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PREFACE

The chitel Accounts Officer. Ministry of Foreign Affairs of the
erstwhile Govervment of Fakistan, Wad published the backlet 1w
136&. With the creation of Bangladesh, vo origingl copy of the book
was found avallgile v the Ministry of Foreign Affairs and in Huis
Office. =lw the absence of this book wiuch difficuities had to face at
howieé and dproad waile discharging fimavicial as well as
admuiiistrative functions. However, Ministry of Foreigy Affairs,
SoMERaw, manadged o procure g copy of the samwe and mads it
avaiakile to @il concerned, s the difficaities have been overcome
for the tinie being. The Rules/Orders embodied, therem have bieen
amended by the Government of Bavgladesh from twe to time. Al
tMase arders of amendments, as far as possible have beew

FE-RITAVIGEH. FINY SLgaesIon for improvement will be appreciated

Additional Account-General,

-
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Financial [matruetlans

CHAPTER |

INTRUDUCTORY

1. Short title : The instructions contained in the Pamphie! may be called the
“Financial Instructiens for the Guidance of Bangladesh Mission Abroad’’.

2. Definition : |n these Instructions the follow-ng expression have the meaning
assigned fo them, thatis to say -

{) Additional Accountant General means the Additional Accountant General,
Foreign Affairs, Dacce

{f) “Bank™ means the Bank, nominated by the Government of Banglagesh, in
which the cash balance of a Mission is lodged and which transacts banking
businzss on behelf of the Mission,

fllly  “The Govarnment” meane tha Govermment of Bangladesh,

{iv) “"Competent suthority” means the Government or any other authority to
whom the relevant powsrs may be delegated by the Govemmaent,

(v} “"Mission"” include the Embassies, Legations, High Commissions, Deputy
High Commissions, Consulates General. Consulates, Yiee-Consulates,
Farmanent Mission to the Unitad Nations and Trade Missions and Altachas
ot Bangladesh,

(vi) “Controlling Officer” means a Head of & Department arother Dapartrmental
Drficer who is entrusted with the responsiility of Controlling the incurring
of sxpenditure andfor the colisction of revenus by the authornties
subordinate o the Department

{vii) “Appropriation” means the assignment to mest specified expenditure of
iunds at the dizposal of the assigning authority,

(Wil “Reappropriation” means the franstar of fupds from one unit of
appropriation toanather such unit,

{ix) “Financial year” means the year beginning on the 19 July of 2 year and
sngding on the 30" June of the following vear.

{x) "Ministry of Finance™ means the Ministry of Finance of the Governmeant and
includes the Financial Advizars of the respestive Ministries and such other

authoritles in which the powers of the Ministry of Financs are vested by the
Fresident.

{xi) "Head of Departmant™ means the Ambassadors, High Commissicners and
Leputy High Commissioners, unless otherwss provided in the rules.

HoTeEs : Heads of Cepariment have been authorised 10 declare any gazeited oHicer sub-crdinaie 1o

them to be the “Head af an office” for the pumpess of the rulse contaied in G F.R, Vels, | and
Il 2nd other Financial Bulas of the Govammeant

Pags 1



Financial Instructiona

[T} “Recurring Expenditure” means éxpanditure of a kind that ordinarily recur
fram year o year, but does not nciude expenditura far which provision Mmiay
be made under Article 82 of the Constitution,

[xiii) "MNon-recurring expenditure” means expenditure sanctoned as a lump sum
charge, whether the money be paid as a lump sum or by inztalmeanis

[xi¥} “Public Agcount of the Government” m2ans the consclidated fund into
wiich all moneys received on accaunt of the ravenues of the State are pald
of credited and from which all disbursements of, or on behalf of the
Government arge met.

"Publie Aceount” means tne Fublic account of the Government.

Matsa ; The “Revenuss of the State™ would inciede gl mensays recehied by Jovemment officers an

MNOTE :

benall of the Govemment as such; nct only the proceeds of laxation #nd the yiaid of ordinary
rewenues bt Blao capial recewls, such as tha procesds of sales of land; the procseds of
bofrowling cpedatens; urdundsd dabt; s=nd uniess the contrany inkention sppears, such receints
of 8 Benking of deposit nature & by Wifus of any Siatutory provision or of any gensal or
special grecutive srder of the Governmeant nave 1o be held In the ceskody o the Sovermmin

{xv) “President” means ths Prasident of Bangladasn.

(xvi) “New expenditure™ in ralation to the Annual Budoet statemant for a financizl
YEEr, MEEns !

