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ra) A cash book .sl;all be mamtamed by ;he Cashler in wlnch all moncy !

g seon as ﬁhey oocur;

B bemgr filed separately\ in

_ transactions: of  receipts:ad-well-as-expenditure: ishall be 'rﬁcb’riied as

: alanos .should bes wotkedi out'daily, a nq
icashrin the-handsr cof: thelcashier,
deniSee.}ui(’Geneml)ffw pérusal and

anticle I of the:Civil -chwumfl @bﬂc,? \Vélume I
qat should:be: bmughsbfto_ decount it the cashy_
pt nd lodged into.the treasuryi 1 the same

i guard: filevini chrorelogicaliorder. Receipt
should under no circumstances be utilized towardsexpenditure. All
" other moneys; received: or drawn for!disbursement should: also, on

. receipt,; be:at-once accounted for imithe cash book;iand drsbursemcnt_ :

s to-t 'mpg: pefsons made as pinmpﬂy‘ ES’TPWSIMQ
s

Aﬁ. regardsrdepantmcntai receipts, sueh as emmmaﬂon fees» dcoeased" b
persoms propertiesy passport fees:+ and other: m:sce'ﬂa’néoﬂs Teceipts,

.-it shall be the duty:of thei ClrculamngeAssmtalit, ‘as well'as'the Superin-

- _tendent of the branch concerned, - to-see that: ‘the 'money réceived in

_cash by. money order or by chequc etc., is delivered. to ‘the cashier, =

.through the Under: Secretary. (General) who will be responsible for

- seeing that the item isientered:in: the cash beok. A note to this effect
~ should be made under his injtials on the letter with which. the money

: _', -'_ @

_and thelr ack

is received. ' Similarly:when any /paymient is authorised by a branch

and the money is'to be Temitted, the Under S
satisfy, hlmselﬁ,tha,t bhe,menea: ‘is actually:sent to
o“dedgam _nt& abtamed

All thc« sub-voucbcrsr-,and‘ the acqu: neévroll"s‘-shenld' * attes
‘the disbursing officer in token of his having'satisfiied himself that’"

- - be serially numbered and kept in’ ‘guard files. The numbers of the bills =~ -

3 :-:;:'Thqrruie&regmdmgth ffice 1mpm

2

Qf rem:ttancca of cvery kmd t.hrough the Under Secretary._ When, ﬂaereforc, in E¥

. -, and-of the cheqpes b};
& 'thereo»n e

= vanced: out of
- drawal, from ¢

igh theﬁuhwoucher&m paik

Pay.and. trayelling aﬂowances etciy Sﬂou'l:d iber
he imprest or: athan cashf an. ham:t,
e treasury g
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No contmgent payment should be;made unless the cla.nns has been' .

- examined, passed by the rdisbuvsm‘g oﬁceﬁwdkmxmliyoﬂw Ee*ﬁ;al o

payee under the at;l:estmﬁom affrthc‘mld oﬁwrz

: ._(g),.. A smtq.ble rczgs_ter malhe fomn gmen dn A &m« ?5-' cﬁajste: =5 5

.should ‘be maintained showing thei rece:pt of‘ the a‘fﬁabﬁmbnt orders '
~ from the d1ﬁ‘ercnt courts "from txme to. nme o S TRy

The system mdlcated above -mvolvcs t.he payment mto the treasufy

reasury challans in support of the credit

Secretary (General) should -
thasnamESICOncﬁkﬁed oo

g1
ments:have been made to the: acmal payees &' Tht*sﬂb‘voﬁchefs‘shgl?:i il .
idshould be qﬂoted e

-fn hﬂ‘hcipatzm of -
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L0 -. of departmental seals isskept in tac

" e o 1539 o

. cheque. is eceived p? 3ab mthp' _ :_’ﬁ‘,ﬁec‘;&mry or qther Mmmtranve -
Secy ’chc later will end: -;&E% S@é’n vl _and not.to.any.other
authority. ‘The remi ttance will then pass thxough the cash book and the payment

~_to thepr thg’ be 2 separate t n&ac,uqn e -

i oof seals— -;ﬂ;ﬁ;departmental e numbered S
ideriSecretary. (General) showing the persons to .

