISTER 

I. Bill number and Date.

2. Particulars of the Rill.

3. Pay of Establishment. .

4. Compensatory Allowance.

5. House-rent and other allowances.

6. Travelling Allowance.

7. Gross Amount.

8. Deductions.

9. Net Amount.

10. Dated initials of the gnettcd officer signing Lhe bill.

11. Date of presentation at the Treasury.

12. Amount assessed by the Treasury.

13. Date of signing· acknowledge.ment with initials of the officer signing the bill.

14. Date of receipt. from the Treasury.

15. Date of entry in the Cash. B,ook.

16. Jni�fals of Gazetted Officer-in�charge of the Cash.

17. Month of encashment.

18. 2nd month.

19. 3rd month.

20. Referen.ce to bill No. and date in which balance has been short drawn.

21. Remarks.

22. Amount of the bill.

23. Detailed heads of account, etc.

24, Amount disbursed in. 

139 



140 FORMS 

FORM P.F.R. 8 

(Sec Note 4 below Rule 7.12 of P.F.R. Volume/)

BILL TRANSIT REGISTER 

Name of the DepartmentiOffice-------------

. ..,,......--��,--�-���----:�������-

Serial , Particulars nf 'J Net 
No. the Bill · amount 

• 

3 

r 

j Inh i:lls of 
. Drawing and 
Disbursing 

t Officer 

4 

I 
Token No. Dated initials I Remarks 

of the Receiv-r allotted 
I by the 

l Trc�sury

5 

" ing official in l
the Treasury I

6 7 

-'""'"'""-·------·--------------------

------�-----�-

I 
J 

Nores.-(1) Column 2: Entries should indicate the No. and <late of the Bill and the nature of the claims; viz., 
Establishment Pay Bill, T.A. Bill, Conlinge1H Bill, etc. and in the case of self�drawing offieers, their 
name. 

(2) Column Sand 6: Entries to be made by the Treasury Officer.

(3) Column 7: {i) On receipt.of payment by cheque/ cash the Drawing and Disbursing Officer wilt make the
entry'1payment ri;ceived". The register should be reviewed by making the entries in Col. 7 to ensure 

that un-authorised bills arc not presented and enClShed through the register. 

(ii) On return of the bill unpassed from the Treasury, the Drawing and Disbursing Offi�r shall note the
fact against the relevant entry under his dated initials. If presented again • the bill should bear a

new serial number. 



FORMS 141 

P.F.R. FORM 9 

[Referred to in P.F.R. 8.8(a)] 

DETAILED COUNTERSIGNED CONTINGENT BILL NO. 

No/1.-Government employees wbote .bills are countersigned before Nyrnent by the Controlling 
Officer should use Form prescribed in P,T.R. 

Not payable at the Treasury 

Sent to Con{rolling Officer on 

Accountant-General on 

.. 19 

.. 19 

Countersigned and st'nt to 

District Monthly detailed bill of Contingent Charges for the month of---

Ottails of numbers 
of su�vouchers 

19 

Head of Account-

____ ........... __ ·--�--���-

Description of charge and No. and 
date of authority where special 
sanction is necessary 

Amount 

-------1--------------- =----------

Carried over 

Rs. P. 

-- ·c ........ _ 



i----

Deta:iilis 0£ numbers o.f sub-vouchers Arnot'ant Description O·f charge and No. and darte ·of 
authority where special. s:anction is necessary 

-----------------------... --------"---! -1 - I-� r---, 

· Brought .f"orward Rs. p 

•I 

1--.-\-. ---- ------1-· ----- 1 - -- �--·-

. T:;_��::-< ) \ _ __ l \ 
(1) I ceFtify that �he expenditure induded in tbis bill could

not,. with d�e rega.rd to. the int.erests of the Pub[ic Ser
vice,, be avoided. I have satisfied mysel£ that cparges
entered in this li?iU have been really paid. Vouchers for
all items. of e:x;pendiiture above Rs. 25 in amount, and all
work; bills are attached to the birl. I have as far as po
ssible � obtained vouchers for other sums, and am rres
ponsible 'that they have been so destroyed or so mutila
ted that they c�n not be used again

Drawn on abstract Bill N-o.
dated 

n,tto 
Ditto 

Ditto 
Add- Amount of disaUowance from bill No .• 

dated--·-----refunded by . deduction 
�from Contingent biH No. ,dated-
-------and reallowed as per I 

*(2) Ce'rtified that aU the articJ!es detailed in the vouchers 
�ttached to the biU and. in t-hose retained ir ... my of'fice � 
h.ave been aqcounted _ for in the;, Stock Register 

(3) Certified that the purchases biUed 10.r h.ave be·en recei
ved in good ordel:·, that their q1;iantities are ,correct and
that their quality good, that the rates paid are not in ex-:
cess of the accepted and the n1arket rates and that suit
ab1e notes of payment.have b.!en recorded against the in.
dent and -invoices concerned to prevent double payments

Total o.f this Bill 

App'r<>priation· for·-_---------------=--

(4) Certified that - • l . 
(a) the expenditure on conveyance hfre included jn thjs Expenditure indu

. 

d
.
ing this bm

bill was actually incurred, was unavoidable and is with 
in the scheduled scale 01 cha,;ges: for the conveyance · Amount of work bills cnnexed 
used� and • 

· - , 

! ·--

Conti n gcncies. 

*This certificate is required when proper store accounts of materials and stores purchased ar,e required to be maintained.

p F) 
,, f i 

l 

-

,*"" 
h.> 

·O
�
�
Ch 



.. 

., 

1 

FORMS 141 

P.F.R. FORM 9 

[Referred to in P.F.R. 8.8(a)] 

DETAILED COUNTERSIGNED CONTINGENT BILL NO. 

Nott,-Government emrloyees whost bills arc c,1)untcrsigned b�fore ·payment by the Controlling 
OCficer should use Form prescrjbed in P,i.R. 

Not payable at the Treasury 

Sent to Conlrolling Officer on 

ACC'ountant·General on 

.. 19 

. . 19 

Countersigned and sent to 

District . . Monthly detailed bill of Contingent Charges for the month of---

Datails of numbers 
of su�vouchers 

19 

Head of Account-

1----------------------------......... --.;---�-1----

'--ec----,...---... ____ ' ---

Description of charge and No. and 
date of authority where special 
sanction is necessary 

Amount 

--------1-----------�-_....._ __ 

\ 

Carried over 

Rs. P. 

--____ , _____ _ 



Details of numbers of sub-vouchers Descrip�ion o.f charg,e and No. and date ·of 
authority where special sancti"on is necessar:y 

Brought forward 

An1ot
l

nt 

,�--��--�,-------

Rs. p 

Total Rs.( 
Rupees 

) 

.. ·--1-,. ------------. ---
---, --- 1-· .. _ 

(1) I certify that the expenditure included in:. this bill could
not,. with dµe regard to the interests of -:t.he Public Ser
vice;,. be avoided. I have satisfied myself that charges
entered in this bill have been r·eally' paid. Vouchers for
all items of expenditure above Rs. 25 iin amount,. and an
work ibills are attached to the bill. I have as f'ar as po
ssible • obtained vouchers ror other sums, and am res
ponsible that they have been .so destroyed or so on1-tila
ted that they c�n n.o:t be used again

*(2) Certified that all the articles detailed in the vouchers 
attac:bed to the biU and in those retained in.. my of"fice 
have been accounted f'or in th� Stock Register 

(3) Certified _that the purchases billed for bave been rec;;ei
ved in good order,. that their qQ.antities are cor'fect and
that their quality gbod, that th.e ("ates paid a.r·e not in ex--: 

cess. of the accepted and the market rates aQd that su�t
able notes of payment�have b.i:en recorded a0gainst the in
dent and ·invoices C·oncerned to prevent double payments

(4) Certified that -
(a) the expenditure on conve::yan.ce hir,e included j.n this

bill was actually iincur.red, was unavoiidable and is with 
in the scheduled scale of cbai;ges for the conveyance 
used,_and . 

I , - --�------=-

Drawn on abstract Bill No. 
dated 

Ditto 
Diitto 

Ditto 
A.dd- Amount of disallovvance from bill No., 

dated refunded by " deduction 
·:fr.om Contingent biU No. ,d.ated-
-------and reaUowed as per I 

Tota1 o.f this Bill 

App,ropriation- for·-.-------------·----

-

Expenditure i:nduding this bill 

�mount of work bins ennexed 

Cont·ingencies 

*This certificate is required when proper store accoul)_ts of materials and st0:fes purchased are r,equiced t0 be mai!ntained.

p 
� i i 

l 

I 

.c,,. 
t-> 

'"T1 
0 
::,::ii 
3:: 
en-



(r:, 

(b) the Government employee concerned js not entitled
to draw travelling aJiowance under the ordinary rules
for the journey. and he is not granted any compensa
tory allowance and do·es not and will not otherwise re
ceive any· special remuneration for the performance
of the duty which necessitated the jouir-ney-

Dated Signautre of Disbursing Officer 

... 

Balance available 

Bisanowed from Sub-voucher No. ... 

Ditto 

Total of" this bill 

Ditto 

Passeo for Rupees 

., 

{For use of ControUing 

Of.:icer) 

I certify tbat in support. of every �harge of m.r}re than R.s. 50 made in this bill, a recejpt or other voucher has been given 
to D1e. The receipts and vouchers for items in excess 01 Rs. 200 are attachecl to the bill, and I am responsible that the receipts and 
vouchers for all other items or nlore than Rs. 50 are in proper form and order and a�e in my possession and that they have 
been so cancelled that they cannot be ag�in used to support ·claims against tl:.e Government. All work b.ills are alsc appended� 

Dated 19 Signature of" the Countersigning Officer. 

1 
' 
l 

...,., 

0 
::;d 

3::. 

� 

,� 



P.F.R .. FORM-10 

(Re.f'erred to in P.F.R� 8.15) 

(To be printed on open royal) 

REGl:STER OF CO'NTINGENT CHARGES OF THE 
. 

DEPARTMENT OF THE--- DISTRJCT--19 

Left hand page 

Date To whon1 paid 

A p-pro pri a tion 
ror each head 

. 

" 

Right nan<l page 

Detailed beads 

Sub-divisions of 
detailed heads 

p 

No. of Sub-voucher 
Contingent 

.. ,bstracl 

Unusual charges 

Amc1unt 
Description 

J. 

Dctaiicd hc�ds of budget 

-

Sub-Divisions of detailed heads as may be convenient 1 r 1.ti e 
a 

nt 
grant be not ordinarily distributed among the sub-divisions of 
dctai'Jed head, they should be linked by a brace and the amou 
placed below. 

-,� I 

Total of 
each con
ting.cn t 
abstract 

Each of these spact:s represents a money colum1 

I I 

TotaJ of 
each mon lh 's 

bill 

1-1-1-,-t- _I_\_

Date of 
detailed 
biU 

.,� 

Date of 
admission 

with 
initials 

.I' 

u:) 

< 

� 
1-,:.l 

p::; 

.... 

+"' 

i� 
� 





10 
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I 
; I 

I I �]��}�ij



,( 

P. F. R. FORl'vl 11 

(Referred to in P .F.R. 8. 1 5) 

(To be printed in supper royal folio) 

REGISTER OF CONTINGENT CHARGES OF THE STATE STATIONERY OFFICE> PUNJAB, 19 

Left han.d page 

Date "f o whom paid 
and appropria
tion for each 

Right hand page 

--

sub-vouchers 
No. of.--
contingent 

-

abstract I 

I . 
' 

Stationery offices and stores 
I 

I
1 

Postage. etc. Railway i Other contin- Total of each Date of ad-
freight i gencies contingent mission witb 

I abstract initials 
-

I 

I
I 

I I 

Purchase of stationery store� . 
I I .-

u, 

� 
� 
< 

��
� 

V>

Printing and . Drawing papers Office Stationery Binding mater- f Other offke Total of each 
I 

Date of ad-
� 
� 
< 
� writing papers and material 

-

I 

ials requisites. contingcnt mission with 
ab�tract initials � 

1���---�������1 I ,���-----

'"T'1 
0 

en 

-

.,:,.. 
·\,A 



. 146 FORMS 

P.F.R. 'FORM 12 

[Ref erred to in the. Note under rule 10.16 (vi); Note ( 4) t nder rule I0.16 (vii). Note under 
10.16 {ix) and Note 3 under rule 10.17). 

FORM OF MORTGAGE DEED TO BE EXECUTED WHEN THE PROPERTY IS 
FREE HOLD 

This indenture made this , day of one 
thousand nine hundred and -between son of----
of. . at pre ent emrk,ytd as in the Department/Office Ctf---· --, 
at hereinaf1cr called 'Th: Mortgagor' which cxrrcssion shall, unless 
excluded by or reyugnant to the subject or context, include his/her heirs, executors, administrators, 

• and assigns) of the ONE PART and the Governor of Punjab (hereinafter called 'The Mortgagee'
which expression shall. unless excluded by or repugnant to the subject or context, Jndude his
successors in office and assigns) of the OTHER PART-

W_HEREAS the Mortgagor 1s tnc ·absolute and sole beneficial owner and is seized and 
possessed of or otherwise well and sufficiently entitled fo the land and}or house hereditamcnts 
and p,emises hereinafter· describ� in the Schedule hereunder written and for greater clearance, 
delineated 'on the plan annexed hereto and thereon shown with the boundaries thereof coloured 
-------.and expressed to be hereby conveyed, transferred · and assured .hereinafter 
referred �o as "the sa:d Mortgaged Property") 

AND WHEREAS the Mortgagor applied to the MORTGAGEE for an ac'vance of 
Rs. • Rupees --only) for the purpose of enabling 
the Mortgagor. 

*'l. To purchase land or purchase land.and to construct a house thereon or* to carry out 
repairs or enlarge Jiving accommodation i.n the ei<isting house on the sajd hereditaments. 

•2. To construct a house on the said hereditaments.

*3. To pu1"9base a ready built aforesaid hoµse or* to repay a 1oari taken by the Mgrtgagor
for purchase of land for constructing a not.se or for purchasing the aforesaid house. 

AND WHEREAS the ·Mortgagee agreed to advance· to the Mortgagor the said sum of 
Rs. n certain terms and conditions. 

AND WHEREAS one of the c0nditions for the aforesaid advance is that the Mortgagee 
should secure the repayment of the said advance and due observance of alJ the terros and conditions 
contained in Chapter X of the Punjab Fi11ancial Rules, Volume J, regulating the grant of advances 
to Puniab state Government Employees for buiiding etc. of houses (hereinafter referred to as the 
0said Rules" which expression shall, where the context so admits, include any amendment.thereof 
or addition thereto for the time being in force) by a Mortgage of the property . descn'bed in the 
Schedule hereunder written. 

•Mention whatever is applicable.
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AND WHEREAS the Mortgagee-

*'J. has sanctioned to the Mortgagor. an advance of Rs.------
(Rupees 

0

only) payable by sucb instalments and in the 
manner as h¢rcinafter appearing. 

*2. has paid to the Mortgagor an advance of. Rs (R upces--
-------only) on nd in the nian[er provided in the said 
Rules upon having 'the repayment of the loan with interest and the observance of
all the tei·ms and conditions contained in the said Rules as hereinafter mentioned 
secured in the manner hereinafter appearing . 

