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PREFACE

Compilation of General Financial Rules was first published during the British rule. In Pakistan, the
compilation was revised in 1951 incorporating all orders issued by the Government of Pakistan after
14" August 1947. In addition to the Compilation of General Financial Rules which was applicable to
erstwhile Central Government, there was also a compilation of East Pakistan Financial Rules
applicable to the then East Pakistan.

None of the compilations were statutory rules, but were essentially executive orders of the
President/Governor-General in the case of Central Government and executive orders of the Governor
in the case of the Provincial Government.

Two sets of financial rules are not required since there is no provincial Government in Bangladesh.
Moreover, substantial and fundamental reforms in financial management carried out in Bangladesh
since independence have neither been incorporated in the above rules nor the inapplicable ones
deleted.

Incorporation of the post-liberation reforms in the financial rules is too comprehensive, time-
consuming and arduous job to be performed within the normal set up of the Finance Division. The
task of updating all financial regulations, i.e., Account Code, Financial Rules and Treasury and
Subsidiary Rules was therefore assigned to Reforms in Budgeting & Expenditure Control Project of
the Finance Division which is a major project for implementing reforms in Government budgeting,
accounting, expenditure control and financial management system. As part of the terms of reference
of the Project, Account Code has already been updated. The Compilation of General Financial Rules
has been revised and the Treasury Rules are also in the process of revision.

One of the salient features of the rcvised Compilation of General Financial Rules is that it
amalgamates the above mentioned two sets of rules in a single document. This Compilation
incorporates main provisions of all orders, memoranda and circulars relating to financial matters
issued by the Government since independence.

The present Compilation has been approved by the President. With the publication of this approved
Compilation of General Financial Rules, the two sets of rules now in operation i.e., the existing
Compilation of General Financial Rules and Bangladesh Financial Rules will become inoperative and
shall have no effect. All departments and Government functionaries will henceforth use and follow
this revised version of the Compilation of General Financial Rules. Departmental authorities should
observe these rules, supplemented by the special orders and instructions, if any, contained in their
departmental regulations. The rules contained in this Compilation are in addition to the Account
Code and Treasury Rules which will continue to be operative in their respective spheres.

All efforts have been made to make the rules comprehensive. If during application of these rules, any
omission is detected, the matter may be immediately referred to the Finance Division.

Dhaka Dr. Akbar Ali Khan
7th June, 1998 Secretary

Ministry of Finance
Finance Division



General Financial Rules

COMPILATION OF THE GENERAL FINANCIAL RULES OF THE
GOVERNMENT

CHAPTER I - INTRODUCTION
I - INTRODUCTORY

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

IT - DEFINITIONS

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

(i) Accounts Officer- means The Controller General of Accounts and an Accounts
Officer subordinate to the Controller General of Accounts and includes Thana
Accounts officer, District Accounts Officer, Regional Accounts Officer and Chief
Accounts Officer.

(i)  Appropriation- means the assignment to meet specified expenditure of funds at the
disposal of the assigning authority.

(iii)  Auditor General- means the Comptroller and Auditor General of Bangladesh.

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

(v)  Competent Authority- means the Government or any other authority to which the
relevant powers may be delegated by the Government.

(vi)  Controlling Officer- means the head of a department or other departmental officer
who is entrusted with the responsibility of controlling the incurring of expenditure
and/or the collection of revenue by the authorities subordinate to the department.

(vii) Constitution- means the Constitution of the People's Republic of Bangladesh.

(viii) Controller General of Accounts- means the Controller General of Accounts of
Bangladesh.

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

(x)  Finance Division- means the Finance Division of the Ministry of Finance.

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

(xii) Government- means the Government of the People’s Republic of Bangladesh.

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

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

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

(xvil) Public Accounts - means the Consolidated Fund and the Public Account of the
Republic as defined in Article 84 and 86 of the Constitution.

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

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

(xx) Re-appropriation - means the transfer of funds from one unit of appropriation to
another such unit.

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

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

(xxiii) Treasury Rules - means the Treasury Rules of the Government.

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

GENERAL SYSTEM OF
FINANCIAL MANAGEMENT AND CONTROL

I - RECEIPT OF MONEY
GENERAL

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

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

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

WITHDRAWAL OF MONEYS FROM THE PUBLIC ACCOUNTS.