(2] Where expenditure for a project for that year has previously been
approved by the Mational Assambly in pursuanca of Aricts 82 of the
Constitution, so much of any expendiure for thal projact for that year
as excesds the expandifure approved for that vear by moare 1han 1&n
percant of tha approved expenditure;

(k). Any other expendiure which 15 not recumng sxpendiiure;

ig) Any expenditure which is recurring expenditure and which for a
purpose in respect of which no provision was made by way of
recurring expenditure in the Schedule of Authorizad Expenditure for
the pravious financial year as exceads that axpenditura by mars than
fan parcent of that expanditure.

For fhe purpose-of the definition of “new expenditure” sal out any Schedule of Authonsed

Expenditurzs relating to a Supplementary Budget Statement for 4 Financial yaar shall be

regerded as balng incorporaied with the Schaduls of Aulhorisad expendiiyse that releies tothe
=nnual Badget Statemeant for that yaar.

gl Other than “New Expendifure” means expanditure which is not new.

Paga 2
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Financial Instructions

CHAPTER I

GENERAL ORGANISATION IN REGARD TO TREASURY
BUSINESS CONDUCTED BY THE MISSION

Treasury Functions :

1.

Heads or Oificers-in - Charge of tha Mission who are authorised 1o mamtain
separate departmental cash balance oulside the belances of the Government |n
the treasury or in the Bangladesh Bank including any office or agency of the
Bangladesh Bank, perlorm all the duties of a Treasury Officers in raspact of
claims apgainst the Govemment that may ba tandared to them for credits fo the

public Account of the Government. In addition, they are responsible for the
discharge of their duties as deparimental authorities,

Responsibilities of the Head of the Mission :

S

Subject to any general or special orders of the Government, the Immediate
responsibility for the proper finanoial managemsant and working of a Mission will
rest entirely with tha MHead or the Offiger-in-charge of the Mission, The
appointmant of 8 subordinata to conduct the Cash business of the Mission shall
in no way raliesve him for this responsibility, The responsibility extends nat only
to ba the security ol Cash balance, stamps and other Government property,
and the immadiale detecticn of any iregularly practice on the part of the
subordinalas, but alse 10 the correciness of prascribed acoounts and retums
and the punctuality of thalr submission and to the imglicit obediancs gt the

officer-in charge of the Cash balance to fhe instructions issusd by tha Additional
Accouriant General, Foreign Affairs.

The Head or Officer-in-charge of the Mission is bound to satisfy himsalf by

pariodical examinglion at least once in every six months for cash and ancg a
year for stlamps and securines :

(17 that the actual stock of cash, stamps and securities is kept under lock and
kay cormesponds with the book batanca.

[fy that a sum larger than is necsssary for the convenient transaction of the

Government busmess 1s not held as cash In hand at any stage by (he
Migsion.

Transfer of charge :

4,

The Officer who is authorised to handle cash shall be spacially caraful when

assuming of making over charge to see that the cash balance and stock of
stamps are throughty verified.

In oases in which the trangfer of charge Involves assumption responsibiiity for
cash, stores. etc., the following instructiens should be obzerved

Page 3



Financial Instructicns

Ly

10

iy The cash book should be closed on the date of transter and a note
recorded in it over the signature of both the relisved and ralieving officers
showing the cash and imprest balances, and tha number of unused
chaguas, if any, made aver and regeivad by them respectivaly.

{if The relieving officer in reporting that the transier has been completed
should bring 1o notlce anything irregularly or objectianabla In the sonduct of
buginess that may have come officially fo his notice. He should examine
tha accounts, count tha cash, ingpect the stores, count. weight and
measura carfain selected articles in order o test the accuracy of the
returns. He should also described the siate of the accounts records,

{iily In e case of any sudaen casually occuming or any smergent necessity
ariging for an officer to quit his charge, tha next senior officer of tha Mission
presant will taka charge whan the person who takes charga s not &
gezetted ofiicer, he must at ons repod the cirgumsiances [o'his nearest
suUperior, and obigin ordere a5 1o the cash In hand, it any. ™

The appoimtmeant of a very junior officer to handie cash should Aot crdinarily be
mada but it In & \mporary emergency such an appointmsnt 15 made the
depariura from the rule should be reported to the Additional Accountant
Fereral, with the reasan therasf explained, Sacurity for handling cash. gic.

Subject to any special rule or order made by Government in this behalf every
cashiar, slora-keeper and other subordinate who Is entrusted with the custody
of cash or stores should be reqguired to furpish-security, the amount bging
reguiaied according fo circumstances and to local conditions in sach cash
andar the sanctien of compatent authority, and 1o execute 3 security bond
saftingiorth the condifions under which govemment will hold the securty and
may ultimately refund or appropriate it.