• 
A ND WHEREAS THE Mortgagor is to receive from the Mortgagee the aforesaid 

advance** in lump sum/in the followint insldlr11ents-

1st instalmcntr----� 

2nd instalment-------

3rd instalment .. -------

NOW THE INDENTURE WITNESSETH as follows :-
(i) In pursuance of the said Rules and in consideration of the said advance sanctioned/paid

by the Mortgagee to the Mortgagor pursuant to the provisions contained in the said Rules the 
Mortgagor DOTH hereby convenant with the Mortga_gee that the .Mortgagor shall always duly 
observe and perform all the terms and conditions of the said Rules and shall repay to the 
Mortgagee the, said advance of Rs. - (Rupees------only), by _.__ 
montly instalments from the pay of the Mortgagor �ommencing from month of · ---
nineteen hundred and- -and the Mortgagor hereby authorises the Mortgagee to
make deduction from his monthly pay/leave salary of the amount of 1uch instalments and the 
mortgagor shall after paying the full amotnt of the advance also pay interest dt e thereon int.-..__ 
monthly instalments in the manner and on the terms specified in the said Rules, provided that the 
Mortgagor shall repay the entire advance with interest in full before the date on which he/she is 
due to retire from service, failing which the Mortgagee shall be entitled to enforce this security 
of the Mortgagee at any time thereafter and recover the balanre of the advance then due together 
with interest and costs of recovery by ·sale of the mortgaged property or in such other manner 
as may be permissible under the law. It will, however, be open to the Mortgagor to repay .the 
amount in a shorter period. 

(ii) Ifthe Mortgagor shall utilize the advance for a purpose other than that for which the
advance is sanctioned, or if the Mortgagor shall become insolvent or shall cease to be in service 
for any reason other than normal retirement/superannuation or if he/she dies before payment 
of the advance in full or if the Mortgagor shall fail to observe or perform any of the terms, condi
tions and stipulation specified in the said Rules and on hi�/her part t-0 be observed and performed 
than and in any such case .the whole of the princi�l amount of the advance or so much thereof

*Mention whatever ls applicable.
••Herc indicate whether the amount will be drawn in lump sum or in instalments. [f in instalments indk:ato
when these wUl be dra"m.
tSuch in,;talment being not appreciably greater than tbe instalment by which the principal is recovered.
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as shall then remain due and unpaid shall become payable forthwith to the MORTGAGEE with 
interest thereon at*---- -percent per annum calculated from the .date of the payment by 
tbe.M-ortgagee of the first instalment of the said advance. 

(iii) In fu.rther pursuance of the said Rules and for the consideration aforesaid and to
secure repayment of the aforesaid advance and interest as shall at any time or times hereinafter 
be due to the Mortgagee under the tenns of these presents the Mortgagor doth hereby grant, con� 
vey, transfer, assign and assure unto the MortgageeALL AND SINGULAR the said Mortgaged 
property fwly described in the Schedule hereunder written together with buildings erected or to be 
erected by the Mortgagor on the said Mortgaged property or material for tht time being thereon 
withallrights,easementsand appurtenances to the said mortgaged pro_p.erty or any of them belong
int to HOLD the-said Mortgaged property with their appurtenances-, including all erections and 
buildings erected ind built or to be erected and built hereafter on the said Mortgaged property 

or material fo.r the time being thereon unto and to the use ·of the mortgagee absolutely for ever 
free from all encumbrances SUBJECT NEVERTHEL ESS to the proviso for redemption here• 
inafter contained PROVIDED ALWAYS AND it is hereby agreed and declared by and between 
the parties beret� that if the Mortgagor shall duty pay to the Mortgagee the said pdnci)>al ·sum 
and interest hereby se,cured in the manner herein provided and also the other moneys (if any) 
detennined to· be payable by the Mortgagor to the Mortgagee under the terms and conditions of 
the said Rules, then-the Mortgagee will at any time t�reafter upon the request and at the cost of 

' 
' 

the Mortgagor recover t retransfer �nd reassure the said Mortgaged property unto and to the use 
of the Mortgagor or as he may direct. 

(iv) AND IT IS HEREBY EXPRESSLY AGREED AND DECLARED that if there
.. shall be any breach by the 'Mortgagor of the convenants on his/her part herein/contained and to 
be.obser11ed and performed by him/her or if the Mortgago,r shall become insolvent or shall cease. to 
be in service for any reason other th.an normal retirement/superannuation orif he/she dies before 
all the dues payable to the Mortgagee under these present� together with interest thereon shall 
have been fully paid off or if th.e·�aid advance or any part thereofbecoIIleS payable forthwitn under 
theae pre-sen ts or othe1 wise, then and in any of such cases it shall be lawful for the Mortgagee to 
sell the sa[d Mortgaged property or any part thereof either together or in parcels and either by 
public auction or by private.contract with power to. buy in or rescind any contract for sale and to 
resell without being responsible for any loss which may be oxasioned thereby and to do · and 
execute all such acts and a�urances effectuating any such sales as the Mortgagee shall think fit 
AND rr IS HEREBY declared that the recdpt .of the Mortgagee for the purchase mo.ney of the 
premises sold or �ny part tbereof shall effectually discharge the purchaser or purchasers therefrom 
AND IT IS HEREBY qeclared t.hat the Mortgagee shall hold the moneys tQ arise from any such, . 
sale in pursuance of the aforesaid power upon TRUST, in the first place there out to pay all the 
expenses incurred on such sale and then to pay moneys in or towards the satisfaction of the mo
neys for the time being owing ,on the security of these presents a.nd the balance, if a�Yt to be 
paid to the M()rtgagor. 

•Normal rate of interest to be charaed undot tho said rules.
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(v) The Mortgagor hereby convettants with the Mortgagee as follows :-
( a) That the MORTGAGOR NOW hath in himself/herself good right and lawful autho

rity to grant, convey, transfer, assign and assure the MORTGAGED property 
unto and to the use of the Mortgagee in the manner aforesaid. 

(b) That theMortgagor shallcarry out theconstructionof the house, repairs or additions
to living accommodation in the aforesaid house exactly in accordance with the 
plan and specifications awroved by the Corporation/Municipal Committee/Small 
Town Committee� co�rned. The Mortgagor shall certify, when applying for 
instalment s of advance that the amount already drawn out of the sanctioned 
advance has actually. beert used on the construction of the houses. He/She shall 
allow the Mortgagee to carry out either by himself or through his representatin 
on inspection to verify the correctness of the aforesaid certincates. If a false 
c�rti.ficate is furnished by the Mortgagor, he/she will be liable to pay to· the Mort· 
gagee forthwith th� entire advance r�ived by him/her and further will also be 
liable to ·such disciplinary action as may be permissible under the rules of service 
as applicable to the Mortgagor. 

(c) That the Mortgagor shall complete the construction oi house/repairs or additions
to living accommodation in t� aforesaid house within* eight/�ix months of 
unless an extension of time is allowed in writing by the Mortgagee. In c.ase. of
default the Mortgagor shall be liable to repay forthwith the entire amount advan
ced to him together with interest calculated under the said rules, in one lump 
sum. The Mortgagor shall report to the Mortgagee the date of oomp�etion of 
the house and f11tnish a certificate to th� Mortgagee that the full amount of the 
advanc:c has been utilised for the purpose for which it was sanctioned. 

( d) That the Mrotgagor shall maintain the aforesaid house in good repair at his/her
own cost and shall pay all the Municipal and other local rates, tax;es and all 

• other outgoings inrespect of themortgaged property, regularly until the advance
has been repaid to the Mortgagee in full. The Mortgagor shall also furnish to
t� Mortgagee an annual certificate to the above effect.

le) The Mortgigor shall afford full facility to th� Mortgagee for canying out inspections 
after completion of the house to ensure that it is maintained in good repair untti 
the advance has been repaid in full. 

(f) The Mortgagor shall refund to the Mortgagee any amount together with interest, if
any due thereon drawn on acrount of the advance in exce5s of the expenditure 
incurred for which the advance was sanctioned. 

(g) That the Mortgagor shall not, during the continuance of these presents chatge,
en�umber, allienate, etc. or otherwise dispose of the Mortgaged property. 

Note.-Oauses (b) and (c) are not applicable when the advance is fot the purchue of ready �uilt houses 
or for repayment of private loan taken by the applicant for purchase of land for constructing a house 
or for purchase of , house.

• Mention whatever is applicable.

uaerc mention the date on which tbe 1st instalment of tho advance is �dto the Mortgagor.
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SCHEDULE ABOVE IIEFERRED TO 

In witness wbeteof the Mortgagor has hereunto set his/her hand and the Governor of 
Punjab bas camed Shri/Shrimati in the �rtment/Office of. -for and 
on bis/her behalf' set his/her hand hereunto the day and year first above written. 

In the presence ot

ht Wit•: 

Address: 

Occupation 

lnd Witness : 

Address: 

Occupation 

Singed by the said (Mort1aa0r)-... --

Sinaed by Shri/Shrimad • 1 ·in the Department/Office ot
- - ----for and on bcbaJt or the GO'lernor of Punjab in the presence

1st Witneas- :

Address: 

�tion: 

jnd Witness: 

Address: 

Occupation: 
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FORM P. F. R. 12-A 

jReferred to in the Second Proviso to clause (vii) ofrule 10.161 

Form of Mortgage Deed to be cxetotrd b� both fhc Gtn•rnment l'mpfo�"e ar.d 
the oth�r ,O\Vncr whc11 the l:md is rr�e-�old and is owned by thz Government employl'c 
jointlv with his wife, her husba"d. f:,1hrr or son . 

. 

This indenture made on thi� ----day of. ---
one thou�and nine hundred and,------between· Sbri---
at present employed as.---�---------�(hercinafter 
called "the Mortgagor of the First rart") and Sbri 
sonfdaughter of Shri --- (hereinafter referred 
to as the Mortgagor of the Second Part which expression sh II, unless excluded by I 

or repugnant to the subject or context. iocludo his/her heirs. executors, admini( 
trators and assigns) and the Governor of Punjab (hereinafter rAllt.d '•the Mortgagee· 
which expN$Sion shall, unless excluded by or repugnant to the subject or Context, 
include his successors in office and assigns) of the l hird Part; 

WHEREAS the Mortgagor 0f the rirst Part and the �lortgagors of the 
Second Part are the absolute owner and arc seized and possessed of or othe1 wise 
well and suff icient)y entitled to the laQ(I hereinafter described in the .Scheduld� 
hereunder written and expressed to be hereby conve�, transferred and assured 
(hereinafter referred to as "the said Mortgaged Propertf); 

AND WHEREAS the Mortgaaor of the first part bat applied to the 
Mortg:-gee for advan(.t of Rs. (Rupees--�-
only) for the putposo of enabling the Mortgagor of the First Part to �nstruct a 
house on the said Mortgaged Property. 

AND WHEREAS tbe Mortgagee bas agreed to advance to the Mortgagor 
of tbe First Part the said sum of Rs. (Rupees---
only) on terms and conditions hereinafter appearing; 

AND WHEREAS one of the conditions tor the afores·1id advance is that 
tho Mortgagors of the First and Second Patt should secure tbO repayment of the 

� said advaoco and due observance of ::II the terms and conditions contained in
Chapter X or the .Punjab Financial Rules, Volum� I, regulating the grant of advance

to Punjab Go,crnment employees for building, etc. or houses (hereinafter referred 
to u the "said rules'' which CJprcssion shall, where the context so admits, include
any amendment thereof or addition thoroto for the time being in force) by 
mortgaging the Property described in tilt Schtdule bereonder written in favour or the 
Mortgagee; 

AND WHEREAS the Mortgagee, has 1anctioned to the Mortgagor of the 
First Pan and advance of, Rupees only), 
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Payable by su�h instalment and in such manner as hereinafter appearina. 

A ND WHEREAS the Mortgagor of the First Part has to receive from the Mortga· 
gee the aforesaid advance in lumpsum in the following instalments ; 

1st instalment ......................... . 

2nd instalment ......................... . 

3rd instalment. ........................ . 

4th instalment .................. ....... . 

NOW THIS lNDE�TURE WfTNESSETH AS FOLLOWS :-

(i) Jn pursuance of the sajd rules and in consideration of the said advance sanction·
ed by the Mortgagee to the Mortgagor cf the First Part pursuant to the provisions 
contained in the said rules, the Mortgagors of the First and Second Part Do hereby CO·

venant with the Mortgagee that the Mortgagors of the First Part shaJI always duly observe 
and perform all the terms and conditions of the said rules and shall repay to the Mort
gagee the said advance of Rs.-�-----in----------monthJy instal· 
ments from the pay of the Mortgagor of the First Part commencin'g from th�--:-
issue of pay after the first instalment is taken and the Mortgagor of First Part hereby autho· 
rises the Mortgagee to make deduction from bis/her monthly pay/leave salary of the amount 
of such instalments and the Mortgagor of the First Part shall after repa�ng the full 
amount of advance , also pay interest due thereon in monthly instalments in the manner and 
on the terms specified in the said rules, provided that the Mortgagor of the First Part shall 
repay the entire advance with interest in full before the day on which he/she is due to retire 
from service, failing which the Mortgagee shall be entitled to enforce the security of tho 
Mortgagee at any time thereafter and recover the balance of the advance then due to-
gether with interest and cost ofrecovery by sale-of the Mortgaged Property without the inter
vention of the court or in such other manner as may be permissible under the law. 
It will, however, be open to the Mortgagor to repay the amount in a shorter period. 

(ii) If the Mortgagor of the First Part shaU utilise the advance for a purpose othor
than that for which the advance is sanctioned, or if he/she shall become insolvont or shall 
cease to be jn service for any reason other than normal retirement/, uperannuation or if he/ 
she dies before payment of the advanoe in full, or if he/she shall fail to observe or perform 
any of the terms, conditions and stipulation� specified in the said rules and on bis/her part 
to be observed and performed then and in any such case the whole of the Principal 
amount of the advance or so much thereof as shall then remain due and unpaid shaU 
become· payable forthwith to the Mortgageo with interest thereon at---pet 
cent per annum calculated from the date of the payment by the Mortgagee of the fir1t 
instalment of the said advance. 

(iii) In further pursuance of the said rules and for the consideration aforesaid and
to secure repayment or the aforesaid advance and interest as ahall, at any time or timee 

.. 



hereinafter, be due to the Mortgagee under the terms of these presents, the Mortgagor of the 
First Part and Mortgagor of the Second Part do hereby grant, convey, transfer, assign and 
assure u�to the Mortgagee ALL AND SINGULAR the said Mortgaged Property fully de&· 
cribed in the Scheduled hereunder written together with buildfogs erected or to be erected 
by the Mortgagor of the First· Part of the said Mortgaged Property or material for the 
time being thereon with all rights, easements and appurtenances to the said Mortgaged 
Property or any of them belonging to HOLD the said Mortgaged Property with their appur· 
tcnances including all erections and buildin_gs erected and built or to be erected or built 
hereafter on the said Mortgaged Property or material for the time being therco� 
unto and to the use of the M9ftgagee for ever free from all encumbrances 
SUBJECT NOTWITHSTANDING to the provisio for redemption hereinafter 
contained PROVIDED ALWAYS and it is hereby agreed and declared by 
and between the parties hereto that if the Mortgagor of the First Part shall duly 
pay to the Mortgagee the Principal sum and interest hereby secured in the 
manner herein provided and also the other moneys, if anyt determined to be payable by the 
Mortgagor of the First Part to the Mortgagee under the terms and conditions of the said 
rules then the Mortgagee will at any time thereafter upon the request and at the cost 
of the Mortgagor of the First Part and the Mortgagor of the Second Part recover, rc
transf cr and reassure and said Mortgaged Property unto and to the use of the Mortgagor 
of the First Part and the Mortgagor of the Second P�art or as they may direct. 