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

ASSESSMENT, COLLECTION AND CHECK OF REVENUES

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

IT EXPENDITURE AND PAYMENT OF MONEYS.

ESSENTIAL CONDITIONS GOVERNING EXPENDITURE FROM PUBLIC FUNDS

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

STANDARDS OF FINANCIAL PROPRIETY

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

=

The expenditure should not be prima facie more than the occasion demands.

1L No authority should exercise its powers of sanctioning expenditure to pass an order which
will be directly or indirectly to its own advantage.

IV. Public moneys should not be utilised for the benefit of a particular person or section of the
community unless — 4

(1)  the amount of expenditure involved is insignificant, or
(2)  aclaim for the amount could be enforced in a court of law, or
(3)  the expenditure is in pursuance of a recognized policy or custom.

Vs The amount of allowances granted to meet expenditure of a particular type should be so
regulated that the allowances are not on the whole a source of profit to the recipients.

CONTROL OF EXPENDITURE

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

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

INTERNAL CHECK AGAINST IRREGULARITIES, WASTE AND FRAUD

i

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

DELAYS IN PAYMENT

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

III- DUTIES AS REGARDS ACCOUNTS

MAINTENANCE OF ACCOUNTS

I5. Every officer whose duty is to prepare and render any accounts or returns in respect of public
money or stores is personally responsible for their completeness and strict accuracy and their
dispatch within the prescribed date.
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16. An officer who signs or countersigns a certificate is personally responsible for the facts certified
to, so far as it is his duty to know or to the extent to which he may reasonably be expected to be
aware of them. The fact that a certificate is printed is no justification for his signing it unless it
represents the facts of the case. If in its printed form it does not represent the facts, it is his duty to
make any necessary amendment which will call attention to the deviation and so to give the
authority concerned the opportunity of deciding whether the amendments cover requirements.

RESPONSIBILITY FOR OVERCHARGES AND DEMAND
FOR INFORMATION BY AUDIT

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

(2) The responsibility of countersigning officers will be that which attaches to all controlling
officers.

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

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

I18. Every Government servant, entrusted with the duty of making payments on behalf of
Government, should attend promptly to all objections and orders communicated to him by the
Auditor General, either direct, or through the Audit Officer, by letters, audit memoranda, etc., and
return the audit memoranda or reply to objections within a fortnight or send letters explaining the
cause of delay.

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

IV- CONTRACTS
GENERAL PRINCIPLES

20. No contracts may be entered into by any authority which has not been empowered to do so by or
under the orders of the Government. The Ministry of Law, Justice and Parliamentary Affairs is
authorised to issue instructions for the making of contracts on behalf of the President and the
execution of such contracts and all assurances of property vide Rule 5(iv) of Rules of Business 1975
(revised upto December, 1989). Subsidiary orders of Government as to the limitation upon the
powers of subordinate authorities, the conditions under which such powers should be exercised and
the general procedure prescribed with regard to such contracts, such as calling for and acceptance of
tenders, etc., are laid down in the appropriate departmental regulations.
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21. The following general principles have been laid down for the guidance of authorities which have
to enter into contracts or agreements involving expenditure from public funds:-

(i) The terms of a contract must be precise and definite and there must be no room for
ambiguity or misconstruction therein.

(i1) As far as possible, legal and financial advice should be taken in the drafting of contracts
and before they are finally entered into.

(ii1) Standard forms of contracts should be adopted wherever possible, the terms to be
subject to adequate prior scrutiny.

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

(v) No contract involving an uncertain or indcfinite liability or any condition of an unusual
character should be entered into without the previous consent of the competent
authority. :

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

(vii) In selecting the tender to be accepted, the financial status of the individuals and firms
tendering must be taken into consideration in addition to all other relevant factors.

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

(ix) Provision must be made in contracts for safeguarding Government property entrusted to
a contractor.

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

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

V- DEFALCATIONS, LOSSES, ETC.
REPORT OF LOSSES

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

errors or neglect of rules by which such loss was rendered possible, and the prospects of effecting a
TECOVery.