Whan an officer who has fumished security takes regular leave or Is deputed to
ather duty ha officer who is appainted to officiate for him should be required o
turpish tha full amaunt of securily prescribed for the post, unless a2 competant

authonty has authonsed a relaxation of fne rules regarding securily applicable
1o hig casa.

The sacurity taken from a Government officer should be in the lorms prescribed
ir Rule 227 of the Compilation of Genaral Financial Rules, Val. 1,

When a Government servant has furnished security in the form of a fidelity
bond, the departmental authorily recelving the bond should see thal the
Govemment servant pays the premis recessary to keep it alive on the due
dates and continues 1o do so until a perod of six months has alapsed since he
vacated his affice, If the Government servant fails to daliver the premium

receipt to the departmental autharity In Sime. he should be removed from his
oost immediately.

Subject 1o any rule or order made by Govemmeant in this bahaii, the form of the
sacunty oond to be executed at the time of furnishing security should be

Fage 4
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Financlal Instructions

12.

determined under ordars of tha head of the departmeni accarding to the kind of
security fumished. Whean a Government officer is specially permitted to furnish
security partly in ane and partly i another of the farms of security specified in
para 227 he should execute separate bonds for the different kinds of security,

Post office Savings Bank pass books, deposil raceipts of bank fidelity bonds
and security bonds or agreements should ba kept in the safe custody of the
departmental authonty which takes the security.

Motes : [ Al the Post Office Savirgs Bank pass bosks should be sent 1o the post office assoon as

T3

passibie atter the 15" September of sach year so that the necessary enfries on account of
ircereel may b rmade in them,

(i Inthe case of deposlt receipts - ol banks, the depositor should receive the Infemest, when
ce, direct frarn the Bank on & bettar from the pladoss authorising the bank fo pay it o fsm

A sacunty deposit taken trom a Government Officer should be retained for at
lzast six months from the date when he vacates his post but 8 security bond
should be retained permanently or unbl i iz certain that there is no further
necsesity for keaping it

Responsibilities of the officer handling Accounts :

T4

Tha official entrusied with the accounts work is responsible Tor kseging
complete records of Cash and Book fransactions of the Mission and for the
compilation of prescribed accounis and returns stnctly in accordance with the
directions and orders in'force. He is alss regquirsd 1o see that the rulss and
orders tr force are observed in this respeasdt

Custody of Government Money and cther Valuables :

16,

Government Money and ofnher velyables shall be kept in strong treasurs chast
secured by two locks of different patterns. All the keys of the same lock shall be
kept in the same parson's custody, and as & gengral nule, the kays of cne lack
chall be kept apart from the keys of the other locks and in a different parsen’s
custady whenaver practicable, The chest shall never be opened unless both the
custodians of the kays are present

Heade of department may suthorise departure from the letter of this rule In any
mclividual case in whish aither the amount of each handled by the depanmental
otficer, or the extent of insurance provided by any fidaelity guaraniee policy
taken out by the office cashier, ar any other special consideration, may be held
to Justify the adoption of a simpler and less costly arrangement withaut
Impairing the safety of Governmeant maorey,

Pages






Finencial Instrustions

CHAPTER Il

GENERAL SYSTEM OF FIANCIAL MANAGEMENT AND CONTROL

Imprest ;

T

Bangladesh Embassies and Mission abroad are financed by means of Imprest
Accounts. The amount of Imprest in each case 15 fixed by the Minisiry of
Forsign Affairs In consuitation with the Financial Adviser and the Additional
Accountant General and sams is placed at the disposal of the Head of the
Mission who opans a current account with & bank specified by the Govemmeant,
All the personal claim of tha officers and staff and the contingent chargss of the
Mission are met from the Imprest. The smount of expenditure so ncurred from
the Imprest during-a month 15 recouped by the Additional Aceountant General
on receipt of the menthly Cash Account from the Misslon.

Mo money received by a Mission on account of the revenues of the state is 1o
be kepi out of the Public Account of the Government. Al transaction to which

an officer of the Misslon is & party in his official capacity must be brought 1o
account without delay

Moneys received by an officer of the Mission in his offictal or non-official
capacity which do niot relate to or for part of the revenues of the state shall not
be inciuded in the Public Account. The Head of the Mission should not, without
priar sanction af the Ministry of Finance, receive money or incur expenditure
from or on behali of an individual for ultimate disbursement or recovery In
Bangladesh to the individual concamed. In case, howsver, in which he has
bean authersed with the concurrence of the Ministry of Finance to antar Inte
such transaction, he should keep propar accounis of such receipts and
disbursemeant as per orders issued from tima to time and render them 1o he
Accounts OHlcer concemed. The Mission should not take loans from the
nationals ¢f the countries o which they are accreditad, as this is apgainst the
principles of Government Finance.