(iv) AND IT IS HEREBY EXPRESSLY AGREED AND DECLARED
that if there shall be any breach by the Mortgagor of the First Part of the 
covenants on his{her part herein contained and to be observed and performed 
by him/her or if the Mortgagor of the First Part shall become insolvent 
or shall cease to be In service for any reason other than normal retirement 
or superannuation or if he/sho dies before all the dues payable to the Mortgagee 
under these presents together with interest thereon shall have been fully paid of or if the 
said advance or any part thereof becomes payable forthwith undet these presents or other .. 
wise then and in any of such cases it shall be lawful for the Mortgagee to sell the said 
Mortgaged Property without the intervention of the court or any part thereof either 
together or in parcels and either by public auction or by private contract with power to 
buy or rescind any contract for sale and to resell without being responsible for any loss which 
may be occasioned thereby and to. do and execute all sucb acts and assuarnces effectuating 
any such sales as the Mortgagee shall think f it AND TT JS HEREBY declared that the 
receipt of the Mortgagee for the purchase money of the premises sold or any part 
thereof shall effectually discharge the purchaser or purcbasen therefrom and it is 
hereby declared that the MQrtgagee shall hold the moneys to arise from any such sale 
in pursuance of the aforesaid power upon TRUST, in the f irst place thereout to pay all 
the expenses incurred on such sale and then to pay moneys· in or towards the satisfaction 
of the moneys for the time being owing on the securlty of these presents and the 
balan�

t 
if any, to be paid to the Mortgagors. 
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(v) The Mortgagors of the First Part and or the Second Part hereby joindy and
severally covenant with the Mortgagee as follows:-

(a) That the MORTGAGORSof the First Part and of the Second Part have
good· right and lawful authority to grantt convey, transfer, assign and 
assure the MO&TqAGED Property unto and to,the use or the Mortgagee 
in the manner aforesaid and furth� that the Mortiaged Proportyis ho 
from all encumbrances prior to the execution of this deed. 

. . 

(b) That the MorJgagors 9f the First Part and of the Second Part shall jointly and
severally be responsible to carry out the construction of the said house 
exactly in accordance with the plant and specifications approved by the 
competent authority. rtie Mortgagor of the First Part shall certify, 
when applying for instalments of advance, that the amount already drawn 
out of the sanctioned advance has actually been used on the comtruction 
of the said house. The Mortgagor of the First Part will allow the Mort· 
gagee to carry 01Jt either by himself or through his rcprcsentadve 
an inspection to verify the correctness of the aforesaid certificatet and jf 
it is found that a false certificate ha$ been furni.shed by the Mortgagor of 
the First Partt he/she shall be liable to re-pay to the Mortgag� forthwith 
the entire advance received by him 'her and further the Mortgagor or the 
First· Part wi� also be Uable to such disciplinary action as may bo pennis. 
sible under the rules of service as applicable to the Government employee. 

(c) That the Mortgagors of the First Part :and of the Seoond Part shaU jointly
and severally be responsible to cqmplete the .construction of the hQuse 
within eight months of'the execution of this deed unless an extension of time 
is allowed,in writipg- by the Mortgagee. hi case or default qie Mortgagor 
of the Pint Part ,hall bo liable to repay forthwith the entire amount 
adv4nced to him/ her together with interest calculated under the said rules in 
one lump sum. The Mortgagor of the First Part shall report to the Mort
gagee the dai of coinple.tion of the house and furnish a certificate to the 
Motgagee that the full amount of advance has been utilised for the putpose 
for which it was sanctioned . 

. ( d) That the Mortgagors of the Fir.st Part and of the S�ond Part shall maintain 
the aforesaid house Ul gQOd repair at thoir OWJl CO.St and Shall pay al) the 
Municipal and other local rates, taxes and all other outgoi.ogsln respect of 
the Mortgaged Property regularly until the advance has been rtpaid to the 
Mortgagee in full. The Mortgagor or the First Part shall furnish .to the 
Mortgagee a certificate to the above effect, annually. 

(c) The Mortgagors <>f the First Part and of the Second Part shall afford foll facility
to the Mortgagee for cart)'inJ o�t igspectioq br his offlccts, ,pnts or .. 
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_..._........, __ ........,. ______ _... _________________ �---··-

employees after comp�tion of the house to ensure that the house is in 
good condition until the advance has been repaid in full. 

(f) The Mortgagor of the First Part shall refund to the Mmtp� any amount
together with interest,ifany, due thoreondrawnonaccount·ofthe advance· 
in excess of the expenditure for which the advance was· sanctioned. 

(g) That the Mortgagors of the First Part and of the Second Part shall not during
the continuance or these presents encumber, alienate or otherwise dispose 
of the Mortgaged.Property. 

SCHEDULE ABOVB REFERlEJ> TO 

' (l) North� West 

(2) South-West

(3) East-South

( 4) West-North.

(S) Area.

1n witne� whereof. the Mortgagor of the First Part and the Mortgagor of the 
Second Part have hereunto set their respective hands and the Gover nor· of Punjab has caused 
Shri- ---for and on his behalf to set his han d hereunfothc day and 
year first above written. 

Signed by the M ortpgor of tbe First Part, .................. 1 ............... .

Signed by the Mortgagors of tho s«:ond Patt .................. ; ............. . 

1 •.•..•....•.....••••..•.•............•................................. 

2;.,, ............................ ··························�·········· 

3 t t t I t t I • t I If • t • i • i I • , ' t t • 6 t I, I f t lo f • t • i I I I I I • • t t • t t t t I t/t ! , , , ft f t t , f f ' I t 

4 ,,,,, ................ ,,,.,, •....• ! tt,ttttttllllttttt·•• · ················ .. •• 

In the presence of-

First witness ; 

Address : 

Occupation : 

2nd Witness : 

Ad,l.,i • . \Kess •

Occupation ; 

/ 

I 
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Signed by Shri/Shrimati-�----_. _ __, ___ .,..for and on. behalf o� the 
Governor of Punjab in the presence of --1 ........... _.._._._,....,_...... __ _ 

1 st Witness : 

Address ; 

OCGu_pati:on

2nd Witness : 

Address : 

Oceu pation : 

0 
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[Referred to in the third proviso to clause (vii) of rule 10.16] 

[Form of Mortgage Deed to be executed by the owner and the undertaking to be 
given by the Government employee when the land is free-hold and is solely owned by 
the wife, husband, father or son of the Government employee. 

This indenture made this-----day of------,-,___.-•--,one thousana 
nine hundred and·aM_._. .... _._._.between Shri-- son,wife1daughter 
of-· ·• ,---of. ·-�--at present employed as-,......_._,_ 
in the dep1rtm�nt,office of---------(hereinafter called the Government employee 
which expr�ion shnH, unless excluded by or repugnant to the subjct or context, include 
his/her heirs, executors, administrators and as.signs) oft he First Part and---- ---·-·
son,wi fe,daughter of.-.----of-.--.. ....... --....-.-(hereinafter called the Mort
gagor which expression shall, unless excluded by or repugnant to the subject or, context, 
include hisfher heirs, executors, administrators and assigns) of the Second Part and the 
G:>varnor of Punjab (hereinafte1 called the Mortgagee which expression shall, unless exclu
ded by or repugnant to the subject or context, rnclurle his succe�or, in office and assigns) 
of the Third Part ; 

WHEREAS the Mortgagor of the Second Part is the absolute and sole owner and 
is seized and posoo� of or otherwise well and sufficiently entitled to the land hereinafter 
described in the Schedule hereunder written and for greater clearance delineated on the 
plan annexed hereto and thereon shown with the boundaries thereof coloured-....... -
and expressed to be hereby convoyed, transforred and assured (hereinafter referred to as 
the said Mortgaged Property) ; 

AND WHEREAS the Government employee has applied to the Mortgagee for an 
advance of Rs. ---(Rupees---- ---------only) for the purpose 
of enabling tho Goverrunent employee to construct a house on the said Mor gaged Porperty ; 

AND WHEREAS the Mortgagee has agreed to advance to the Government emp· 
loyee the said sum of Rs.------.(Rupees-----__,----only) on the terms 
and conditions hereinafter appearinging ; 

AND WHEREAS one of the conditio� for tlw aforesaid advance is that the Govern· 
mentcmployee and the Mortgagor should secure the repayment of the said advance and 
due observance of all the terms and conditions contained in Chapter DC of the Punjab 
Financial Rules, Volume I I regulating the grant of advance to Punjab Government emp
loyee for building etc. of houses (hereinafter referred to as the said rules which 
expression shall. where the context so admits. include anY amendment thereof or addi· 
tion theroto for the time being in force) by mortgaging tho proporty 9oscri'*1 in the 
SeQodule h6reundo1 written in favour of the Mortgagee. 

1S7 
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AND WHEREAS tho Mortgagee has sanctione� to the Government employee an 
a1vance of Rs.----(Ropoes-------onJy) payable by such instal
ments and in such manner as hereinafter appearing : 

AND WHEREAS the Government employee has to receive from the Mortgagee 
the afo;esaid advance in lump sumjin the following instalments :--

I st instalment -------

2nd instalment ............ --_......... ___ ,_ 

3rd insta1ment----

4th instalment.------

NOW THIS INDENTURE WITNESSETH AS FOLLO\S/S : 

(i) 1 n pursuance of the said rules and in consideration of the said a� vance sanc
tioned by tht Mortgagee to the Government employee pursuant tc the 
provisions cotained in the said rules, the Government employee and the 
Mortgagor do hereby covenant with the Mortgagee that the Government 
employee shall always duly observe and perform all the terms and condi
tions of the said rules and shall repay to the Mortgagee the said advance 
ofRs.----(Rupees- -----only)in--
monthly instalments from the pay of the Government employee commenp 
cing from the month of-... ·-------one thousand nine hunC:red 
and -----and the Government employee bereby authorises the 
Mortgagoo to make de�uction from his/her pay/Leave Salary of tho 
amount of such instalments and the Government employee shall after 
paying the full amount of advance also pay interest due thereon in 
_,......__ monthly instalments in the manner and on the terms 
s�cified in the said rules : 

Provided that the Government employee shall repay the entire a<!v3ncc with in· 
terest in full b�fore the date on which he/she is due to retire from service 
failing which the Mortgagee shalt be entitled to enforce the security of the 
Mortgagee at any time thereafter and recover the balance of the advance 
then due together with interest and cost of recovery by sale of the Mort· 
gage:i Prnp:rty without the intervention of the court or in such other 
manner as may be permissible under the law. 1 t will, however ) be open to 
the Government employee to pay the amount of aC:vance in a shorter 
period. 

(ii) If the Government employee shall utilise the adva� for a purpose other than
that for which the a�vaoce is sanctioned or if he/she shaH becqme insolvent 
or shall cease to be in service for any te�n other than normal retirement 
or superannuation or if he/she dies before payment of the advance in full, 
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or if he/ahe shall fail to obsetve or perform any of the terms, conditions 
and stipulations specified in the said rules and on his/her part t-0 be 
observed and porform.e:i then and in any such case the whole of the principal 
amount of the advance or so much thereof as shall then remain due and 
unpaid, shall become payable forthwith to the 'Mortgagee with interest 
thereon at the rato of------per cent per annum calculatec. from the 
date of tbe payment by the Mortgagee of tho first instalment of the said 
advance. 

(iii) In further pursuance of the said rules and for the consideration aforesaid
and to secure re-payment of fbe aforesaid advance and interest as shall, at
any time or times hereinafter, be due to the Mortgagee under the terms
of these presents, the Mortgagor doth hereby grant, convey, transfer,
as�gn and a,sure unto the Mortgagee ALL AND SiNOULAR the said
Mortgaged Property fully described in the � chedulc hereunder written
together with buildings erected or to be erected by the Government
employee on the said Mortgaged Prope1ty or material for the time being
thereon with all rights easements and appurtenances to the said Mortgaged
Property or any of them belonging to HOLD the said Mortgaged Froperty
with their appurtenances including all erections and buildings erected and
built or to be erected or built hereafter on the said Mortgaged Property
or material for the time being thereon unto and to the use of the Mort·
gagee for ever free from all encumbrances SUBJECT NOTWITiiSTAND·
ING to the proviso for redemption hereinafter contained FROVIDED
ALWAYS �nd it is hereby agreed and declared by and between the parties
hereto that if the Government employee shall duly pay to the Mortgagee
the principal sum and interest hereby secured in the manner herein provided

· and also the other moneys, if any, determined to be payable by the Govern
ment employees to the Mortgagee under the terms and conditions of the
said rules then the Mortgagee will at any time thereafter upon the request
aad at the cost of the Government employee and the Mortgagor, recover,
retransf er and reassure the said Mortgaged Property unto and to the use
of the Government employee and the Mortgagor or as ,they may direct.

(iv) AND it is hereby e�pressly agreed and declared that if there shall be any 
breach by the qovemment employee of the covenants o� bis/her part here· 
under contained and to be observed and performed by him/her or if the Go
venunent employee shall beoome insolvent or shall cease to be in service for 
any reason other than normal retirement or superannuation or if he/she 
dies before all the dues payable to the Mortgagee under these presents to· 
getber with interest thereon shall have been fully paid of or if the said ad· 
vange oranypart thcre of becomespayable forth with under thesepresentsot 
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otherwise then and in.any of such cases it shall be lawful for the Mortgagee 
to sell the said Mortgaged Property or any part thereof either together or 
itt p,,arcels ·and elther by public auction or by private contract �ith power to 
buy in Qr rescind any ®Ptract for sale and to resell without being responsible 
for any lo.ss which �ay be occasioned thereby and to do aad execitte all
Sll;eb actsand aisurances effectuating an} such sales as the-Mortgagee shall 
think fit AND IT IS HEREBY declared that the receipt of the Mortpg04: 
for the purthase money of the premises sold or any part thereof shall 
effectually d.ischarge tbe purchaser or purchasers therefrom and lT IS 
IiERE�Y deGlared that the Mortga,ee shall hold tbe moneys to arise 
from any such sale in pursuance of th� aforesa.id _power upon TRUSTt

in the first plaee tbereout to pay all the expenses incurred on such sale �d 
then to pay money in or towards the satisfaction of the moneys for the 
time being owing on the �urity of these· · presents and the balance. if 
any, to be paid to the Government employee and th� Mortgagor. 

(v) The Government employee and the Mortgagor hereby co'Venant with the 
Mort_gagee as follows :- \ 

(a) That the Mortgagor Now hath in himself /her£elf good right and lawful
·authority to grant, convey, transfer and assigµ and assure tbe Mortgaged
Property unto an and to the use oftbe Mort&agee in the manner afore·
said!