(2.) If the irregularity be detected by Audit in the first instance, the Audit Officer will report it
immediately to the administrative authority concerned, and if he considers necessary, to Government
as well.
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Exception ]. - In the case of Customs, Excise and VAT Revenue, (a) mistakes in assessments which
are discovered too late to permit of a supplementary claim being made, and (b) under-assessments
which are due to the interpretation of the law by the local Customs authority being overruled by
higher authority more than three months after the assessment was made, need not be reported to the
Accounts Officer. A record should, however, be kept of such cases for examination by the Auditor
General at the time of Audit.

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

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

ACCIDENTS

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

RESPONSIBILITY FOR LOSSES, ETC.

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

WRITE OFF OF LOSSES ETC.

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

VI - DEPARTMENTAL REGULATIONS

27. All Departmental regulations in so far as they embody orders or instructions of a financial
character or have important financial bearing should be made by, or with the approval of, the Finance
Division.

~1
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CHAPTER 3
REVENUE AND RECEIPTS
I - GENERAL

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

If wrong credits thus come to the notice of the Controlling Officer, he should at once inform the
Accounts Officer with a view to the correction of the accounts. If any credits are claimed but not
found in the accounts, inquiries should be made first of the responsible departmental officer
concerned.

Note I: For this purpose each Accounts Officer will send to the departmental controlling officer extract from his
account showing the amounts brought to credit in them in each month.

Note 2: Tt is essential that the departmental accounts of revenue should not be compiled from the returns
prepared by the Accounts Office. But the Accounts Officer may be required, where necessary, 1o verify the
returns prepared for submission to the departmental controlling authority.

Note 3: In order to minimise the differcnces between the figures of Accounts Office and the departmental
figures, it is essential that the chalans with which money is remitted to the Bank should bear full and correct
accounts classification.

29. Detailed rules and procedure regarding assessment, collection, remission etc., of revenue should
be laid down in the departmental regulations of the revenue and collecting departments concerned.

Note :  In departments in which officers are required to receive moneys on behalf of Government and issue
receipts therefor in Form T.R. 5, the departmental regulations should prescribe the procedure and rules for the
maintenance of a proper account of the receipt, and issue of the receipt books, the number of receipt books to be
issucd at a time to each Officer and check with the Officer’s accounts of the used books when returned.

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

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

32. Heads of departments in charge of important sources of revenue should keep the Internal
Resources Division and the Finance Division fully informed of the progress of collection of revenue
under their control and of all important variations in such collections as compared with the Budget
estimates.
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IT1 - SPECIAL RULES FOR PARTICULAR CLASSES OF RECEIPT
RENTS OF GOVERNMENT BUILDINGS, LAND ETC.

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

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

FINES

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

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

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

Note 2:  When fines are received in another district, an intimation should be given by the recovering officer to
the officer concerned, who should note the fact in his monthly fine statements.

MISCELLANEOUS DEMANDS

36. Realisation of miscellaneous demands of Government not falling under the ordinary revenue
administration will be watched by the Chief Accounts Officers concerned. Such are contributions
from Local Funds, Contractors and others towards Establishment charges; etc.
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I11 - REMISSIONS OF, AND ABANDONMENT
OF CLAIMS TO, REVENUE

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

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

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

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

Note: This rule does not apply to Railways, Postal Department and Telegraph and Telephone Board.
IV - AUDIT OF RECEIPTS

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

Note I: The procedure in respect of particular classes of receipts, e.g., stamps, opium, forcign service
contributions etc., will be governed by special orders issued by Government.

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

10
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CHAPTER 4
POWERS OF SANCTION

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

GENERAL

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

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

POWERS OF SUBORDINATE AUTHORITIES IN BANGLADESH

41. The Government has delegated financial powers in respect of non-development expenditure to
the Ministries and Divisions so that they can carry out their responsibilities in financial matters with
minimum references to the Finance Division. The Government has also prescribed specific financial
matters (non-development) which have to be referred to the Finance Division by the various
Ministries/Divisions. All other financial matters can be disposed of by Administrative
Ministries/Divisions themselves according to the provisions laid down in various codal rules,
instructions and orders issued from time to time subject to the availability of funds in the relevant
sanctioned budget. Office memorandum No. MF (EC-1) DP-6/83/378 issued on 15 August 1983 by
the Finance Division provides delegation of financial powers, subject to amendments issued from
time to time.

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

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

44. Unless otherwise provided by any special rule or order of Government, a higher authority may
exercise the powers delegated to an authority subordinate to it.