Conditions governing expanditure from Public Funds :

4,

Mo-authority may incur any expenditure or enter into any liability unless -

(}  there is provision of funds autherised by a competent authority fixing the
lirmit within which expenditure can be incumed:

(if] the expenditure incurred conforms to the financial Instructsns embodiad in
thiz pamphlal ang

(i) a general or special sanction is accorded by the competent authority
authorising the expenditura,

Fage T



Financial Instructions

Standards of Financlal Propriety -

=

f2 N

(@) The expanditure should not be prima-facie more than the occassion
demands. Every Fublic Officer is expected to axercise the same vigllance
in respect of expendiure incurrad from Public money 8= a pergon of
ordinary prudsnce would exercise in respect of expanditure of his own
Monay.

{by Mo authority should exercise s powers of sanctioning expenditure to pass
an order which will be dirsclly ar indiractly to its own advantage.

(e} Public Moneys should not be utllised for the benefit of & particular parson
or saction of the community uniess |

{i} the amount of expenditure involved is insigniflcant; or
{ii} =& claim for the amount could be enforced in & court of law: or
{iif) the expenditura isin pursuance of a recognised policy or custom,

td) The amgunt ot aliowances, such as travelling allowanecas granted to maet
gxpenditure of 8 particular ype, should be so regulated that the allowances
are not on the whols sources of profit to the recipiants.

Cantrol of Expenditure :

B.

The Departmentsl awthority is respensible for enforeing financial order end strict
economy at every steg. He is responsibie for observance of all relevant
financial rules and regulations both by his own office and by subordinate
disbursing officers.

A Controlling Officer must seen not only that the total expenditure is kept within
the Iln1|15 of the autherised appropriation But alsg that _the funds allnuaﬁ (s
spwd in the public intarest and upon_ nl:uan:ts Har which
Manay wWes provided. In ortder to maintain a proper conirol, he shauld arrange
o be kept Informed not only of what has actually been spent from an
appropration but also what commitmants and liabilities have been and will be
ihcurred against it. He must ba in a position to assume befere Govemment and
the Fublic Accounts Committee, if necessary, complete responsibility for
dapartmental expenditure and 1o explain or justify any instanca of excess
sxpendirs or financial irregutarity that may be brought to notice ss a result of
sudit serutiny or otherwiss,

in discharge of his ultmaie responsibilitiss for the administration of an
appropriation or port of an appropriation placed al his disposal, every
Cantrolling Cfficer must satisfy himsalf not anly that adequate provisions exist
within the Deparimantal organisation for systamatic internal cheacks cajculated
to prevent and disect errors and irregularities in the financial proceedings of its
subordinale officers and to guard against waste and loss of public mansy and
store but alzo that the prescribed chacks ars affactlvaly appliad.
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Fimancial Instructions

Delays in Paymant :

25

Belay in payment of money indisputably due by Governmant Is contrary 1o all
niles and budastary principles and may be avoided.

Inevitable Payment ;

10.

Monay indisputably payabie should not, &8 tar 28 possible, be left unpaid, and
that money paid should under no circumstancas be kept out of accounts & day
bonger than Is absolulely necessary evan though the payment is not covared by
proper sanction, It 5 no economy 19 postpona inevitable payments even for the
purpose of avoiding &n excess over & grant or appropriation and it is very
important to ascerain, liquidate and record the payment of all actual obligations
at the sany ez possbie date. 1T must -be bome in mind that i an inevitable
paymeant i requirad 1o ba made in the absence of funds, the ermars liss not so
much in the payment as in the enterlng IMo of the relevant hability.

A disbursing otficar may not on his own autharity authorise any payment in
excess of the funds placed at his disposal; but absence of funds should not
necessanly prevent the payment of any sum really dus by the Governmsne, It
the disbursing officer is called upon o honour & claim at his disposal, he should
1aka the orders of the administrative authority 1o which he is subardingts bafore
authonsing payman! of the daims in quasion

Contract - General Principles :

T,

Mo confractz may be entered inio. by any authority which has not been
empowesred to do so by or under the orders af the President.

Subsidiary orders of Government as to tha imitation upon he powers of thase
suthaoritias, the eanditions unders which such cower shsuld ba skarmzed and the
general procsdure prescribed with regard to such contracts, such ag calling for
and scceptence of tenders, stc. arg laid down in the approprigie departmental
regulations.