a hat thereof ma:mmcdibjr the
 whom each seal has been: ssued.. s All:such persons will be held responsible for the

 safe custody-of the sealsissuedito #hem. Should any seal be lost or mislaid, ‘the
" fact must be brought immediately . itothe notice of the Under Secretary (General)

‘The Under Secretaryf(ﬁﬁwal) shtmldahold frequent checks to ensure that the stcck

-i’reparation of T.A. ‘Biils : i Tk

e 2'?2 The TA B:lls of Qfﬁcers w111 be prepared by the .Acc;omts SCCHO}J
“only-once amonth orfor all'the: journeys performed by Officers.during the month.
The ‘dbtails of all complete journeys T rformed .by an officer in 2 month should be
sen’htq sthe ‘Under ‘Seoretary (General by the 7th day of the following month. The
T ABill, after'preparation, willbe sen 1t to the officer concerned for signature who,
 after signing it, should not. submit it to.the ‘Controlling Officer direct for counter- ;
sxgnature but should return 't to the Aooounts Section w}uch wﬂl —

. Q) -'_,:Makc ,the ;ql,evant e.nia:«}( in thc che,ck rcglstcr ﬁnd get 1t mtglalled by
" "the Controjling Offio i

Ohta.' 5 xgqqegs,ary sa;acuon to: I.-he Jm}mcy b&ymd spherc O:frdﬁut—y
.Qﬁth&ofﬁspr@oncemﬂd i ; 2

(i - Secure, if --neccssa.ry, approval to a ]ourney by road between stat:on

U eserstepsiane taken to maintain effective e Rieiebihe A pills as
also 10 Ep:ﬁﬂuda-.ﬁhaam&mfﬁlouhlc sp&yment “The T.A. bills‘of non-gazztted'staﬂ‘
mqﬁdmgc}afsé; dGﬂxm mployaes, Wﬂl a.lso be prepared by thc AcCeunts»secilon

: 273 T A, wmce'-— Apphcanon for advance of traVeIhng allowances
from ofﬁmals gomg on tour with officers should be submitted atlcast 4 days prior
n tour. “Advance ‘of travelling allowanc; ‘o jminis-

to the-ideparture of’ :the lofficial o1 ;
mlﬂomnmsﬁt:en;pleayws scaginot e paid outiof the imprest. An ~advance bill -
04 the 'treasury before 11: 1sencz;shcd *ﬁ-om :

has, -therefore;to be prepared and:
% oSttate} &Baﬁkhoﬁ:ﬂ'ﬂd&t

: 274 Over-r:me {IH wance 10 :famadars and Peorns —Certiﬁcates about Jama—
~dars and Pcons attached to Qfﬁce,q r,emalmn,g on duty in excess. of .one hour before
or on‘holidays should | :-\fnr.wagded to the Under Seorefary -
n .'-' form. gt given below. by,the _freveryzmgnth,
;tsr :{gﬂn_ch ths,ocn1ﬁcahe relates. | The practice of ..
nly. mmbm&ome buta}so mvolwas uobﬁ_ﬂﬁaﬁ i




- Claim for ovet time allowance by, Shrcorii 12

Year & Name of the Dates ~ Hours upto }Initials of _ Remarks
‘Month.- . Peon/Jamadar " - 4. owhich the " “officer who? "°% o
Jamadar "+ him on
putin extra: duty
dutyin - office hours
-excess'of ‘- oronHoli-

T

It is clarified further that on working days over time allowancé may be . paid -at -
the rate that may be fixed by Govt. . from time to. time and the period.of 'daily over
time should be counted for the entire mornth and in the aggregate,. the fraction, if -
any, -will be ‘treated as full hour, and the overtime in this respect shoul notexceed

_ the fixed Timit prescribed by Govt... . i e a %

: 275. Carriage of office’ records by peons and coolies :—Office peons are. re-

- quired to carry office files, etc. from one place to another outside the office premises
at headquarters (including the-residence of Offitar) s T ot oo Prowises
ceeds fifteen Kg. and the peon is not provided ‘with a Government owned bicycle
for carrying it, the fare of a single seat to the peon in a bus tonga or any other con- .
Veyance or the hire of a coolie whichever is cheaper may be allowed. - This may also -
be allowed where the distance to travel is two miles or more and the, weight of the

 dak to be carried is less than 15Kg, -but more than 5Kg.