(b) That the Govemment employee and the Mortgagor shall carry out the
construction of the house exactly in accordance with the plan. and
speciikationS-approved by the competent authority. Th.e Government 
employee shall certify, when applying for instahn.ents of advance 
that th! amount already drawn out of the sanctioned advance 
�s actually been used on the construction of the house. The 
Government employee and the Mortgagor will allow the Mortgagee to 
carry out either by himself or through his representative an inspection 
to verify the correctness of the aforesa1d certificates. If -a. false 
certificate is furnished by the Government employee he/she shall be 
liable to' r{pay to the Mortgagee forthwith the entire advance. received 
by him/ ber and further will also be liable to sticb disciplinary action as 
m�y be perinissible under the rules of service as applicable to the 
Go-vetnment entBloyee. 

(c) That the Government employee and the Mortgagor shall complet� the
construction of the house within - ·months of.--
\lllles.s an extension of time is allowed. in writing, by the Mortgagee. 
Jn case of default, the Government employee shall be liable to repay 
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forthwith the entire amount of advance together with interest calcula· 
ted under the said rules, in one lump sum. The Government employee 
shall report to the Mortgagee the date of completion of the house and 
furnish a certificate to the Mortgagee that the full amount of advance 
has bei. utilised for the purpose for which it was sanctioned;

(d) That the Government employee and the Mortgagor shall maintain the
aforesaid house in gpod repair at their own cost and shall pay all the
Municipal and other local rates, taxes and all other outgoings in respect 
of the Mortgag�d Property regularly until the advance has been repaid 
to the Mortgagee in full. The Government Employee shall also furnish 
to the Mortgagee an annual certificate tQ the above effect. 

(e) The Government employee and the Mortgagor &hall afford full facility to 
the Mortgagee for carrying out inspection after completion of the house 
to ensure that it is maintained in good repair until the advance has been 
repaid in full. 

(f) The Government employee shall refund to the Mortgagee any amount
together with interest, if any, due thereon drawn on account of the 
advance in exceu of the expenditure ineurred for which advance was 
sanctioned. 

(g) That the Government tmployee and the Mortgagor shall not, during the
continuan� ofthese presents charge. encumber alienate etc, or otherwiae
dispose of the Mortgaged Property. 

SCHEDULED ABOVE REFERRED TO 

• ' • • •••• • • •. It • • •• ' � ' ' • ' • • •• • • • • • • • • • • • • ' • 

• f • • • • t • ! t ft f I It I I • •  t It t • 1 t t • 1 t It If I t  I t  I I 

In witness whereof the Government employee and the Mortgagor have hereunto set 
their respective hands and the Governor of Punjab has caused Sbri-----
for and on his behalf to set his ha11d hereunto the day and year first above written. 

Signed t>y the Oo\'ernment employee 

Signed by the Mortgagor 



162 

In the presence of: 

ht witness : 

Address : 

Occupation : 

2ud witness 

Address 

Occupation 

FollMS. 

Signed by Shri-----------·--for and on behalf of
the Governor of Punjab in the presence of.---·-----------.-.... - -.

1st witness : 

Address : 

Occupation : 

2nd witness : 

Address : 

Occupation : 

\ 
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P.F.R. FORM 13 

[Referred to ht thei note under rule 10.16 (vi)] 

FORM OF RECONVEY ANCE OF MORTGAGED PROPERTY 
THIS DEED OF RECONVEYANCE IS MADE THE- day of 

------19 BETWEEN THE GOVERNOR 
OF PUNJAB (HEREINAFTER CALLED the Mortga_3ee which e�pression shall u.nless excluded 
by o� repugnant to the subject or cont(xt of these presents, include his successors in office and 
assigns) of the one part andc., . of .... (hereinafter called the Mortgagor 
which expression shall, unless excluded by or repugnant to the subject or context of these 
presen-is. in-elude his/her heirs, executors, administrators and assigns) of the other part. 

WHEREAS by an Indenture of mortgage, dated the· · -
d4y -of .19 and made 
BETWEEN the Mortgaaor of the one, part and the Mortgagee of the other part and registered 
at- .in Book. Volume Pages 
----..... :to.. as No.. fot · (hereinafter 
called tpe Principal Indenture). the Mortgagor mortgaged the property at-----
and more particularly describe-d in the Schedule to the Principal Indenture to the Mortgagee to 
secure and advance of Rs. made by ttie Mortgagee to the Mortgagor. 

AND WHEREAS ALL MONEY due and owing on the security of the Principal Inden· 
ture ·has been fully paid and satisfied and the Mortgagee has accordingly at the request of the 
Mortgagor agreed to execute a reconveyance of the Mortga.ged premises as is hereinafter con
tained. NOW THIS INDENTURE WITNESSETH that in pursuance ofthe·said agreement and 
in consideration of the premises the Mortgagee doth hereby grant, assign and reconvey unto the 
Mortgagor, ALL THAT property situated at--and comprised in the said Principal 
Indenture and more particularly described in the Schedule in the hereunder written with their 
rfghts, easements and appnrtenances as in the Principal Indenture e�ptesSed and all the estates, 
right, title. interest, property claim and demand whatsoever of the Mortga�e into; out of or 
upon the said -premises by virtue .of \he Principal Indenture to have and to hold the··premises 
hereinbefore express to be hereby granted, assigned and reconveyed unto and to the use of 
Mortgagor, for ever freed and .discharged from all moneys intended to be secured by the said 
Principal Indenture and from all actions, suits, accounts, claims and _demands for, or in respect 
of the said moneys or any part thereof. or, for or in respect of, the Principal Indenture,. OR 
of an.ything relating to the premises and the Mortgagee hereby covenants with the Mortgagor 
that the Mortgagee has not done or knywingly suffered or been �arty or privy to anything 
whereby the said premises or any part thereof,. are/is or can be impeached, encumbered or
affec.ted in-title, ,estate or otherwise howsoever IN WITNESS whereof the Mortgagee has caused 
- on his behalf to set bis hand the day and year first above written.

SCHEDULE AB.OVE REFERRED TO 

Signed by----..._....-for and on behalf of the Governor 0£ Punjab in the 
presence of.----·-. 

1�3 
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P.J:7.1t.FORM No.14

[Referred to 1n Note under rul& 10.16 (vi); Notes l and 4 under rule f0.16 (vii), 
Note under rule 10. 16 (ix) ana Note 3 under tule 10.17) 

FORM OF MORTGAGE DEED TO BE EXECUTED WHEN THE PROPERTY 
IS LEAS·E HOLD 

This inde,nture made this-- · day of-= s- one thousand 

nine hundr-ed and� �-, between �- -
son ot � - at pre�rtt employed as-. ----
-· in the Department/Office of--------_,_ __ 
at. --· -... ·-{he�inafter �lled •The Mortgagor; which expression shall, uJtf�s.s excluded 
by "Or repugnant to the subject or context hereof, include his/her heirs, executors, administrators 

., 

and assigns) of the ONE PART AND the Governor of Punjab (hereinaftenalled 4The Mortgagee' 
which expression, shall unless excluded by or repugnant to the subject or context hereof, include 
his successors in office· and assigns) of the OTHER PART : 

WHEREAS by a lease deed, dated· to • , and made· between the mort· 
gagor and · hereinafter called the lessor) the·lessor demised to the Mort· 
gagor tbe property situate at · and more particularly described in tbe Schedule 
hereunder written (hereinafter caUed the said hereditament for a te .rm of-----
years commencing from . ·  t the yearly/monthly rent of Rs.-· --
and subject to the perfotmance and observanoo of the co:nvenan:ts and cond'itions therein men· 
tioned. 

AND WIIEREA.S the Mertgagor has applied to the Mortgagee for an advance of 
Rs. . (Rupees · only) for the purpose of enabling the 
Mortgagor ; 

*(I) to carry out repairs or enlarge Hving accommddation in the existing house.on the 
said heredit:aments. 

*(2) to construct a house on the said bereditaments. 

*{3) to ,purchase a ready-built house on the said heredi�ments or to repay a loan ,taken

by the Mortgagor for purchasing the aforesaid house. 

AND WHEREAS th� Mo1tgagee nas agr�ed to advance to the Mortgagor the said sum 
of Rs. · on certain terms and conditions. 

AND'e WHEREAS ()Ue of the.eonditions for th� �foresaid advance is that the Mortgagee 
sho;ild secure the rep.ayment of the said advance and due observance of all the terms and condi· 
tioos contained in CHAPTER X of the Punjab Financial.Rules, Volume I (hereinafter referred 
to as the·11said Rules" which expression shaU, where the context so admits, include any amend .. 
ment thereof or addition thereto) for the time bef ng in force by a Mortgagee of the. property 
described i n  the schedule h�re.under written. 

•Mention whatever Js applicable.
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*l. AND WHEREAS THE MORTGAGEE has sanctioned totheMortgagotanad�nce
ofR.s.- , (Rupees------only} payable by such instalments and in the 
manner as hereinafter appearing. 

*2. ----�-has paid to the Mortgagor an adva1+ce of Rs. --
� (Rupees- only) on. ·-and the manner provided in tQe said 

Rules upon having the repayment of the loan with interest and observance of all the terms and 
condLtions contained in the said Rules as hereinafter mentioned secured in the manner here
jnafter appearing. 

AND WHEREAS THE MORTGAGOR IS t� receive from the Mortgagee the afore· 
said advance in tlump sum/the following instalments ;-

1st instalment----------

2nd instalment ......................... ___., __ 

3rd instalment---·---

AND WHEREAS the lejsor of the said premises has given his approval for the mortgage 
on the co.nditio11 that if the property be sold under the powel's herein contained, or otherwise he 
will be paid fir3t; after the cost of such sale, his share of the unearned increase as provided in 
the said Jease. 

Note.-. This aDplies to nazul land normally to be inserted whereev-er applicable. 
NOW THIS INDENTURE WITNESSETH as follows:-
(i) In pursuance of th� said Ruf es and in consideration of the said advance sanctioned/

paid by tl1e Mortgagee to the Mor_tgagor pursuant to the provjsions contained 
in the said rules the Mortgagot doth hereby covenant with the Mortgagee that 
the Mortgagor shall always duly observe and perform all the terms and condi .. 
tions of the said Rule-s and shall repay to the Mortgagee the said advance ;or 
Rs. --(Rupees -�only) byt -monthly 
instalments from the pay of the Mortgagor commencing from the month of
----runteen hundred and - and the Mortgagor 
hereby authorises the Mortgagee to make .ded11etion fr.om his/her monthly 
pay/leave salary of the amount of such instalments and the Mortgagor 
shall after paying the full amol.l1lt of the a dvance also pay interest due thereon 
i o**--�----monthly instalments in the manner and on the terms 
&�ecifi�il •nth'! �1 id R111tts, provided that the Mortgagor shall repay the entire 
advance withintereslmfull before the date on which he/she is due to retire from 
service, failing which the Mortgagee shall be entitled to enfQtce this security of 
the Mortgage at any time thereafter and reco-ver the balance of the advance then 
due together with interest and costs of recovery by sale of the mortgaged pro� 
perty or iasu.ch other manner as may be pennissibleu-nder the law. It will, how .. 
ever, be open to the Mortgagor to repay the amount in a shorter period. 

•Mention what ever jg applitable.
tHere indicate whether the amount will be drawn in lump sum or in�tatments. If any insatalrnent 

rndicate wnen these will be drawn. 
0Such i11Stllment being not appreciable greater than the instalment by which the Pdncipal is recovered. 
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(ii) If the Mortgagor shall utilize the advance for a, purpose other than that for which
the advanc.e is sanctioned, or if the Mortgagor shall become jnsolvent or shall
cease to be in service for any reason other than normal retirement/superaMuation 
or if he/ she dies before payment of the advance in full, or if the Mortgagotshall 
fail to observe or perform any of the terms, conditions and stipul�tions specifed 
in the said Rules and on his/her part co be observed and performed, then and in 
any such case the whole of t� p1·incipal amount of the advance or so much there• 
of as shall then remain due and unpaid shaU become payable forthwith to the : 
Mortgagee with intere-st thereof at* per cenL per annum 
calculated from the date of the payment by the mortgagee of tlte first 'intsalment 
of the said advance. 

(iii) In further pursuance of the said Rules and for the consideration aforesaid and to
sec11re repayment of the aforesaid advance and interest as shall at any time or
times hereinafter be due to the Mortgagee under the terms of these presents the
Mortgagor doth hereby demise unto the Mortgagee All tnd Singular the said
property comprised in the said Lease dated-.-----a�d more particuiarly
described in the Sch�dule h,reund�r written together with buildings erected or
to be erected by the Mortgagor on th� said property (hereinafter referred to as
the Mottgaged property) or materials for the time being thereon with all rights,
easements and appurt�ances to the said Mortgaged property or any of them
belonging subject ro covenants by the less� contained in the lease deed dated
----and to the conditions therein contained to HOLD unto the

I 

Moitgagee for the residue of the said term of. - years subject to
the tetms and covenants of the said !ease and subject nevertheless to the proviso
·for redemption hereinaftet contained PROVIDED ALWAYS AND it is .hereby
ag(eed and declared by and between th� parties here to that if the Mortgagor shall
duly pay to the Mortgagee the said pl'incipal swn and interest hereby secured
in the manner herein pro'1ided and also the other moneys (if any) determined to
payable by the Mortgagor to the Mortgagee under the terms and conditions
of the said Rules, then the Mortgagee will at any time thereafter upon the request
and at the oost of the Mortgagor reconvey, retransfer and reassure the said
Mortgaged property unto and to the use of the Mortgagor or as he may direct.

(iv) Am> IT IS HEREBY EXPRESSLY AGREED AND declared that if there shall
be any breach by the Mortgagor of the covenants pn his/her part herein
contained and to be observed and perfotmed by him/her or if the Mortgagor
shall become insolvent or shall cease to be in service for any reason other than
normal retirement/superannuation or if he/she dies before all the dues paybJe
to the Mortgagee under these presents together with interest thereon shall
have been fully paid off or if the said advance or any part thereof becomes

0 

'Normal rate of interest to be charaed· under the said rules. 
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payable forthwith under these prtsents or otherwise then and in any of 
such cases It shall be lawful for the Mortgaee TO SELL .the said 
Mortgaged property or any part thereof either together on in parcels 
and either by public auction or ·by private contract with power to bl{y 
in or rescind any contract for sale and to sell w•thout ·being responsible for 
any loss which may be occasioned thereby and to do and execute all 
such acts and assurances for effectuating any ·such sale as the Mortgagee
shall think fit and IT IS hereby declared that the recei_pt of the Mortgagee 
for the purchase money of the premises sold or any partthereof shalJ 
effectually dischatge the purchaser or purchasers therefrom AND rr IS 
HEREBY declared that 'the Mortgagee shall hofd the moneys to arise 
from any sale in pursuance of the aforesaid power UPON TR.UST, 
in the first place thereout to pay all the expenes incurred on such sale* and 
in the next place to pay to -- the lessor of the Mortgaged pro. 
petty- ---50 per cent of the unearned increase pursuant 
to clause , . - of the said lease and then to pay moneys 
in or towa(ds the satisfication of the moneys fotthe time being owing on 
the security of these presents and th"6 balance ; if' any to be paid to t.he 
Mortgagor. 