The fallowing general principles have been laid down for e guldance of
authoritiez which have to enier Into conireciz or agreement involving
expenditure from public funds

(i} The terms of 8 coniract must be precise and definite and there must ba na
room for ambiguity or misconstruction therain

(i) Astaras possible, legal and financial advice should be 1aken in the drafing
of contracts and beicre they ane finally entered into,

{iiiy Standard forms of contracts should be adopted wherever possible, the
terms to be subject to edequate prior scrutiny.

[ivy The terms of & coniract once entered into should not be matenally varied
without the previous consent of the authority competant o entar inio ihe
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Financial Instructicns

contract as 50 vaned. No payments fo contractors by way of compensahan,
or otherwize outside ihe sirct terms of the contract or in excess of lhe
contract rates may be authorised without the previous approval of the
Ministny of Finance,

{v) No contract involving an uncertain or mdefinite labiiity or any condition of
an unusual character should be enterel into without the previous consanl of
the Ministry of Finance.

(wi] Whenever praciicable and advantageous, contracts should be placed only
after tenders have been opanly invited and, in cagses whare the lowast
tender is not accepted, reasons should be recorded.

(Vi) In selecting the tenders o be accepted, the fingncial status of the
Individuals and firms tandaring must be taken into consideration in addiion
1o el ather relavant factors,

{viil) Even in cases where written contract is made, ng orders for supplies, ate,
should be placed without at lsast a written agreament as to he price.

{ix} Provision must be made In contracts for sateguarding Government
progerty entrusied to a contractor,

ix) When a contract is |ikely 10 endura for a pariod of more than 5 years it
should, whanever feasible, include a provigion Tor an encondibonal power
of revocation or gcancellation by Government at any time an the expiry of

six month's notce o that effsel.

faih & penally clause should invariably be placed in the contrach

Defalcation, Los=es, stc:

14.

1

With the sxceptions noted below, sny logz of public money, departmental
revanue of receipts, stamps, stores or other property held by or on behsif of
Government caused by defalcation or otherwiss, which |5 discovered in a
treasury or othar office ar department, should be immediately reported by he
officer concernad to his immediate oificial superior as well as to the Additional
Accountant General, aven when such loss has been made good by the party
responsible for it Such reports must be submitted as soon as a suspleion
arises that there has been a loss; they must be fully investigated, a further ang
complete report should be submitted of the nature and extent of the loss,
showing the errors of neglect or rules by which such loss was rendered
possinle, and the prospecis of effecting a recovery.

Exception : Paity cases, that is, cases lnvalving losses nat exceading Taka
200 sach, need not be reported 1o the Additional Accountant General unlese

thera are, [n any casa, impartant teatures, which merit detailed investigation and
considaration

The gfficar receiving & repart submittad to him under para 14 must forward i1
torthwith te Govemment through the usual channal with such comments ag may
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Financial Instructions

T#-

1B

be considered necessary, he should also submit & detalled report, after
completing such departmental investgations as may be necessary or expedient
on the cases or croumstances which led to the defalcation or loss, the stops
taken to prevent its recurrence and the disciplinary or any othar aclicn
proposed as regards the persons responsible,

Ary sarious loss of iImmovable propery, such as bulldings, communicaticns gr
other works, caused by fire, flood, ¢yclone, earthquake or any other natural
cause, should be reported at once by the Deparnmental officer o the Head of
the department and by the latter to Government, When a full enguiry as to the
cause and extent of the loss has been made, the detailed report should be sent
By the dap artmantal officer concemed to the Head of the Department, & copy of
the report or-an abstract theraof bsing simultaneously forwarded 10 tha
Additional Accountant General,

Evary Government officer shouid realise fully and clearly that he will be heid
parsonally responsible for any loss sustainad by Govemment through fraud or
negliganaa on his part and that he will alse be hela parsonally responsible for
any loss arising from fraud or nagligence or the part of any other Gavarnmar|
officer to the extent 1o which it may be shown that he contributed to the loss by
nig own action ‘or negligence. Deteiled Instructions for ragulating the
anforcement of such responsibility &re embodiad In Appendiz 2 of the
compilation of the Gererel Finangial Bules, Vel I,

The powers delepated to ditferant authorities o wiite off the irrecoverable vaius
ot public monay or stores ot threugh fraud or negligence of individuals or ather
causas are Indicated in Chapter VI of this book
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CHAPTER IV

HANDLING OF CASH

Cash Book :

5,

A cesh baok shall he maintained in the form suggested in Appandix ‘A’, by all
thie -::f"i-::ers re-quirc-l:l to handle cash,

L —— T — e —

BGsur and attaste::! by Head of the Offics in foken of f Check,

= =, The loss or galn by exchiange on remittances euthorised by the Addiional Accountant General
ardior the Ministry of Finarce should always be shown in 1he cash book as a distinet item of

charge or receiot &8 the cass may ba.