11
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II - POWERS IN REGARD TO CERTAIN SPECIAL MATTERS

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

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

(1) involve any grant of land, or assignment of revenue, or concession, grant, lease, or license
of mineral or forest rights or right to water, power, or any easement or privilege in respect of

such concessions; or

{(2) inany way involve any relinquishment of revenue.

Note : The powers to execute instruments are governed by the Rules of Business and other departmental
orders on the subject.

WRITE - OFF OF LOSSES

Nete : The orders in the following paras do not apply to the Defence and the Railway Departments whose
powers in the matter of write off of losses are regulated by special orders incorporated in the departmental
regulations. : .

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

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

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

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

Note I:  The question of writing off will arise only when the value of stores or public money lost by fraud or
negligence of individnals efc., is found ultimately to be irrecoverable. The first step should always be to fix
responsibility for the loss with a view to recovering from the persons responsible, the value of the stores ete.,
lost.

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

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

Note: Sanctions to the wriling off of irrecoverable balances of income-tax demands accorded by competent
authorities need not be communicated to the Accounts Officer concerned,

Irrecoverable balances of income-tax demands written-off by competent authorities should, however.
be included in the statement required to be submitted to the Chief Accounts Officer under Para 38.

12



General Financial Rules

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

Note: 1t has been decided with the concurrence of the Auditor General, that, in general, losses sustained by the
Government through the negligence or culpability of the staff paid for by the Government should be borne by
the Government.

In cases where recoveries are made in cash, e.g, by deductions from pay or otherwise, from the persons
responsible for a loss, the entire amount recovered should be credited to the Government. Recoveries made
indirectly, ¢.g. by stoppage of increment or promotion as a measure of punishment, should not be treated as
recoveries made in cash.

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

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

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

(b) the enforcement of the recovery will, in the opinion of the competent authority, cause
undue hardship, or it will be physically impossible to effect the recovery; and

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

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

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

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

{(2) all sanctions to forego recovery under these orders should be communicated to the
concerned Chief Accounts Officer. It is open to the Chief Accounts Officer to require that the action
taken in any case should be reported to the Finance Division for orders.

49. The powers delegated to Audit Officers to waive objection to, or to forego recovery of, irregular
expenditure in individual cases are laid down in paras. 248 to 250 of the Audit Code.
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IIT- COMMUNICATION OF SANCTIONS

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

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

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

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

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

(v) In all orders conveying sanctions to expenditure of a definite amount or up to a specified
limit, the amount of sanction should always be expressed both in words and in figures.

(vi) all letters or orders conveying sanctions to expenditure, appointment, etc., must be signed
by an authorised gazetted officer.

Note : In cases in which the documents relating to any sanction or order are deemed secret, the Accounts
Officer will accept a statement of fact signed by an authorised official in lieu of those documents.

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

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

53. When proposals for a new grant-in-aid are placed, details should be furnished showing the
purpose of the grant and the exact nature of the conditions on which it is proposed to be made. The
Accounts Officer shall compare such proposals and conditions with those enumerated by the
sanctioning authority in its subsequent orders of sanction.
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IV- INDICATION OF THE SOURCE OF APPROPRIATIONS IN THE
SANCTION TO EXPENDITURE

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

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

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

Note: Vague expressions, such as, “subject to budget provision™ should be carefully avoided in conveying
sanctions to expenditure,

V- DATE OF EFFECT OF SANCTION

56. Unless otherwise indicated specifically in the order conveying the sanction, a sanction issued by
a competent authority has effect from the date of orders conveying the sanction.

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

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

VI- RETROSPECTIVE SANCTION

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

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

VII - LAPSE OF SANCTION

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

Note : This order does not apply to a case where an allowance sanctioned for a post or a class of Government
servants has not been drawn by a particular incumbent or incumbents, nor does it apply to additions made
gradually from year to year to a permanent establishment under a general scheme which has been sanctioned by
competent authority.

VIII- SPECIAL RULES FOR WORKS EXPENDITURE

59. Special rules for regulating administrative approvals and sanctions to expenditure on works are
contained in the Public Works Department Code and other departmental regulations (See also
Chapter 9).
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CHAPTER 5
BUDGET, GRANTS AND APPROPRIATIONS

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

GENERAL PROCEDURE

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

61. The Annual Financial Statement consists of two main parts - the “Consolidated Fund” and the
“Public Account of the Republic”. Under Article 84(1) of the Constitution, the Consolidated Fund
comprises all revenues received and loans raised by Government as well as all moneys received by it
in repayment of any loan. All other public moneys received by Government or on behalf of the
Government are credited to the * Public Account of the Republic”.