(v) The Mortgagor hereby CO\'enants with the Mortgagee as followS::-

(a) That the Mortgagor now hath in ·himself/herself good right and lawful
authority to grant, convey, transferJ assign and assure the MORTGAGED
property unto and to the us� of the Mortgagee in manner aforesaid.

t(b) That the Mortgagor shall caay out the cotMruetion of the house/additions to 
living accommodation int� aforesaid house exactly in accordance with the '

approved pfan and specfffca.rions on the basis of which the above advance 
has beeµ computed and sanctioned unless a departure d1e(eform is permitted 
by the Mortgagee. 'The Mortgagor shall certify. when applying for instalments 
of advance tb.at the amount already drawn out of the sanctioned advance 
has actually been used on the construction of tilQ hous�. He/she will �ow the 
Mortgagee to carry out either by himself-c()r through his representative an ins
petJon to verify the COt(ectness of the aforesaid cetlificates. If a false certificate
is fi1rnished ·oy the Mortgagor, he/she will be liable to pay to the Mortgagee 
fortkwith tbe entire advanre received by him/her, and further will also be 
liable to sueh discfplinary action as may be permissible under the rules of 
service as applicable to the Mortgagor. 

• Nott.- In case of nailll l4nds in Delhi and fo similar cases wherever applicable.

t Nolf.-CJa.use (b) and (c) are not ipplicablc when tie advance is for the, purchase of teady·buih

hous� )t for ?o.PaYmClllt . of privato loan taken bY the ap_pficint for purchase of land for constructin& a 
ltouso or lot �o of a hoU$CI. 

I 
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( c) That the Mortgagor shall complete the construction of the house/additions to
living accommodation in the aforesaid hOUSe within six months of•---
unJess and extension of time is allowed in writing by the Mortgagee. In case of 
default the Mortgagor shall be liable to repay forthwith the entire 
amount adv� to himfher together with interest calculated und�r the said 
Rules, in one lwnp sum. The Mortgagor shall report to the Mortgagee the date 
of completion of the house and furnish a· certificate to the Mortgagee ·that the 
full amou.nt of the advance has been utilized for the purpose for which it was 
sanctioned. 

(d) That the Mortgagor shall maintain the aforesaid hoUse in good repair at his/her
own co3t and sh.all pay all the Municipal and other local rates, taxes· and an
ot�r outgoings in respect of the mortgaged property regularly until the advance 
has been repiid to the Mortgagee in full. Th: Mortgagor shall also furnish 
to the Mortgagee an annual �rtificate to the above effect.,., 

(e) The Mottgagor shall afford full facility to the Mortgagee for carrying out in·
�tions after completion of the house to ensure that it is maintained in good
repair until the advance has been repaid in full. 

(t') The Mortgagor shall refund to the Mortgagee any amount togeth�r with interest, 
if any, due thereon drawn on account of the advance in excess of the expendi
ture incurred, for which the advance was sanctioned. 

(J) That the said lease dated .............•.....• is a valid and subsisting lease
of the said Mortgaged property and is not void or voidable and the rents and 
the covenants and conditions in and by the indenture of Lease reserved have 
been paid performed and observed up to the date of these presents and the same 
is assignable in the manner herein bef orc stated. 

(t) That the Mortgagor will so long as any money shall remain owing on the security
of the said Mortgaged property herein before expressed to be hereby assigned
and, in any case for the period of the sai� agreement, duly observe all the COY·

enants and conditions required on his/her part to � observed under the afore
said lease and keep the Mortgagee indemnified against all actions, suits procee.
dings, cos�, charges, claims and demands which will be incurred or sustained
by reason of the non.payment of the said rent or the breach, non.
peiformance ot non.observance of the said covenaots and conditions or any
of'them.

(j) That the Mortgagor shall not-during the continuance of these presents, charge, 
e.acumbtr, allienate, etc. or otherwise dispose of the Mortgaged property. 

fJlore mention � date on which tho 1st instalment of the advance is paid to the Mortaagor. 
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SCHEDULE ABOVE REFERRED TO 

In witness whereof the Mortgagor has hereunto set his/her hand and the Govetnor of 
Punjab has. caused Shri/Shrimati --- in the Department/Office of.----
for and on his/her behalf to set his/her hand hereunto the day and year first above written. 

Signed by the said (Mortgagor)--------in presence of 

1st Witness 

Address-----1-·--

0ccupation.----

2nd witness 

Address-----

Occupation----

Signed by Shri/Shrimati-.------sain the Department/Office of.. .. 

for a:\d on behalf of the Governor of Punjab in the presence of:-

1st witness 

Addre$------

QC(Upation-----

lttd witness 

Oooupation---.... --. -



FORMS 

FORM P. F. R. 14·A. 

[ Referred ro in the second Proviso to clause (vii) of rule 10 ·16 J 

F\lrm of Mortgage Deed to be executed by both the Government employets and 
the other owJJer when the lui is lea�e bald and is owned by the Government tmvloyees 
jointly with his wife, her huiband, father or son. 

This indenture made on this- ·---day of----·-. -one
thousand nine hundred and--------------between Sbri' ..... ·---
at present employed as 
(thereinafter called �'The Mortgagor of the First Part") and Shri1-----
--------, son/daughter of Shri-
(nereinafter ref erred to as the Mortgagor of the Second Part which expression shall, 
unless excluded by o� repugnant to tbe subject or context, include their heirs, executor& 
administrat( rs and assigns)and the Governor of Punjab (hereinafter called "The Mortgagee'' 
which expression shaJJ, unless excluded by or repugnant to the subject or context, 
include bis successors in office and assigns) of the Third Part ; 

WHEREAS by a lease deed dated--------and ma.de between the 
Mortgagor 0f the First Patt and of the Second Part and---
(hereinafter called the lessor), the lessor demised to the Mortgagor of the First Part and 
of the Second Part the land situated at- and more 
particularly described in the Schedule hereunder written and assured for a term of
--------years commencing from at the yearly/monthly 
rent of Rs.-- -and subject to the performance and observance 
of the covenants and conditions therein mentioned and expressed to be hereby conveyed, 
trl'insferred and assured (hereinafter referred to as the said Mortgaged Property); 

AND WHEREAS THE MORTGAGOR OF THE FIRST PART has applied to 
the Mortgagee for an advance of Rs.--------------------(Rupees 
---�---------only) for the purpose of enablii,g the Mortgagor of 

the First Part to ccmtruct a house on the said Mortgaged Property. 

AND WHEREAS the Mortgagee has agreed to advance to the Mortgagor of the 
First Part the said sum of Rs.---· (Rupees------
only) on the terms and conditions hereinafter appearing ; 

AND WHEREAS.one of the conditions for the aforesaid advance is that the Mort
gagors of the First and of the Second Part should secure the repayment of the said advance 
and of due observance of all the terms and conditions: contained in Chapter X of the Punjab 
Financial Rules, Volume I, regulating the grant of advance to Punjab Government 
employees for building, etc. of house (hereinafter ref erred to as the 1'said rules" which 
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eXJ!ession sball, where the context so admit,, include any amendment thereof or addition 
thereto for the time being in force) by Mortgaging the property described in the Schedule 
hereundtr writ1en in favour of the Mortgagee 

AND WHEREAS the Mortgagee has sanctioned to the Mortgagor of the Pint Part 
an advance of Rs.-�-------(Rupces- ---only) 
payable by such instrilments and in such manner as hereinafter appearing ; 

AND WHEREAS the Mortgagor of the First Part bas to rcc-eivc from the Mortgagee 
the aforesaid advance in lump sum/in the following instalment� :-

1st instalment·--.. ------· 

2nd instalment�....--�------,.---. 

3rd instalment----------

4th instalment-...--------·----

AND WHERIAS the lessor of the said Mortgaged Property bas �ven his 
approval for the mortgage on the condition that if the property be sold under the power 
herein contained or otherwise he/she will be paid firstly after ��e co�t of such sale, his/her 
share of the unearned increase as provldea in the said lease deed. 

NOW TllTS INDENTURE WITNESSEm AS FOLLOWS :-

(i) In pursuance of the said rules and in consideration of the said advance
sanctioned by the Mo11gagee to the Mortgagor of the First Part pursuant to the provisions 
contained in t�c said rules, the Mortgagors of the Fint and of the Second Part DO hereby 
covenant with the Mortgagee that the Mortgagor of the First Part shall always duly 
observe and perform all the terms and conditions of the said rules and shall repay to 
the Mortgagee the said advance of Rs.---in --monthly instalments 
from the pay of the Mortgagor of the First Part commencing from the 
issue of pay after the first instalment is taken and the Mortgagor of the First Part hec.eby 
authorises the Mortgagee to make deduction froip his/her pay/leave salary of Ilic 
amount of such instalments and the Mortgagor of the First Part shall after repaying the 
full amount of advance, also pay interest due therton in monthly instalments in the
manner and on the terms specified in the said rules, provided that the Mortgagor of the
First Part shall repay the entire adfttlce with interest in full before the day on which he/she
is due to retire from service, failing which the Mortgagee shall be entitled to cnf orce the 
security of the Mortgagee at any time hereafter and recover the balance of the advance
then due together with interest and cost of recovery &y sale. of the Mortgaged Property 
wit11out the intervention of the court or in such othor manner as may be pennissible under
the law. It will, however, be open to the Morts&gor to rep&,)' the amount in a short
period. 
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(ii) If the Mortgagor of tbe Eirst Part shall utilise the advance for a purpose ot ..
than that tor which the advance is sanctioned, or'if he/she shall become insolvent or shall 
cease to be in service f ot any reason other than norm�} retireme11t/superannuation or if be/ 
she dies before payment of th, advance in full, or if he/she shall fail to obsirve or perform 
any of the terms, conditions and stipulations specified in the said ru1es and on his{her part to 
be observed and performed. then and in any such case the wbole of the pri�cipal amount of 
the advance or so much thereof as ShaH then remain due and unpaid shall beoom.e pay
able forthwith to the Mortgagee with interest thereon at--- per cent per annum 
the date of the payment by the Mortgagee of the first it-stalment of the said advan�. 
calculated from 

(iii) In further pursuance of the said rules and for the consideration aforesaid
and to secure repayment of the aforesaid advance and inttrest as shall, at any time or times, 
hereinafter; be due to the Mortgagee unde1 the terms of these pre�nts the Mortgagor of the 
First Part and Mortgagor of the Second Part do hereby grant, convey, transfer, assign and 
assure, unto the Mortgagee ALL AND S�NGULAR the said Mortgaged Property fully 
c.escribed by the Schedule hereunder written together with buildings erected or to be erected 
the Mortgagor of the First Part on the said Mortgaged Property or material for the time 
being thereon with all rights, easements and appurtenances to the said Mortgaged Property 
or any of them belonging subject to covenants by the lessee contained in the lease deed 
dated and to the cortdJtions therein contained to HOLD the said Mortgaged 
Property with their appurtenances including all erections and buildings erected 
and built or to be erected or built hereafter on the said Mortgaged Property or material for 
the time befog thereon unto and to the use of the Mortgagee for the residue of the said 
term of-�-years subject to the terms an(! covenants of the said lease an� SUBJECT 
NOTWITHSTANDING to the proviso for redemption hereinaftercontained PROVIDED 
ALWAYS it is hereby agreed and declared by and between tne parties hereto that if the 
Mortgagor of the Fir.st Part shall duly pay to the Mortgagee the Principal sum and interest 
htreby secured i9 the manner herein provjded and also the other moneys, if any, determined 
to be payable by the Mortgagor of the First Part to the Mortgagee under the terms and c.ondi· 
tion8 of tbli said rules then the Mortgagee will at any time thereafter upon the re�uest and 
at the cost of the Mortgagor of the First Part and the Mortgagor of the Seconct Part 
recover, retransfer and reassure the said Mortgaged Property unto and to the use of 
the Mortgag1r of the First Part and the Mortgagor of the Second Part or as they may 
direct. 

(iv) AND IT rs HEREBY EXPRESSLY AGREED AND DECLARED
that if there shall be any breach by the Mortgagor ot the First Part 
of th� covenants l)U his/her p�rt herein contained and to be obsented and 
performed by him/her or if the Mo:igagor of the First Part shall become 
insolvent or shall cease to be in service for any reason other than normal retirement 
or superannuation or if he/s�e dies before all the dues payable to the Mortgagee under 
these presents together with interest thereon shall have been fully paid of or if the said 
advan�e or'8ny part thereof becomes payable f6rthwith under these presents or otherwise 

" 
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then and in any of such cases it shall be lawful for the Mortgagee to sell the said Mortgaged 
Property without the intervention of the court or any part theteof either together ot 
in parcels and either by public auction or by private contract with power to buy or 
rescind any contract for �le and to resell without being responsible for any loss which 
may be occasioned thereby and to do and execute all such acts and assurances effectuating 
any such sales as the Mortgagee shall think! fit AND IT IS HEREBY dedarea that the 
receipt of the Mortgagee for the purchase money of the premises sold or any part thereof 
shall effectually discharge the purchaser or purchasers therefrom AND IT IS HEREBY 
declared that the Mortgagee shall hold the moneys to arise from any &Ucb sale in 
pursuance of the aforesaid power upon TRU3T, in the f irst place thereout to paf 
all the expe� incurred on such sale and then to pay moneys in or towards the 
s�tisfaction of the moneys ·ror the time being owing on the security of these presents 
and the balance, if any, to be paid to the Mortgagors. 

(v) The Mortgagors of the First Part and of the Second Part hereby jointly
and severally convenant with the Mortgagee as follows :-

(a) That the MORTGAGORS:or the First Part and of the Second Part have good
right and lawful authority to grant, convey, transfer, assign and assure 
the MORTGAGED Property unto and to the use of the Mortgagee in 
the manner aforesaid and further that the Mortgaged Property is freo 
all encumbrances prior to the execution of this deed. 

(b) That the Mortgagors of the First Part and of the Second Part shall jointly
and severally be responsible to carry out the construction of the said 
house exactly in accordance with the plan, and specifications approved 
by the competent authority. The Mortgagor of the First Part shall 
certify when applying for instalments of advance, that the amount already 
drawn out of the sanctioned advance has actually been used on the con· 
strlction of the said house. The Mortgagor of the First Pa,t will allow 
the M�rtgagee to carry out eitherb)T himself or through his representa· 
tive and inspection to verify the correctness of the aforesaid certificate. 
If it is found that a false certificate nas been furnished by the Mortgagor 
of the Firs(Part, he/she shall be liable to repay to the Mortgagee forthwith 
the entire advance received by them and further the Mortgagor of the 
first part will also be liable to such disciplinary action u may be per· . 
missible under the rule of service as applicable to Government employee. 

( c) That the Mortgagors of the First Part and of :the Second Part shall be
jointly and severally· responsible io complete the construction of hOU$0

within eight months of the execution of this deed unless an extensiop. of 
time is allowed in writing by the Mortgagee. ltl case or default, Mort• 
gagor of the Fint Part-shall be liable to repay forthwith the entire Amount 
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advanced to them together with .interest calculated under the said rule_s In 
one lump sum. The Mortgagor of the First Part ·;shall report to the Mort· 
gagee the date of completion of the house and furnish a certificate to the 
Mortgagee that the full amount of advan.oe has been utilised for the 
purpose for which it was sanctioned. 