Tha Cash Book should be closed regularly and completely checked. The Haad
of tha Cifice should verify tha totalling of the Cash Book or hawe It done by
some responsible subordinate athar than the writar of the Cash Bogk and initial
it as corrsct,

At the end of each mgnth, the-Head of the office shoukd varity 1he cash balance

i the cash book and record & signed and dated certificaie 1o that effect. Thae -

b R

certificels should alse ba repordad on the monindy cash account which must be

signed by the He.a.d v;-‘ ':"'IH:E who sh .-uF.'I |n'.rr-1r|a':.'- ¥ date the '=.|gr'.1=11_.|re

— e

Whean Governmant monays in the cuslody of 8 Gn::-..'a"nmar.l: Offlcar are pald

it the Bank, the Head of the Clﬁll:El rnal-ung =such pa}rmenrs. “shotld Compare
“the Bank's recalpl of hls F'ass Eu:ucal-: with the entry in tha cash book belors
atiesting It, and satla*y hlfﬂSF'” th;_31 th_v;! amounis have been actually credited

into ihe Bank,

Any erasure or ovanwriting of an entry once made in the Cash Book is strictly
pronibited. i a2 mistake |5 ciscovered, it should be correctad by drawing. pen
througn the incorract entry and ingerting the carrect ana in red ink Dewean the
lines, The head of the office should initial evary such correclion and invariably
date his initials.

[

The duties impoeed in paras 2 to 6 may be entrusted o a8 subordinate Gazatted
Dificer nominated by the Haad of the Office for the purpose, o

Ceductions aoccounted for in a voucher and made at the timea of paymeant which
gre cradilable t0 & Head of Account other than that 10 which tha payment itself
i& debitable should be shown on the receipt side of the Gash Book and the
gross amount of the payment on the payment side.

It & cheque is cancelied, it should be entered in the cash book by exhibiting the
amount of tha cheque as a minus figure on the payment side in the "Bank”
column. A" counter reference should be glvan In the cash book, against the
original, to the second entry of tha chagua.
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11

Li

I the currency of & chagque axpires owing to ils not being presanted al the Bank
for payment, & may be received back by the Drawing Cilicar which shaold then
dasirey it and diaw a new chague in lieu of £. The fact of the destruction and
the numoer and the date of the new cheque should be recorded on the
counteroll of the chegue and the number and dale of the old cheque that s
destroyed should be entared an the counterfoll of the new ang. The fact of the
new chegue having been issued should be éntered on the date of issug in red
ink in the cash book but not in the column for payment, & nols being mads at
the same hme against the orginal entry in the cash book.

The ¢ash bock must be balanced on the date prescribed for closing the cash
accounts af the month, but when the transactions are numerous, @ weekhy ar
daity balancs is recommeandad, and it is advisable that the cash be counted
whaenevar a balance 15 struck or at convenient intervals as this afferds an
indapendent chack on the aceuracy of tha postings. The resull of such
intermadiate countng should ba recordad in the form of a note over the
signature of Head of the Office (spacifying the actual cash In hand and cash in
bank) in the body of the cash boeok, 50 as not to inerfara with the up-to-date
totals

Handling of Cash :

13

A Government officer who handles Government monsy shouid not, excapt with
the special sancton of Head of the Office, be allawed 1o handls dlso in his

ofticizl capacity monay which does not balong to the Govemment. ¥Where under
By sps-: gl sgricton, a gmramrnan'l servant deals with I:u:nth -:'-u'Eur'nrntnt and
_hen-g movernmert rr*-u:ﬂey in his official -::a::-an:!l‘:.-'. the Gowernmeni mangy should

_be kept In & & Cash Box separate from the nen-governmant money & ard the
wansactions Telating 15 fhe Tater should ba ascountad for in a saparate set of

~books and keep entiraly out of the Governmeant Account.

The employmeant af Class-IV servants to feteh or carry manay should be
discouraged. YWhen it i ebsolutely necessary to employ a Class-1V sarvant for
this purpose, & man of some langth of sarvice and praved trushworininess
should only be salected and in all casas whan the amount to be handiea is
farge one or more guards should be sent to accompany the messenger.

Grant of Receipt to the payer :

14,

b,

A Governmeant officer receiving monay on behalf of the Goverrmeant must give
the payer a recaipt. The receipt shall be signed by a duly authorized officer who
shall satisty himseif at the time of signing the receipt and initislling its
countarfail, that the amount has baen properly entered in the cash book.