The above orders.also apply when a peon is on tour with an ‘officer or goes
otherwise on officials business and fis Tequired to carry office records etc. between
different places at his halting station. ' In order to‘ensure that ‘the:bus or tonga fare
as stated above is not charged and coolies are flot engaged up-necessarily all claims
for fares or coolie hire for the carriage of office records should "be supported: by a
- certificate regarding distances and weight signed by a responsible official who should
- either be a gazetted officer or. incharge of the branch or section concerned.
- 4. 2276.  Dak of an Officer when-on tour:—When an officer is on' tour: the  files
- 2nd;other dak should be sent out to him regularly accarding:to his. “nstructions’

- and not collected to reach 'him ._'e:_nmgssé_;_ujilcss}}he_‘has;:;given»:iﬁstmct‘iohs-{;ﬁto the
-contrary. The dak should normally be sent through a special messenger; iwho:should .
not be @ member of a class highter than Class IV. Heayy files should always be =
lightened, " as far as possible before they are sent out to Camp: o Fee W

- 70 277. Conferences and meetings' —When a
take place. in the Committce’ Room or

ing should also: always ‘be ‘sent at lea ity
Secretary-or ths Head of the Department .
Haryana Civil Sccretariat indicating the number of persons fo who mfseating acco--
mmodation, stationery, etc. s required to be arranged and also’ whether tea or cofiee
Isito be served in the meeting | from Government canteen. in  Civil] Secretariat,

ministrative officor.

i;’ij
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Meetings fixed carlier shall not be postponﬁ&-'in.favq_ui of meetings. fixed later on.

- They may be ﬁ'astp_oncd;:only'-'in favour of Cabinet meetings.

. Batems(0)diOnzthe: don_clﬁsio nof the meeting’ fhe"_ofﬁcet_'oo:rlvénih"g the meeting
should arrange to'see: that no files or I?apé_rs_'p:f-af_ny kind are left behind in the room.

278. Subscription to  newspapers:—Two ‘copies of each of the newspapers
published in Haryana are supplied free of char ge to, the Superintendent. Press brarch,
under Section TI-A of the Press and Registration of Books Act XXV of 1867 as amen-
ded by Act No. XIV of 1922 and Act No. 11 of 1923.. Any-additional copies taken
for use in the Civil Secretariat are paid for at the rates fixed for the general-public: -

- Care should be taken that papers which it has not been decided to take jin but which:
are never the less sent by their proprietors or editors ot managers, are not regularly
accepted, as under section 70 of the Contract Act. If the Proprietor of newspaper

. sends his paper to a person and that person does not return it or refuse to accept it

_ such person makes himself liable to subscription for the paper. The arrangements
for the payment of subscriptions to ney?s;%apcts-;,suppl_ied in the Civil Secretariat are

made by the Under Secretary (General).

i 279. Duties of the, Cashier.—The cashier is responsible for all moneys ..
“coming into the office and entrusted to his keeping. =~ He .will not receive money
direct on any account but only through the Wnder Secretary, (General). -

: (ii) The Cashier will disburse the salaries and travelling allowances of the
entire Gazetted and non-gazetted establishment a d shall obtain the signatures or
thumb impression on the acquittance rolls of every offices/official to whom salary or
travelling allowance is disburscd. ~He will also disburse money payable from contin-
gencies ~and’ make-such other payments required of him under the written order of
. the disburs'ng officer: Contingent expenditure ‘of more than Rs 1,000/ shall be dis-
bursed to the actual payee in the presence of the disbursing officers.. In the case of
salaries and travelling allowances, - however, if the actual payee, for unavoidable
reasons, cannot present himself, the payment may “be made under the orders of
Under Sectetary (General) to an official of the Civil Secretariat duly authorised in writ-
ing by the above payee, on production of a stamped receipt from the actual payee. -

{(iiiy The cashier will also =—

(2)- maintain & cash book in the prescribed form which he will place daily
before the Under Secretary (General) for his signatures ; '

__(b)_i--" ‘make 97;;::1} to the accounts clerk all vouchéfs relating to contingent
. expendituie and obtain his receipt therefor ; - -

" (c) keep.an upto-date account of the permanent advance ;

(d) ~maintain a register '_i_nthc,_._fq'rﬁl_ at _Appf:ndix’ ‘A’ for attﬁéﬁment of pay
and 'make remittance to the Court promptly; :

ey 'fé_v;;';:fid_:._ftge_ despatchto f;l}éﬂqﬁiCc of the Accountant General of all bills *

'? which are made over to-him by the ‘Accounts Sections. - duiine b

~+F(#j “caiall chequss and give the number and date of the cheques on the
pay, tl_‘a\re,llmg allowance bills, etc., to which they relate -;.