� 

( d) ·That the Mortgagors of the First Part and of the Second Part shall main·
tain the aforesaid house in good repair at their own cost and shall pay
all the Municipal and other local rates, taxes and all other outgoings in
respect of the Mortgaged Property regularly until the advance has been 
repaid to the Mortgagee in full. The Mortgagor of the First Part shall 
furnish to the Mortgagee a certificate to the above effect, annually. 

(e). The Mortgagors of the First Part and the Second Part shall afford full facility 
to the Mo(tgagee for carrying out inspection by his officer, agents or 
employees after completion of the house to �sure that the house is in 
good condition until the advance has been repaid in full. 

(t) The Mortgagor of the First Part shall refund to the Mortgagee any amount
together with interest, if any, due thereon drawn on account ;or the advance
in excess of the expenditure for which the advance was sanctioned.

(g) That the said lease dated is a valid and subsisting lease of
the said Mortgaged Property and is not void or voidable and the rents and
the co.venants and conditions in and by the .indenture of lease reserved
have been paid, performed and observed up to the date of these presents
and that the same is assignable in the manner hereinbefore stated.

(h) That the Mortgagor of the Second Part will so long as any money shall remain 
owing on the security of the said Mortgaged Property here!nbof ore expres .. 
sed to be hereby assigned and, in any case, for the period or the said arree .. 
ment, duly observe all the covenants ana conditions required on his/her part 
to be observed under the aforesaid lease and keep the Mortgagee indemni· 
fied against all actions, suits, proceedin_gs, costs, charges, claims and 
demands which will be .incqrred or sustained by reason of the non-payment 
of the said rent or the breach, non-performance. or non-observance of

the said covenants and conditions or any of them. 

Q) That the Mortgagors of the First Part and of the Second Part shall not during
the cont�uance of the presents, encumber, allienate or otherwise dispose 
of the Mortgagoo Property. 

Q) North-wes.ti

(2) South·wcat.

SC8BDULE ABOVE REFERRED TO 

:. 

c. 

r 
'f' 

v 



(3) East·South.

(4) West-North.

(5) Area
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In witness whereof, the Mortgagor of the First Part and the Mortgagor or the 
Second Part have hereunto set their respective bands and the Governor of Punjab has 
caused Shri for and on his behalf to set his hand hereunto the 
day and year first above written. 

Signed by the Mortgagor of the First Patt .................................• 

Signed by Mortgagor of the Second Part .................................. · · 

1. • 1 ! f t i • • • • I I I t • t • f • t • I 1 ,  t • t t t I • • t • t t t t I If • t f f f  I I t t t • •• \ft t t I t I f f t I t I I I 

2. . .  t-111 • • • • • • •• •• • • • ••••• • • • • • • • • • • • • • • • • •••• •• • • • • •  , •••••••• •• i t  • • •• 

3. I I I I I t I t t I I I I I I I t I t I t I I t t f I I I I t t t t t t i I t I t t t I t t f I I I I I t t t I I I t I I I I I I t I I 

4. • t I I t  f I I I I I I ff I It t I I I I If t t I I t  t ff I I .  t t 1 1 ff f It I If I t  I I I '  t It I If I I I I I. I 1 1 t.

In the presence of:-

1st Witness 

Address 

Occupation ---------------:------

2nd Witness 

Occupation,-----------------------

Signed by Shri for and on behalf of the Governor of Punjab 
in the presence of.. .. .. .. . . . . .. .. .. • � ....... . 

1st Witness 

Address 

Occupation ------------------

2nd Witness 

Address 

Occupation....-------�--------��----�-



FORMS 

FORM P.F.R. 14-B 

[Referred to in the third proviso to clause (vii) of rule 10.16] 

Form of Mor1gage Deed to be executed by the o,vner and the undertaking to be 
given by the Government employee when the land is lease hold and is solely owned by 
the wife, husband, father or son of the Government employee. 

This indenture made thi day of. --one 
thousand nine hundred and- --between Shri-·------------
son/wife/daughter of - ·of. · · ---at present
employed as, , in the department/office of.-----
(hereinafter called the Government employee which expression shall, unless excluded by 
or repugnant to the subject or context, include his/bet heirs, executors, administrators and 
assigns) of the First Part and . -son/wife/daughter of-·-
of. -- - - (hereinafter called the Mortgagor which expression shall, 
unless excluded by or repugnant to the subject or context, include his/her heirs, executors, 
administrators and assigns) of the Sec.and Pa.rt and the Governor of Punjab (hereinafter called 
the Mortgagee which expression shall, unless excluded by or repugnant to the subject or 
context, include hi� successors in offioo and assigns) of the Third Part; 

WHEREAS by a lease deed dated- - - ---and made between 
the Mortgagor of the Second Part and , ·--------,--(hereinafter called the 
lessor)1 th� lessor demised to the Mortgagor of the Second Part the land situated at
---- , -and more particularly described'.in the Schedule hereunder written 
and assured for a term of years commencing from -
at the yearly/monthly rent of �. -and subject to the performance 
and observance of the co;venants and conditions therein mentioned and expr�ed to be 
hereby conveyed1 transferred and assured (hereinafter referred to as the said Mortgaged 
Property). 

AND WHEREAS the Government employee has applied to the Mortgagee for 
an advance of Rs. -(Rupee& , only) 
for the purpose of env.bling the Government employee to construct a house on the said 
Mortgaged Property ; 

AND WHEREAS Mortgagee has agreed to advance to the Government employee 
the said sum of Rs.- (Rupee onJy) 
on the terms and Conditions hereinafter appearing ; . 

AND WHEREAS one .of the conditions for the aforesajd advance js that the 
Government employee and the Mortgagor should secure the repayment of the said advance 
and due observance of all tte term) and conditions contained in Chapter X of the Punjab 
Financial Rules, Volume I, regulating the grant of advance to Punjab Government 
employees for building etc. of houses ( hereinafter referred to as the said rules) which 
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expression shall , where the Context so admits, include any amendment thereof or addition 
thereto for the titne being in force) by Mortgaging the said property described in the 
Schedule hereunder written in favour of the Mortgagee; 

1 

AND WHEREAS the Mortgagee has sanctioned to the Government employee ·an 
adv.inceofRs; (Rupee& • , • · · • • ---only) 
payable by such instalments and in such manner as hereinafter appearing ; 

AND WHBRAS the Government employee has to receive fr'om the Mortgagee the 
aforesaid advance in Jump sum 1 in the following instahnents :-

1st instalment-.· ----------

2nd instalm�nt----------· 

3rd instalment----.------

4th instalment--�-·-----

AND WHEREAS the lessor of the said Mortgaged Property ha5 given his/her approval 
for the mortgage on the condition that if the property be sold under the powers herein contai · 
ned or otherwise he/she will b� paid first after the cost of such sale, bis/her share of the 
unearned increase as provided in the said lease. 

NOW THIS INDENTURE WITNESSTII AS FOLLOWS :-

(i) In 'pursuance of the said rules and in consideration of tile said advance sanctioned
by the Mortgagee to the Government employee pursuant to the provision contained in 
the said rules the Governm,nt employee and the Mortgagor do hereby covenant with 
the Mortgagee th.at the Governmnet employee shall always duly observe and perform all 
the terms an4 Conditions of the said rules and shall repay to the Mortgagee the said advance 
of Rs. ·(Ru� • , • . · , . only) in--
montbly instalments rrom the P,ay of the Government employee co mmencing from the 
month of. one thousand nine hundred and • · and theGovern .. 
ment employee hereby authorises the Mortgagee to make doduction from bis/her monthly 
pay/leave salary of the amount of such instalments and the Governmont employee shall 
after paying the full amount of advance also pay interest due thereon in- , monthly 
instalments in the mannor and on the terms specified in the said rules : 

Provided that the Government employee shall repay the entire advance with interest 
in full bof orc the dato on which he/she is due to retire from seNiC.C failing which the Mort· 
gagce shall be ontitled to onforc� the security of the Mortgagee at any time thereafter and 
reco�r tht balan� of tho advance then due together with interest and cost of recovery 
by sale of the Mortgaged Property without the intervention of the court or in s�ch. other
mannerasmaybc�ibleundor the law. It will, however, be open to the Government 
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employee to pay the amount or advance in a Schortet period. 

(ii) If the Government employee shall utilise the advance for a purpose other than
that for which the advance is sanctioned or if he/she shall become in solvent 
or shall cease to be in service for any reason other than normal retirement or 
superannuation or· if he/ she dies before payment of the advance in full, or if 
he/she shall fail to observe or perform any of the term�, conditions and 
stipulation specified in the said rules and on his/her part to be observed and 
performed then and in any such [case the whole of the principal amount of 
the advance or so much thereof as shall then remain due and unpaid, shall 
become payable forth with to the Mortgagee with interest thereon at the rate 
of-per cent per annum calculated from the date of the payment by the 
Mortgagee of the first instalment of the said advance. 

(iii) Jn further pursuance of the said rules and the consideration aforesaid and to
se�ure repayment of the aforesaid advance and interest as shall; at any time 
or times hereinafter, be due to the Mortgagee under the terms of these 
presents, the Mortgagor doth hereby grant, convey, transfer, assign and 
as�ure unto the Mortgagee ALL AN1) SINGUl AR tht said Mortgaged 
Property fully described in the Schedule hereunder written together with build· 
ings erected or to be erected by the Government employee or material for the 
time being thereon with all rights, easements and appurtenanees to the said 
Mortgaged Property or any of them belonging subject to covenants by the Jes· 
tee contained in the lease deed dated--and to the conditions therein con, 
tained to HOLD the said Mortgaged Property with their appurtenances in· 

I . 

eluding all erections and buildings ,erected and built or to be erected or built 
,hereafter on the said Mortgaged Property or material for th� time being there· 
on unto and to the use of the Mortgagee for residue of the said term of-
years subject to the terms and covenants of the said lease and SUBJECT NOT-

. / 

WITH ST ANDING to the proviso so for redemption hereinafter contained; 
PROVIDED ALWAYS and it is hereby agreed and declared by and between 
the patties hereto that if the Government employee shall duly pay to the 
Mortgagee the principal sum and interest hereby secured in the manner here· 
in provided and also the other moneys, if any, determined to be payable ') 
by the Government employees to the Mortgagee under the terms and 
Conditions of the said rules then the Mort�gee wm at any time thereafter 

' 

upon the request and at the c.ost of the Government employee and the 
Mortgagor, rec.over, retransfer ·and rea��re the said Mortgaged Property 
unto and to the use of the GovemJI1eJ1,t employee and the Mortgagor or as 
they may direct 

(iv) AND it is hereby expressly agreed and declared that if there shall be any breach
by the Government employee of the covenants on his/hot part herein 

" 



.. 

( 

FOB.MS !79

contained and to be observed and performed by him!her or if the Government 
employee shall bec-Ome insolvent or shall cease to be in service for any rea· 
son other than normal retirement or superannuation or if he/she dies· before 
all the dues payable to the Mortgagee under these presents together with 
interest thereQn shall have been fully paid off or if the said advance or any 
part thereof becomes payable forthwith under these presents or otherwise then 
and in any of such cases it shall be lawful for the Mortgagee to sell the said 
Mortgaged Property or any part thereof either together or in parcels and 
either by public auction or by private contract with power to buy in or re� 
scind any contract for sale and to resell without being responsible for any loss 
which may be occasioned thereby and to do and execute all such acts and 
assurances effectuating any such sales as the Mortgagee shall think fit AND 
IT IS REREBY declared that the receipt of the Mortgagee for the purchase 
money-of the premises sold or any part thereof shall effectual discharge the 
purchaser or purchasers therefrom and IT IS HEREBY declared that the 
Mortgagee shall hold the moneys to arise from any such sale in pursuance 
of the aforesaid powers upon TRUST, in the first place thereout to pay all the 
expenses incurred on such sale and then to pay money in or towards the 
satisfaction of the moneys for the time being owing on the Security of these 
presents and the balance, if any, to be. paid to the Government employee 
and the Mortgagor. 

(v) The Government employee and the Mortgagor hereby covenant with the Mort·
gagee as follows :� 

(a) That the Mort�agor Now hath in himself I herself good right and lawful
authority to grant, convey, transfer and assign and assure the Mortgaged
Propert� unto and to the use of the Mortgagee in the manner aforesaid.

(b) That the Government employee and the Mortgagor shall carry out the
construction of the house exactly in accordance with the plan and 
specifications approved by the competent authority. The Government 
employee shall certify, when applying for instalments of advance, 
that the amount already drawn out of the sanctioned advance has 
actually been used on the construction of the house. The Government 
employee and the Mortgagor will allow the Mort�gee to carry out either 
by himself or through his representative on inspection to verify the cor· 
rectness of the aforesaid certificates. If a false certifi�te is furnished by 
the Government employee, he/she shalibe liable to pay to the Mortgagee 
forthwith the entire advance received by ·him/her and further will also 
be liable to such disciplinary action as may be permissible under the roles 
of service as applicable to the Government employee. 
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(c) That the Government employee and the Mortgagor shall comp�ete the
construction of the house within---months of----unles.s an
e1tension of time is allowe�, in writing, by the Mortgagee. In case
of default, the Government eniployee shall.� liable to repay forthwith the
entire amount advanced to �m/ner together with interest calculated under
the said rules, in one lump-sum. The Go-vemment employee shall report
to the Mortgagee the date of completion of the house and furnish a certi
ficate to the Mortgagee that the full amounts· of advance has been utilised
for the purpose for which it was sanctioned.

(d) That the Government employee and the Mortgagor shall maintain the afore�
said house in good repair at their own cost and shall pay all the municipal
and other rates, taxes and aU other outgoings in respect of the Mort�ged
Property regularly until the advance has been repaid to the Mortgagee in
full. The Government employee shall also furnish to the Mort'gagee
annual certificate to the above effect.

(e) The Government employee and tbe Mortgagor shall afford fuU facility to
the Mortgagee for carrying out inspection after completion of the house to
ensure tbat it is maintained in good repair until the advance has been repaid
in full.

(f) The Government employee shall refund to the Mortgagee any amount to·
gether with interest, if any, due thereon drawn on account of the advance
in excess. of the expenditure incurred for which advance was sanctioned.

J (g) That the said lease dated · ----- is a valid and subsisting 
lease of the said Mortg;1ged Property and is not void or voidable and the 
rents and the covenants and conditions in and by the indenture of Lease 
reserved have been paid performed and observed upto the date of these 
presents and that the same is assignable in the manner hcreinbefore stated. 

(h) That the Mortgagor of tbe Second Part will so long as any money shall
remain owing on the security of the said Mortgaged Property hereinbefore
expressed to be hereby assigned and, in any case, for the period of the said
agreement, duly observe an the covenants conditions required on his/her
part to be observed und�r the aforesaid lease and keep the Mortgagee
indemnified against all action, suits, proceedings, costs, charges, claim.s
and demands which will be incurred or sustained by reason of the non·
payment of the said rent or the breach, non-perfonnance or non·observance
of the said covenants and conditions or any of them.