Whera money is realised not In cash but by recovery from payment made on &
bill satting forth full particulars of the deduction a recaipt may be granted only
specially desired by the payer, the fact of recovery having besn made oy
geduction from the bill being clearly recorded on the receipl
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1.

Al receipts must be written in figures and in words.

Forms and Custody of Receipt Books

17

Receipt Books in machine-numbered from T,A. 5 may be obtained from
Stationery, Forms and Fublication Office, Dhaka. This standard form shall ba
used by all Governmeant offices receiving monay on behall of the Govermment
unkess any special lomm of receipt is prescribed by department or office.

The Hecsipt Books must be kept under lock and key in the personal custody of
the officar autherised to sign the receipt on behalf of the Government.

Before a receipt book is brought into use, the number of forms containad
thersin shall be counted and the result recorded in a conspicuous place in the
book over the signatura of the afficer-in-charge, Counterfoils of used Receipt
Books shail be Kapt in his parsanal Sustady.

lssue of Duplicates or copies of Beceipis ©

20.

Mo Govemment officer may iesua duplicate or copies of receipts granted for
money recaived on the allegation that the originels have been lost IF any
necessity arises for such & document, & cerificate may be given thal an &
specified day a ceraln sum on a cerdain account was recelved from a cartain
persan. This prohibition extends only to tha issve of duplicates on the allegation
that the originals have baen (ost, and doas not apply to cases euthorised by

thasa rules or by special ordars of the Governmaent in whish duplicates have o
be prepared and tendered with originals.

Drawal of Chegues :

21,

22

2d,

24,

The responsibility of drawing funds by means of cheques on the Bank devaolves
pnmarily on the Head or Officer-in-charge of the Mission, who may authoriss
any Senior Gazetted Officer of his Mission to draw funds on his behalf from tha
Bank by means of cheques, save as provided above no other parson is
authorisad 1o draw on the Bank:

Specimen signature of the officer authonsad to draw chegues should ba zent to
the Bank for record. The date an which he ceases o function as a drawing
officer dus 1 kis transfer or otherwise should-at once be intimatad o the Bank,

Chegue Bocks for the use of the Drawlng Officer will be supplied on reguisition
by tha Bank concemned. Only ona cheque book should however, be obtained at
2 time, Requisition for the second chegue book should be sant when the
cheque book in use in nearing axhaustion,

[t more than oncg bank has Deen authorlsed by Gowernment o act, as

authorsed bankars to 2 Mission, & separete cheque book shall be cbteined for
s on each bank,
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25 The Drawing Clficer shall notify 10 the Bank upan which he draws, the number

of sach chaaue book which from time to tima he brings inta use and the number
of cheques || coniains.

26 Chegus Books shall on receipt be carsfully examined by the drawing officer
whe would count the number of forms contained in esch and record a cartificate
of cdunt on the fiy-eal.

27, Esch chegue book must ba kept undsr lock and key in the parsonal custady of
the drawing officer who, when relieved shall take a receipt of the exact number
of chegues made owar 1o he relisving afficer,

28, The loss of chegue bock shall be notified promptly to the Bank with whaom the
drawing officer concermnead has a drawing account,

[
£

Al chaaue books shall have writien acrass in words gt right anglesto the ype a
sum little in excess of thal for which they are granted, thus "thus under Taka

eignt hundred only will maan that 1 is tor l2ss than Tk, 800, but not less than Tk
700,

Wotee @ (I}  In drawing or cashing a chague & should ba ramambared that a gomman trom of fraud
congists n alterng the word Gne B0 four by prefiang an i, and, changing fise e’ into 8 %
the ilguraa I:naing gasiny aitered 1o correspond. Thae ward ".wnr.1:,.’. '.r.'r.‘ll:t:'t carelesshy has
alsd spmelimes bean fanged inla 'seventy’. The drawer al a chagque in whch thess
words ooour shauld, tharefors, 58 wiils therm &5 Lo made the ITess impossible

[t The crose antry s ne neceEEsary f 1he amourd In worcs ks ype-pedarsiss by specsl
cnequa writing Maching

(i &l chegues should b= writlen in specal cheque weiting Tk obtesmeble. irom the cantraller of
statiarieny and panling

30 Chegueas drawn in favour of Govemmant Oificer and Depanments in sattiement

of Government dues shall always be crossed “AMC payese only - Not negotiakéa”.