PREPARATION OF THE BUDGET

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

BUDGET MONITORING AND RESOURCE COMMITTEE

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

DATES OF SUBMISSION OF BUDGET ESTIMATES

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

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

METHOD OF DRAWING UP ESTIMATES

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

NEED FOR PUNCTUAL SUBMISSION OF BUDGET ESTIMATES

66. It is of utmost importance that all officers will transmit their estimates on the dates prescribed in
the aforesaid schedule. It should be borne in mind that this programme allows only the minimum
period necessary for scrutiny in the various controlling offices.

ESTIMATES OF REVENUE AND RECEIPTS

67. The estimates will be prepared in quadruplicate. One copy will be kept for record in the office of
origin, the remaining copies being sent simultaneously to (a) the Accounts Officer concerned, (b)
Finance Division, (¢) the administrative Ministry/Division concerned. Where the administrative
Ministry/Division is itself responsible for the preparation of the estimates, only three copies will be
required, one copy being kept for record in the Ministry/Division and the duplicate and triplicate
copies being sent simultaneously to the Accounts Officer concerned and the Finance Division.

REVISED ESTIMATES

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

(3) There will ordinarily be little difficulty in arriving at an accurate estimate of the
expenditure of the year, when the experience of the earlier months is available as a guide. However,
as in the case of revenue estimates, known special factors which have a bearing on the expenditure
under consideration have also to be taken into consideration in order to arrive at the revised estimate
for the year.

PURPOSE AND BASIS OF THE REVISED ESTIMATES

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

70. The actuals of previous years ordinarily afford an important guide in framing the budget
estimates, and a continuance of any trend of growth or decline in income indicated by them may, in
the absence of definite reasons to the contrary, properly be assumed in all cases in which the
proportionate estimate can be usefully employed.

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

PURPOSE OF BUDGET ESTIMATES

72. (1) The Budget estimates serve two purposes :

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

{b) as finally passed, they fix the allotments at the disposal of officers for cxpenditure in the
ensuing year.

(2) An over-estimate of expenditure under one item reduces the amount which can be treated as
available for other items while an under-estimate of expenditure or the omission of items of outlay
which are likely to be incurred can be remedied later only by postponement of other items of
expenditure for which provision has been duly made. Tt is consequently of great importance that
expenditure estimates should be accurately framed, programmes involving new expenditure should
be carefully worked out before the Budget Estimates are forwarded and no admissible charges which
are likely to be incurred should be omitted.

ESTIMATES OF EXPENDITURE TO BE IN TWO PARTS

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

(a) the estimates of ordinary charges which are transmitted to the Finance Division, the Accounts
Officer concerned and the administrative Ministry/Division in prescribed forms; and

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

74. (1) The budget estimates of expenditure to be prepared in district and departmental offices
must be rigidly confined to ordinary charges and to charges which, although not yet being incurred,
have been approved for introduction in the ensuing financial year. They must not include provision
for any new unsanctioned item which it is desired to be introduced in the ensuing financial year.

(2) Proposals for new expenditure on items which it is desired to introduce in the ensuing
financial year should be submitted by the administrative Ministries /Divisions to the Finance Division
in the form of Schedules. The preparation of these schedules is governed by the procedures contained
in Para 75 to 78.

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

(4) Provision is made in the estimates of ordinary charges for sanctioned charges only
including those for which direct budget provision has been authorised by the Finance Division.

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

(6) The budget estimate of charges, such as travel expenses, the amount of which tends to vary
from year to year, will be based on the actual of previous years; and, in default of reasons to the
contrary, it is ordinarily advisable to assume a continuance of any growth or decline which is
indicated by these figures.

(7) The estimates of ordinary charges will exclude the value of stores proposed to be obtained
from abroad for which an indent has alrcady been submitted to the Government.

SCHEDULES FOR NEW EXPENDITURE PROPOSED
FOR INCLUSION IN THE BUDGET

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

(2) The Schedule prepared by the Administrative Ministries/Divisions in the Form shown in
Form G.F.R.2 will be approved by the Secretary of each Ministry/Division and will be sent to the
Finance Division in triplicate arranged in order of urgency, under the orders of the Minister.