(i) That the Government employee and the Mortgagor shall not, during the
continuance of these presents charge encumber alienate, etc. or otherwise
dispose of the Mortgaged Property,

, 
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SCHEDULED ABOVE REFERRED TO 

In witn�ss whereof the Government employee and the Mortgagor have hereunto 

set their respective hands and the Governor of Punjab has caused Shri -

for and on his behalf to set his hand hereunto the day and year first above written, 

In the presenct of : 

1st witness : 

address 

occupation 

2nd witness : 
address 

occupation 

Signed by the Government employee 

Signed by the Mortgagor 

Sigtted by Shri-.. --- -----for and on behalf of the Governor of 

Punjab in the presence of----�-----

I st wjtness : 

address 

occupation 

2nd witness : 

address 

occupation. 
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P.F.R. FORM No. 15 

[Referred to In not� below rule 10.16 (Ix) and note 3 below rule 10.171 
FROM OF AGREEMEMT TO BE EXECUTED AT THE TIME OF"DRA WING AN 

ADVANCE BY A GOVERNMENT EMPLOYEE FOR BUJLlJING ETC. OF HOUSES. 
An Agreemen1 made this ................•.......... day of ....................... one 

thousand, nine hundred and ...................................•...............•.. bet\;feen 
, , ................................ son/wife/daughter of . : ................... , ........ at 
present servl ng a� .. . . . . .. .. . .. . .. . .. .. .. .. In the department/office of . . ............. .. 
at ....................................... (hercrnafcer called II the Borrower II which 
exrresslon shall, unless excluded by or repugnant to the subject or context, inc!ude his/ 
her heirs. executors, leg2l representatives and administrators) of the one part a.nd the 
Governor of Punjab (hereinafter called "the Government" which expression shall, unless ex· 
eluded by or repugnant to the subject or context, 1nclutle his/her rucetssors in office and assigns) 
of the other part. WHEREAS the borrowe, desires to purchase land or to purchase land and 
construct a house thereon or ca,ry out repairs or enlarge living a.ccomodation in hls/her house 
......... , , ............. or *purcha�e a ready built house .............................. or 
*repay a1privite loan tal<en by him/her for purcnase of land for constructing a Muse or for pur
chasing a house, described In the Schedule heret(}annexed and WHEREAS the Borrower has
under the provisions of the rules framed by the Government of Punjab to regulate the grant of
advances to Government employeesfor bulldfngetc.ofhousesandcontained inChaperXof
tJ1e Punjab Financial Rules, Volume I (hereinafter referred to� the "said rules" which expression
shall, where the context so admits, include any amendment thereof or addition thereto for the time
being In foice) applied to the Government for an advance of Rupees ...................... the 
Governme11t h� sanctioned i,1ad vance of Rupees .................. to the borrower ... ...... . 
rid£' .................... (Department/Office letter No ................. , dated ............ . 
( a copy of \11h1ch is a11nexed to these presents) for the purpose aforesaid on the terms and con·
ditions set forth there

.
in. Now it is hereby a�reed by and between the- patties hereto that in con-

sideration of the sum of Rupees ................ paid/to be pafd by the Government to the 
Borrower, the Borrower hereby agrees with the Government :-

(1) to repay to the Government the sa(a amount with .interest ca1cu lated in a-=cordance
with the said rules for the time being in force by monthly Instalments of Rupees 
.... ..... to be deducted from his/her pay as provided for by the said Rules 
from the month of .................. nineteen hundred and............ and 
the Borrower her by a·Jthorises the Government to ma�e such d'eductions from 
his/her monthly paY/leaive sala,y bills. 

t(2)(a) Within four months from the date of the receipt of the aforesaid amount of 
Rs ................. !Rupees ...................... only) out of the. said 
ad'railce to expend the aforesaid amount In the purchase of lapd and to produce 
for Inspection of the Government the saile-deed in respect thereof, faiHng which 
the Borrower shall be liable to refund forthwith the entire amount to the Go
vernment together with interest thereon. 

-- --- -- -�--�----

*Mention 1,hatever is applicable.

tStrike off if not applicable. 
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f(b) Within four months from the date of the receipt of the· aforesald adv;ance of 
Rs... . .. . .. .. . . .. .. .. .. .. (Rupees .. .. .. .. .. . .. . .. only). to expend *(ln 
the purchase of the satd ready-built house) *(ln the repayment of the prlv,ate loan 
taken by the borrower for purcba�e of land for constructing a·house or for purcha
sing the said house and to complete the acquisition rede·mptlon of the said house 
and mortgage lt to th� Government, faIHng which the borrower shall refund the 
advance together with interest to Government forthwith unless. �n extensiori 
of time is granted by the Government. 

( c) to complete constructlon or Oa!'ry out the rep.airs or enlarge the Ii vinga ccoinmod ation
of the said house within s!x months ........... strictly tn acC'Ord ance with the 

app1·oved plan and specifiQaUons on the ba1sis of which the amount of advance 
has been computed and sanctioned or within such extended period as may be �iJ 
down by the Government. 

�3) If the actual amount paid for the purchase of land and constru.:tion of a house or for 
the purch� of a read y-bullt house or for carrying out repairs to or cnhrglng 
liv[ng accommodation in the extsting house is less than the a mount received 
under these presents by the Borrower to repay the alfterence to the Government 
forthwtth. 

(4) To execute a document mortgaging the aaid house/land alongwith the house to be
butlt thereon to the Government as security for the amountadv.anced to the 
borrower under these presents asialso for the [nterest payable for the sald a'mount. 
in the form provided by the s.aid Rules. 

(S) Ana it is hereby agreed and declared tMr (if the land is not purch�ed and the sale
deed therefore not produced for Inspection of the Government within four 
months of the dlte of dra.wril of the _pal'� of the adv.a nee for that purpose) or *(if 
the house is not purchased/redeemed 2nd mortgag\!d within four months of the 
drawal of the advance) or the borrowef fails to complete the constructlon of the 
sald house as hereln before agreed within 6 months or carry out repairs or 
enlarge living, accommodation within 4 months or if the borrower becomes 

insolvent or quits the service of the Government or dies, lhe whole amount 

of the advance tctg!!ther with the interest accruing thereon shall !mmedi�.tely 
become due and payable to the Government. 

(6) without prejud;ce to any other rights �f the Government in that behalf, If any amount
becomes refundable or payable by the borrower to the Government, the 

Government will be entitled to recovu the same by deducting t'rom his/her Pay 

such amounts a.s it shall deem rea�onable. 

---

• Mcnuon whatever is applict.ble.
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In witness whereof tile Borrower has hereunto set his/her �nd the Governor of Punjab 
has caused ---------for and on his/her behalf to set his/her hand the date and year 
first before written. 

The schedule above referred to----

lst witness 
Addre�-----
Qccupation1------
2nd witness 

Address------
Occupation.-------____;---
Signed by Shri/Shrimati-· --
In the Department/Office of -�
I st witness 

Signed by the said Botrower in the ,. 

presence of 

(Signature of the Bonower) 

For and on behalf of the Governor of Punjab------
In the presence of :-
1st witness 
Addres�------
Occupation---------
2nd witness 
Address -----

. Occupation------
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P. F. R. FORM 16 

[Referred to in rule 10.16 (x)] 

SURETY BOND-SPECIMEN OF 

KNOW ALL MEN BY THESE PRESENTS that I---, sonjwife/daughter 
of, at present employed as a permanent-in the-�-
(hereinafter called ,rthe Surety") am held. and firmly bound unto the Governor of Punjab (here· 
inafter called "the Government" which expression shall1 unless excluded by or repugnant to the 
subject or context, include his successors in office and assigns) in the sum of Rs.,---
_____ , ___ (Rupees · only)tobepaid to the 
Government FOR WHICH PAYMENT TO be well- and truUy made I hereby bind myself, 
my heirs, executors, administrators and representatives ffrmly by these presents. As witness 
I set my hand this day of -- -- one 
thousand nine hundred and WHEREAS , son/wife/ 
daughter of , resident of - m the District 
or ------------------- at p:esent employed as a temporary/permanent 
in the --- --(hereinafter called "the Borrower") (but is- due to retire 
on - --� ) applied to the Government for an advance 
of Rs. for the pu,pose of �purchasing land or for 
purchasing land and constru.cting a new house there- on or carrying out repairs or 
enlarging living accommodation in an existing house purchasing a ready built house
----•-purchase of land for constructing a houseffor purchase/repayment of 
private loans taken for· of howe and whereas the Government sanctioned the. payment 
of Rs .... , ..................... , ........ (Rupees ................................ only) 
under the Rules framed by State Government to regulate the grant of advances to State 
Government employees for building etc. of houses contained in Rules 10.16 to 10.19. 
Chapter X of the Punjab Financial Rules, Volume I (hereinafter refer· red to as the "said 
Roles"). AND WHEREAS fflE BORROWER has undertaken to repay the said amount 
in ......... : .......... monthly instalments. And WHEREAS the Borrower has further 
undertaken to Mortgage the house built/purchased/redeemed with the help of the said amount 
and to observe the ' provisions of the said Rules. And WHEREAS in consideration of'the 
Government having agreed to . grant the aforesaid advance to the borrower the Surety has 
agreed to execute the above bond with such condition as hereunder is written. 

NOW THE CONDMON OF THE OBLIGATION is such that if the said Borrower 
shal! while employed in the said or any other Department/Office .................... duly and 
regularly pay or cause to be paid to the Govenment the amount of the aforesaid advance owing 
to the Government by instalment until the said swn of Rs. . ...................•....•.... 

H . ..... . . .... (Rupees .............. only) shall be duly paid or mortgages to the Govern· 

*Strike if not mJuired.

0Strike off whatever is not ap�icable. 
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roent the house built/purchased/redeemed referred to above whichever event happens earliert 
then this bond shall be void, otherwise the same shall be and remain in full force and virtue 
BUT SO NEVERTHELESS THAT if the Borrower shall die or becomes insolvent or at any 
time ceases, to be in the service of the Governinent the whole or so much of the said princi· 
.pal sum r,f Rs.�-------(Rupecs ------only) together with the interest 
as shall then remain unpaid shall immediately become due and payable to the Government 
and recoverable from the Surety in one instalment by virtue of this bond. 

Thi! obligation undertaken by the Surety shall not be discharged or in any way 
arfected by an ext ,nsion of time or any other indulgence granted by the Government to 
the said Borrower signed and delivered by the said ................. . 

at 

day of ... , ........ , , ............. , .. 19 

Signature, address · 
and occupation of 'the 
,vitness ..................... , , , , · · · : · · · 
Signed by Shri/Shrimati 
In the Department/Office of 
for and on behalf of the 
Governor of Punjab in the presence of -
1st witness 
Address ......... , ...... '" ........ , , ......... . 
Occupation ............................. . 
2nd witness 
Address . ! • • • •• , • • • • • • • • •  , • • • • • • • • • •  , .t • • • • •  , 

Occ.upation ............. , ..... · ..... , ...... , .. 

(Signature of Surety)· 

Designation .....................• 
Office to which attached. 
in the presence to ............... . 

(i) 
{ii) 

... 
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FORM P.F.R. 17 

(Referred to In Rule 10. 19) 

-----�--� 

Form of Mortgage Deed to be executed when the property is Free Hold. 

This indenture made on th!s-------�ay of--------, 
one thousand nlne hundred and----betwecn.Shri--- --
at present employeo as,--- (berelnafter called "The Mortgagor of 
the fast part") and Shri.....,--------------. son/daughter of Shri -
----------(hereinafter jointly and severally referred to as the Mortgagors of the 
second part which expresslon shall, unless ex.cluaed by or repugnant to the subj�ct or context, 
includeth�ir helrs, executors, Administrators and assigns) and the Governor or Punjab 
(h!re[naf ce( call�d "The M )rtgag�e" which exp,ession shaUt unless excluded by or repugnant 
to the subject or context, include this suceessors in office and assigns) of the ·THIRD PART ; 

WHEREAS the Mortgagor of the first part and the mortgagors of the second part are the 
absolute owners and are sdzed and possessed of O( otherwise W¢1l and sufficiently ·entitled 
jointly to H�ust N). ----------located at-------------, and 
m;>re particularly de3tribed in the Schedule hereunder writt�n and expresst,d to be  hereby 
conveyed, transferred and assµred (herelnafter referred to as Hthe sald Mortgaged 
Property") ; 

AND WHEREAS THE MORTGAGOR OF THE FIRST PART HAS APPLIED 
to the Mo.tgag�e for an ad vane! of Rs. ------- ----------(Rupees--
--------�nly}' for the purpos� of enabling th! said Mortgagor to extensivdy repair 
the salu mortgaged property ; 

AND WHEREAS the Mortgagee h1s agreed to advance to the Mortgagor of the first 
part the said sum of Rs. ----------(Rupees-------only ) on terms and 
-conditions. herelnafter appearing ; 

AND W.ltBREAS one of the, conditions for the aforesaid advance is that the Mort· 
gagors of.the first and second part should secure the repayment of the said advance and due 
observanc� of all the terms and conditions contained ln Ch'lpter X of the Punjab Financial 
Rllles, Volume I, regulating the grant of advances to Punjab Government employees for 
buildtng, etc. of houses (hereinafter referred to as the "sald rules" which expression shall, 
where the context so admits, lnclude any amendment thereof or addltion thereto for the time 
belng ln force) by mortgaging the said mortgaged property In favour of the Mortgagee ; 

AND WHEREAS the Mortgag� has sanclloned to the Mortgagor of the first p1rt an 
advanc,e of Rs. ----·---�--payable lnlnstalments and In the manner as hereinafter 
appearing; 

AND WHEREAS THE Mortgagor of the first part bas received Rs. ------
and has to receive t'rom the Mortgagee the balan� advance in the following instalments :-

1st 1nstalment--------

2nd lnstalment--------
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3rd instalment---� -- ---·-

4th Instalment-----------

NOW THIS INDENTURE WITNESSETH AS FOLLOWS :-

(i) In pursuance of the said Rules and In consideration of the sald advance sanct(oned
by the Mortgagee to the Mortgagor of the first part pursuant to the provlslons 
contained In the said Rules, the mortgagot·s of the first and second p1rt Do 
hereby convenant w[th M,rtgagee that the Mortg�gor of the first p1rt shall r 
always duly observ� and p.!rform all the terms and cond[tions of the sald 
Rules and shall r�pay to th·! Mortgagee the sald ,dvance of Rs. ----in 
monthly instalments from the pay of the Mortgagor of the first part 
commencing from the fourth [ssue l>f pay after th� first Instalment is taken 
and the Mortgagor of the first pld h:reby author[ses the Mortgagee to make 
deduction from his monthly pay/leave salary of the amount of such instal· 
ments and the Mortgagor of the first part shall after repaying the full amount of 
advance, also pay [nterest due thereon In monthly instalments ln the manner and 
on the terms spaclfied In the said Rules, p(ov[ded that the Mortgagor of the 
first part shall repay the entlre advance w!th interest in full before the day 
on which he is due to retire from S!rvlce, f.1iHng which the Mortgagee sh1ll 
be entttled to enforc.? the s�curtty of th� Mortgag,e at any tlme the1·eafter 
and recover the balance of the advance then due together with interest and 
cost of recovuy by sale of the mortgaged prop!rty without the intervention 
of the court or ln such other manner as may be permissible under the Jaw. 
It will. however, be open to the Mortgagor to repay the amount In a short 
period. 