'(g} credlt moncy to thc Govemment*

.'n 3 ! hom. o F T S

(h) obtam re:mttanoe transfer recmpts whenever needed-f e e

... (). maintain a. sta,mp acceunt ﬁnd see nthﬁt ’olrnsﬂnd» the-—stan‘lp taccounts :

. maintained in the Issue Branch and byrother: persons vide paragraph
- 164 of Chapter VI Tare regularly checked by the Under Sccretary or b)’ a
Supfnn-tendgnt s ose.

elfo)

2 (m Takes’charges of F offices: —fu?hi‘furg, ‘elec héf‘ﬁthnﬁs‘ sqfak,a‘-n‘d ;clot:ké‘
allotted to rooms; attends to requisitions for the supply and" re]ﬁhlr‘ of furniture etc:;
and = maintains stock register of office furniture, Air condltlongl: de__SBl't/room :

: C@O-,Iars, G&rpﬁts Emgg;‘\gardﬂma@des%dﬂes “fblb"' _fs“bﬁ?sfew =

(Supemtenderﬂt,r anaté Secﬁét‘ané’s aﬂdf othér persbnqncﬁ&rge of bsramh:as;

are responmble for bringing promptly to the notice of Administrative Officeror Undir

Secretary, Sec;retanat;Eatabhsh@gm or Deputy: Secretary.:  Secretariat ]gstabhs -
qwnt 5 0¥ S oﬁa%e or loss..

. tlme pJ,eCes,,_before eawng offi

'See" Iso garagra.ph 368 h&ve bemschanged

(111) Takes charge"'of and supgnntends t,h@ pfgpuzcare oﬁ oﬂic.g» blqules' !
tCi ;

' and attends to: reqmsmons for thesu; repqms _
; (Ail office. bmycfes shr ulcf be handed over to h&!ch&wkldar at Illgh‘tw

Haryana C1v11 Sec;e*arnat) et

s (w) Supemses the wa.tch and ward and qarden establ shment pays Pel'l‘
~odical night visits to the chowkidars and see. - that-they-are; performing r&hen' duties
properly. A registe: should be maintained for the ‘purpose and any slackness brought

to the notice of the Administrative Officer or the Under. Sscretary/Deputnyecretary, i

: Stcretana*t" Estabizshment for dls&‘tghnary actlon e

(Class IV Estabhshment 1 e.. Chowlqdal:s, Mahs, Sw&epcrs  Bhisties, are ¥
: under thie control of the Under. Setretary, Secretaiiat Estabhshment through the

- Care Taker/Administrative’ Officers for discipliiary action. Final orders about dis--

 ciplinary cases will, however, be of the ,Ulld@l; Secrectarymr Dgputy_,Secretar}f ISecre- o

tariat: Estabhshment as the ca.’se may be.

(w) Conducts a ﬁre dr1]l once a month all thc Class,;[V Government se.r-

. vam{s im; the| Secretariat compound! attending for
_ tinguishers and. fire: buckets: : are always’ raady '

S PULPOSE.” Secs‘“tﬁat thé’ ﬁrer (> &8
Note .——The Care Taker shall be quu' "ed to fm:m&h adeqnaie Sﬁcunty

etﬁ%fént%g‘rfomj nCe"‘of‘ -

is also, their duty. to-lock-the : small articles - llkf-'-

parade should be, held once a month m thc presence of the Admmlstratwe; |




- will supervise ensure cleanliness, which iﬁclﬂgiesithe:‘cleanliﬂesa of.

=

o3

381, Junior Engineer Public. Health :—Jusior Engineer, Public - Health
h includes|the ‘cleanliness the (Urinals,
Latrines sweeping of rooms, Halls,” c_o:_'ridors-,'qur;andas..s;pd C}eaning'—‘di:,_:- glass panes -

on Roth sides of the corridors.