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

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

(6) It is of great importance that all schedules returned to the office of origin under clause (4)
above will be received back by the Finance Division by the due date. After the Consolidated
Schedules have been duly corrected those will be printed by the Finance Division for consideration
by the Cabinet/Council of Ministers.

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

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

76. (1) By the 31st August each year the Ministry of Housing and Public Works will obtain from
the Administrative Ministries/Divisions lists of works that have been administratively approved and
for which the office concerned desires that provision should be made in the estimates of the next
financial year. The works in each list will be arranged in order of urgency. Where some time has
elapsed since administrative approval was accorded to a work, the administrative Ministry/Division
will consider whether fresh approval is likely to be necessary owing to increased costs or for other
reasons and, if necessary, steps will be taken in the meantime to have the work re-approved. The
Ministry of Housing and Public Works will prepare detailed estimates for the schemes. The cost as
determined by the detailed estimates as well as the probable expenditure on each scheme in the
ensuing year will be furnished in triplicate to the Finance Division by the Ministry of Works not later
than the 22nd January.

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

ESTIMATES OF NEW EXPENDITURE ON WORKS

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

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

(¢) No work will be included in the lists of works which have not received administrative
sanction;

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

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

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

ESTIMATES OF OTHER NEW EXPENDITURE

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

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

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

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

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

80. (1) The estimates will be submitted in sample form GFR 4.

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

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

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

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

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

DISPOSAL OF BUDGET REFERENCE

81. (1) Immediately on receiving from the Accounts Officer concerned, the form containing the
actual and the estimates proposcd by the local officers, the Finance Division will send to the press a
copy of it to be set up in types and utilise another copy for framing the revised and budget estimates.
All relevant papers will be placed on the file, these being obtained, if necessary, from the
Administrative Ministries/Divisions concerned.

(2) A copy of the estimates as framed by the Finance Division together with the relevant notes,
where necessary, will be sent as soon as possible to the Administrative Ministry/Division concerned
for their comments on specific points raised in the notes. They will also be required to point out
errors and omissions, if any, in the estimates framed by the Finance Division.

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

DISCUSSION WITH ADMINISTRATIVE MINISTRIES

82. The estimates framed by the Finance Division are discussed with representatives of the
Administrative Ministries/Divisions/Departments at a round of meetings held in the Finance Division
in the month of March. At these meetings, the estimates are reviewed in the light of the latest
available facts and data, including the latest figures of actual expenditure and receipt, which the
representatives of the Administrative Ministries/Divisions/ Departments are expected to furnish.
These meetings thus afford them an opportunity for making a coherent presentation of the reasons in
favour of budgetary provisions which they consider to be necessary. The authority for modifying, if
necessary, the estimates earlier framed, however, rests with the Finance Division.

83. The estimates of expenditure embodied in the Annual Financial Statement laid before the
Parliament under Article 87 of the Constitution are understood to represent Government’s full
requirements for the financial year, and nothing but pressing emergencies that cannot be
accommodated within the provision available will occasion the presentation to the Parliament of
demands for further funds or of estimates of further charged expenditure.

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

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

86. When an unavoidable need for additional funds arises in the midst of the year for a purpose not
provided for in the current Budget, or a purpose for which the existing Budget provision has been
exhausted, the Administrative Ministry/Division will send a self-contained proposal to the Finance
Division well in time. In this proposal, besides giving justification for the proposed additional
expenditure and the reason why it could not be foreseen earlier and provided for in the original
Budget, the administrative Ministry/ Division will also give (a) the recurrent expenditure, if any, that
will have to be admitted in future years if the proposal is accepted and (b) an analysis of the Budget
Grant to which the expenditure is debitable indicating, inter alia, the expenditure already incurred
under the various items and the reasons why the proposed expenditure cannot be partly or wholly
accommodated within the balance of the provisions under these items by effecting appropriate
cconomy. The Finance Division will, in the first place, examine the proposal in respect of its
Justification and magnitude and thereafter allocate the additional funds considered admissible and
feasible. While communicating their decision to the Administrative Ministry/Division, the Finance
Division will indicate whether the funds are being allocated from the budget provision for
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