(II) If the Mortgagor of the first p1rt shall utilize the advance for a purpose other than
that for which the advance is sanctioned, or if he shall become insolvant or shall 
cease to be in service for any reason other than normal retirement/superannu· 
ation or if he dies before payment of the advance ln full, or if he shall fall to 
observe or perform any of the terms, conditions and stipulation specified in 
the said Rules and on hts part to be observed and pel'formed then and tn any 
such case the whole of the pdnc{pal amount of the a.9vance or so much the1eof 
as shall then .remain due and upaid shall b ecome payable forthwith to the 
mortgagee with interest thereof at per e¢nt per annum calculated from 
the date of the payment by the Mortgagee of the first instalment of the said 
advance. 

(IU) In further pursuance of the sa!d Rules and for the conslderatlon aforesaid the 
Mortgagors of the first and second part do hereby jointly and· severally transfer 
to the mortgagee all the sald mortgaged property more particularly described 
in the schedule hc�eto to the intent that same shall remain and be charged 
by way of mortgage as security for the payment of the sald advance. and 
interest due thereon in accordance with the covenants herein contained by 
the Mortgagor of the Qrst part to the mortgagee , 
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(iv) AND IT IS HEREBY BXPRESSLY AGREED AND DECLARED that .tf there
shall be o.ny breach by the Mortgagor of th! first part of the covenants on hls/ 
her part bet cin contained and to be observed and performed by hlm/htr or U' the 
Mortgagor of the first part �ball become insolvant or shall· cease to be in 
servlc.e for any reason other than norma:l rctlre�ent or superannuation or if he 
dies hef ore all the dues payable to the Mortgagee under these presents together 
with interest thereon shall have been fully paid of or lf the said advance or any · 
part thereof becomes payable forthwith under these presents or otherwise then 
and in any of such cases.it shall be lawful for the Mortg1gee to sell th:.said. 
mo1·tgag� property without the lntervention of the court or any part there of 
cithtr together or ln parc!ls and either by publlc auction ot by private contract 
with power to buy or rescind any contract for sale and to resell wlthout belng 
responsible foi: any loss which m1y b� occasion!d theceby and to do and eucute 
ill such acts and assurances effectuating any such sales as the Mortgagee sh�ll 
think fit AND it is h,reby declared thit the receipt of the Mo,tgagee for the 
purchase money of the permises sold or any part thereof- shall· effectually dis .. 
charge the pu1·cliaser or purchasers t�rcf rom AND IT IS HEREBY declared 
that the Mortgag� shall hold the moneys to arise from any such sale ln pur
suance of the aforesald power upon TRUST, tn the first place thereout to 
pay all the ex�nses incurred on such sale and then to pay moneys in or 
towards the satlsfactlon of the moneys for the tbn: belng owing on the 
security of these presents and the bllance, If any. to be pald to the Mortgagors. 

(v) 'fhe Mortgagors 'hereby jolntly·and sevtrally covtnant wlth the Mortgagee as
follows ;-

: (a) That the MORTGAGORS of th! ft1·st patt and of the second part have right 
and lawful authority to grant, conv ;y, ttansfer � ass(gn and assure the 
MORTG�GBD property unto and to the use of the Mortgagee iri the 
manner aforesaid and tutthet that the Mortgaged property i.s free from an
encumbrances prior to the executlon of this deed. 

(b) That the Mortgasots of the first p.lrt ,and of the ·second part shall Joinilt
and severally responsible to carry out repalrs to �he said· house.

(c) that the Mortgagotl of the first part and of the second part shall be jolntly and
several!>' responsible to complete the repalri within eight months of the
execution of' thts deed ; and 

(d) 'I'hat the Mortgagors of the first put and of the second.part shall maintain
the aforesald house·in good re_palr at their own cost and sh'all pay·all the 
Municipal. and other· Local rates, taxes and all other outgoings in r�s'pect 
of the mortgaged property regularly until the advance has been repaid to 
the mortgagee ln full. The Mortgagor of the first part shall furnish t-0 the 
Mottfljee a .�tl-ficate to the above etk annually ; 

--------
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(e) The Mortgagors of the first part and of the second part shall afford full facility to
the Mortgagee for carrying out inspection by his officer. agents or empl�yees 
after completion of repairs to the said house to ensure that the house is in good 
condition until the advance has been repaid in 1uH. 

(f) The Mortgigor of the first part shall refund to the Mortgagee any amount together
with interest, if any due thereon drawn on account of the advance in excess of the 
expenditure incurred for which the advance was sanctioned. 

(g) That t]!e Mortgagors of the first part and of the second part shall not during the
continuance of these presents encumber, alienate N otherwise dispose of the 
Mortgaged property. 

SCHEDULE ABOVE REFERRED TO 

Situation of the House:-------

(1) North-west
{2) South-east

(3) East-south
(4) West-north

(5) Area

In witness Whereof,· the Mortgagor of the first and the mortgagors of the second part 
hereunto set their respective hands and the Governor of Punjab has caused Shri---
for and on his behalf to set bis band hereunto the day and year first above written. 

Signed by the Mortgagor of tbe First part .........................................• 

Signed by tho Mortgagors of the Second part ..................................... , 

1. . , ........ , ..... , , ......... , 

2. . ... � .. ,.,., .... , .......... . 

3. 

4. 

• t • I I I I I I l I I t I t I I t t t t f P t t I I I 

I I l I I I t I t t t f t t � i l I I t f I t ' • t t I 

tn the presence of

lst Witness: 
Addtessi 
Occupation i 
2nd Witness 
Address: 
Occupation! 

Signe� by Shti .... , .•.........•.................... ; ..... ,for and on behalf of the 
Governor of Punjab in the presence of .....................•.........................• 

1st Witness i 
Address: 
Occupation: 
2nd Witness: 
Address: 
Occupation: 

, 

, 

' 

.. 
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P.F.R. FORM 18 
[Referred to rule P.F.R. 10.21' (7) note 4) 

FROM OP AGREEMENT TO BE EXECUTED AT THE TIME OP DRAWING AN 
ADVACE FOR THE PURCHASE OF A MOTOR VEHICLE. 

AN AGREEMNT made on --... day of one thousand nine hundred 
t.nd BETWEEN of. (hereinafter callod 
the Borrower, which expression shall include his heirs, administrators, execijt0rs and l�gal r�
·presentativ� of the one part and the Governor of Punjab (hereinafter ''called the Governor'\ 
which expression shall include his successors and assignees) of the other part, WHEREAS the
Borrower has under the provisions oc the Punjab Financial Rules (hereinafter. referred to a�
"the said Rules" which expression shall include any amendments thereof for the time being in
force) applied to the Governor for a loan of Rs. for the purch!lse of a
motor vehicle and whereas the Governor ha� agrt�tl to lend the said amount to the Borrower
on the terms and conditions hereinafter contained. NOW IT IS HEREBY AGREED between
the parties hereto that in consideration of the sum of Rs. paid by the
Governor to ·the Borrower (!h� receipt of which tne BorroweP hereby acknowledges) the Bor
rower hereby agrees with the Governor (l) t<' pay the Governor the said amount with interest
calculated according to the said Rules by monthly deductions from his salary as provjded in the
said Rules and hereby authorises the Governor to make such deductions and (2) within one month
from the date of these presents to expend the full amount df the said loan in p�rchase of a motor
vehicle of if the actual price paid is less tbaJ> the loan to repay the diffei:ence to the Governor
forthwith and (3) to execute a document hypothecating the said motor �ehicle to the Governoi
as security for the amount lent to the Borrower as aforesaid and interest in the form provided
by the said Rules and IT IS HEREBY LASTLY AG�EED AND DECLARED THAT IF THE
MOTOR VEHICLE has not been purchased-and hypothecatt'd as aforesaid within one month
from the date of these presents or if the Borr�wers. within that period becomes insolvent �r quits
the service of the Government or dies the wholfamount of the loan and interest accrued thereon
shall immediately become due ·and payable.

IN WITNESS where of the Borrower and for and on behalf of the Gover .. 
nor have hereunto set their hands the day and y@ar first before written. 

Signed by the sai�* 
In th� presence of---
(1) . 
(2t--.----

(Signatures of witnesses) 

Signed by (name and designation} 

(Signature and designation of the 
Borrower) 

for and on behalf of the Governor of Punjab in the presence of-
(1) ' 

. ' -
(1 a . • -�-------

(Signatures of witnesses) (Signature and designation of 
--�--�-�---���____...��� �he officer) 

�e and desi,iation of the Borrower. 

111 



FORMS 

P. F. It FORM l9 

[Referred to-P.F.R. 10.ll (?)Note �1

FORM OF THE MORTGAOE BOND FOR MOTOR VEHICLE ADVANCE 

THIS INDENTURE made th1·� -------- day of---"'" 
one thousand nine hundraj and ----

BETWEEN-------of--- ----:hereinafter 
called ''the Borrowart' whwh expression shall include his heirs, administrators, executors and 
legal representatives) of the one part and Governor of Puruab (hcrcio.aftet called \'the Governor'\ 
which expre�ion shall include his successors and assi .11ees) if the other' part. 

WHEREAS the .Borrowei has applied for and has been granted an advance of Rupees 
-----to pur-chase .a Motor Vehicle under the Punjab Financial Rules (herein· 
after roferred to as 1'the said rules" which expression shall include any- amendment thereof 
or addition thereto for the time being in force) on the terms and conditions· contained in the 
Agr.eem�nt dated --{hereinafter ref.erred to as the Principal Agreement) 
AND WHEREAS oni of the conditions upon which the said advance has been/was granted 
to the Borrower is/was that thi.: Borrower will/would hypothecate fhe said Motor vehicle to. tbe
Governor as security for the amount lent'to the: .Borrower AND WHEREAS. the Bor.roweF has 
purchased with Vehicie particulars whereof arc set out in the schedule hereunder written. , 

NOW THlS INDENTURE WITNESSTH thit in pur�uanc� of the s!lid agr11�me11t 
and for the consideration afor�saict the borrower doth hereby conv0Jiei1t to p1y to the Oovaraoi: 
the sum of Rs. afote3aid or the balance thereof rem�ining unplid at tho 
date of these presents by equal payments of. Rs. -· .... -------�ach on the fir�t day of 
every month· and will pay interest on the· sum for the time being remaining due and owing 
calculated according i9 the said rules and the borrower doth agree that sue� payments may 
be recovered by monthly deductions ftom his salary in the· manner provided by the said Rules. 
and in further pursuance of the s1id agra3rn�lt the· BJttl)w�r doth b,r.!by assigns and transfers 
unto the-Governor, the motor vehicle the p1rticulan whereof ar� set out in the schedule hereunto 
written by way of security for the said advance and tho interest thereon as required by the· 
said tules. 

AND the Bortowet doth hereby agree and declare that he has paid in full the purchase 
price of the said Motor vehicles and that the same is his absolute property and that he haS 
not pledged and so long as any money remains payable to the Governor in respect oi the said 
advance will not sell. pledge or part with the property in or Possession of the �aid Motor Vehiclo. 
PROVIDED ALWAYS and it is hereby agreed and declared that if any of the said instal· 
meets of principal or interest sbaU not be paid 01 recovered in manner aforesaid within ten 
days after the same are due or if the Borrower shall die or at any time cease to be i_n Gov�rnment 
service o� if the borrower shall sell or pledgt or part· with the property in or possession of the 
Said motor �hicle or become insolvent or make any composition or arrangement with his 
creditors or if any person shaU tatce proceedings fo execution of any decree or judgement against 
the Borrower the whole of the said principal sum which shall then be remaining due and unpa1d 
to-he1' with interest thereon calculated as aforesaid shall forthwith become payable ANO 
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IT IS HEREBY AGREED and declared that the Governor may on the happening of any of the 
events hereinbefore mention�d. seize and take possession of the said motor vehicle and either 
remain in possession thereof without removing the same or els" may remove and sell the said 
Motor Vehicle either by public auction or private contract aud may out of the sal� moneys retain 
the balance of the said advance then remaining unpaid antl any iuterest due thereon calculated � 
aforesaid and all cost charges, expen� and payments properly incurred or made ia mruntaming 
defending or realising his rights hereunder and shall pay over the surplus, if any to the Bcrrower, 
his executors, administrators or personal representative PROVIDED FURTHER that thli 
aforesaid power of taking possession or selling of the said Motor Vellicle shall not prejudice 
the right of the Governor. to use the Borrower or his p,rsonal r¢pcesentatwes for the said 
balance re�ining due and interest or in th.e case of the Moto� Vehicle being sold the amount
by which the net sale-proceeds fall short of the amount owing ANO tb.C Borrower hetebyfutthor 
agrees that he\vill not pernut or suffer the said Motor Vch1clo to be destroyed or mjlll';d �r- to 
deteriorate in a greater degree than it would deteriorate by reasonable wear and . tear tber�f
AND further that in the event of any dam'lge or accident happening to the said Motoi Vehicle
the Borrower will forthwith have the.same repaired and made good.

THF; SCHEDULE 

DESCRIPTION OF MOTOR VEHICLE 

Maker's name---�--------
Description.---------------
No. of Cylinders------------
Engine No. --�-------- --
Chassis No. 
Cost price-----------

�N WITNESS where of the said (Borrower's name) and 
f�r and on behalf of the Governor have hereunto set their respective hands the day and year
f 1rst above written. 

Signed by the said* 
in the presence of--

1. ---------

2. ------�--------------

(Signature of witnesses) 

*Name and designation of the Borrower.

-------

(Signat �re anc' designation of the 
Bo:·ower). 
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Signed by (name and designation).,_ __ 

·--��-----------

for and on bobalf of tho Governor of 

Punjab in the presence of.----

1. 

2.----------

(Signatures of witnes..�) (Signature and desJgnatio11 of the offi�r) 

:r 
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I'. F. R. FORM 20 

(Ref'erred to in-P. F. R. t 5. 5) 

INDENT FOR STORES 

Book No.----lndent No.----Datf.d---.. ·------

To,--------�---·----�-----� 

Name of work-----------

Name of contractor (if recoverable ..... -----------

No. of argument or Work Order-----------

DC1CTiption Unit Quantity I · Remarks

-------1------·l------l---�--

' 

delivered 
The material should be ·to------·---

despatched 

Indenting Officer 

Dated-------

The indent has been complied with in Full 'on ---------

vide alterations which I have attested-part 

Dated------- Supplying Officer 

•To be deleted when su�ply is made in full,

195 
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Weceived the materials specified above in good conditions and(t) entered in Measuro

ment Book No.----------

*Dated------------

-Note.-This forn' shall be prepared tn quadruplicate. The indenl portion should be written at one 
rime� in ail 1he four fornis w'th 1he helri-of carbon paper and indelible pencil. The Indenting Officer will 
forward three copies of the indent ro the Supervi�or Supplyi11g Officer who :ihi:II return one copy, i.e. the 
invoice ro the Jndentlng Officer, but keep two copies of indent duly acknowiedged by the receiving officer 
with hlrn for �ubmission to the Sub-Devis1onal officer who will attach ollf copy of indent with Advice of 
Transfer Deb11 anti ratair. ihe other on his office of reference. ln w .e of Joss of advice o! Transfer 
Debit and or original indent, the supplying offker �oulcl makt necessary amenc'ments un.cter bis initials 
in tne dupli cai-e. triplicate aud the quauruplic3te. Th� ors)nal should be amended when these arc returned 
to the Incentc,r. 

*To be deleted when supply is made in full.
tTo he completed when supply is received from another Division.

-
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