282" 'T_echn_icaf Assistant —All the work selating to  the ‘maintenance

; of él_ccttié:ity' in the Haryana Civil Secretariat will be got done by the Technical Assis-

tant. He shall ensure that electric tubes and all ‘other electrical work-is-in order. -
" He will also be responsible
‘in the Haryana Civil Secre ariat. In
other electrical equipments in the

for providing heaters to all the officers and the branches
short he is to ensure that the electricity and all
cretariat are in working erderi i g L AT

. _ r :—The, Store-Keeper takes charge of the stores and dis-
tributes them on indents signed by the Gazetted Officer ox Heads of Branches of the
Civil Secretariat, Heis expected to scrutinise every indent in the light of the instruc-

283. Store-Keep

" tions issued on the subject and get the approval of the Under Secretary (General) where

incurring of any expenditure is involved, before the stationery is supplied. The mon-

-thly indent for stationery should reach the store keeper, by the 10th of the month

and irregular drawals of stationery during the course of the month should be avoided,

‘except in cases of unexpected urgency and that too with the approval of Adminis-

trative Officer. The store-keeper i expeoted to take receipt for all articles supplied
or when moved from one person Or branch to another. He is responsible, for all

_ articles entrusted to his charge. He should have the stocks verified annually under

~ and brass seals are got prepared through him. ‘He is also required  to u.‘_a-gr_a.;ngc_';for- s

the orders of the Under Secretary (General) [or USS.E./DSS.E as the case may.

~ be. He isalso responsible for annual overhauling and repairs of typewriters. “He .

should maintain a regular register showing the names and designations of the officials

to whom a typewriter i allotted alongwith the number of.the ‘machine.

< The Store-Keeper takes delivery of all _.Ri}i'_lhway.'Coﬁs_igments and disposes .
them of under instructions from the Under Secretary (General). He stocks printed -

forms and letter Heads and is responsible for getting them printed. ‘Rubber stampss

the preparation and distrubution of liveries to:Class IV Government employces un-
der the orders of the Under Secretary, Secretariat Establishment or Deputy Secretary,
Secretariat Establishment: as the case may be. e i : e

" _The Store-Keeper shall also ‘store all articles of sanitation, Public Health, =

electrical goods except - air-conditioners, voltage stabilizers, - water coolers, room
_coolers and cycle spare parts. He will issue these articles on idemand Tteceived by -

him and approved-by the Administrative Officer  within the hours fixed by Deputy

- Secretary/Under Secretary, ¢ Secret_a-ri_at-'E';_;abi-ishﬂle?;_t-’_as-the case may be. -

S He 'W'i.ll-._.f_unction through the Adinrinis'ti-ati.&e Officer who will bet-f.hiS-H%ad :
of the Branch, but the Administrative control will remain with the Under Secretary/

Deputy Secretary, Seqre-t_arigt _EstabliShment as the case may be.

: Npre_;Q'—.-'fIhg Store Keeper shall be required to fur'ni:éh adéquat;;::_. s&curnty

7




™ -
§L | : £) %,
N
0w : : X S S
@ z 5 5 e G
¥ i - o %
. 3 ; L i i J
; i * =Y
i Wik o 1 = ¥ s :
LIS - oduenIWaI !

“VIRE

‘O'D JO  Jo 2ep juowsgp
S[eluy - -9[MOUNOY % *ON

: e juep
PaI9A039T LR X : :
.O.U.B.:.B.S.‘E._.m.__a_a.._ .ﬁ.‘uu.«o

ohmv.. . e w_n..m. ._o ; oS :
¥ m.—wmuEH unowy - - jo .ﬂamz TG iy ON 13p10o ﬁuo._u_w_uwmauﬁ—..:.

E?Q_ﬁﬁ

; ..E.ﬁouuﬂ.

"ON 50D % omepN
2 i ~o_jo: ®ulojgo SqUIW oM Jo. o ‘Aed Jo_ SID@PINY . 10y Jo wsidey
o : : i L L S - AaRdion

(P) M) 6.2 HAVEOVEVA)
¥ XIANHddY