In the absence of a specific request to the confrary from the payee, cheqguas
drawn in favour of corporate or local bodigs, firms private persons ar
Govemmenis (in respect of their parsonal claims) shall always be crossed.
Whare payments ara not madae by means of & erossad cheque, on the epeaciic
reguest by the paysa order cheques only should be ssued Subject to any
nsiructions recered from the payea, a chegue shall be crossed *- & Ca.” with
the addilion of the words “Nole Negotiable” between the crossing. Whers the
payee is Deligved to have a banking account, further precautions shail be
adopten where possible by crossing the cheque spaciaily {instead of by the
gensaral aressing - & Go.") by quoting the name of the bank through which the
payas will raceive payment and by adding the wards “A'C payas gnly-Not
MNegatiabla®,

This rule skall apply to all the cases whera the use of crossed chegquss |13
prascrbed.

31, Ewvery chequs in favour of & Govemment Officer in payment of estahlishment
and contingant bills must be payable by order only.

32, Asa general rule, chegues shall not be issusd tor sum kess than Tx. 10
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Financial Insiructions

34,

34.

34,

48,

37

All corrections and alierations in a chegue shall be attested by the drawing
officer undar his full signature.

Itthe currancy of a chegue should expire owing to its not being presented at the
bank, it may be received back by the drawer who should then destroy it and
I55US & new chegue in ligu thereot,

When it is necessary to cancel a chegue, the cancelment must ba recorded on
the counterfoil and the chegue, if in the drawar's poesession must be
destroyed. It the cheque is not the drawer's possession. the must promptly
address the bank to stop payment and on asceriaining that he paymeant has
been stopped, shall make of the chegue the necessary entry in his accounis.

It a Drawing Cfficar be informed that a chegue drawn by him has bean lost, he
shall address the Bank drawn, forwarding for signature a certificate In the
following from :

‘Cariflad that Cheque No. s2ee dated = for Tk 28 reportad by (the drawing
Officer) to have bean drawn by him on this bank in favour of | has not
been paid, and will not be paid If presantad hereafter”,

Tne Drawing COfficer, on recaipt of the cenifleate duly signed by an officer of the

bank, shall enterin his account the anginal cheque as cancelled, and may issus
ancthar cheque

If a chegue is issusd by the Govemnment in payment of any sum dus by the
Governmant and that chegue is honoured on presentation to the Government's
bankers, payment shall ba deamad (o be mada ¢

(a) If the-cheque iz handed over to 1he payee or his authorsed masssngar, on
the date it is 50 handed over, or

(b} If itis posted to the payee in pursuance of & request for paymant by post,
on the date on which tha cover containing it is put into the post.

MoTes : (1). The Provision of clause (o) above apply motalis mufandis to peymenis made by the

38.

Government by postal Mensy Crdar or by any other recognisad made of remifting moaey
by post,

{2) Cheque marked as not payeble before a paricular date should not be charged to the
actounizs uniill the dete-on which 1hey become payable.

Ali chaques, bills ete., praferable at a Mission for property balng ron-negotiable
instruments, can be endorsed only once in favour of a specific party to whom
the monay |5 10 be paid -

Frovided thal when the endorsement is made on a chaque or & bill In favour of
a banker, a zecond endorsemant can be made by the banker in favour of a
messanger for collection only.
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CHAPTER V

WITHDRAWAL FROM PUBLIC ACCOUNT

Purposes for which money can be drawn :

1.

Subject a5 herzginafler provided Controlling Officer of the Mission may permit
withdrawa! for all ar any of the igilowing purposes :

(4] To pay sums due trom the Government to the Drawing Cificer;

{b} To provide the drawing officer with funds to mest claims likely i be
presanted against the Government in the immediate future by

il  Other Sovernment Servants, or
(] Privets partigs.

(c} To enable the Drawing Officer to supply funds 1o anather Government
Dificer to mest similar cleims; \

id) Te pay direct from the MWission or from the Bank sums due by ths
Gevemment taoa privats party:

(g8} In tha case of a Govemmaent Officer or authority empowarad to make
mvestments of moneys, standing in the public ageount; for the purposs of
such invesimenis.

Uniess expresshy aulnorized by the Additional Accountant General Contralling
Offlcer of the Mission shall not permit withdrawal for any purpose not specified
abowg,

Head of the Missien shall not permit withdrawal for any purpose unless tha
claim for withdrawal complies with the pravisions as 1 the psrson by whom,
and the torm in which, the claim shall be preterred and the chacks 1o which the
claim shall be put by the Mission bafora directing paymant thersof.

A Head of the Mission hes na genaral ElIJ'E'IEII'iT!,-' to make payments on demands
presantad at the Mission; his authority being strictly limited to the making of
payments autharised by or under the Treasury Hules. |f a demand of any Kind is
prasented at & Mission for a paymeant which is not authorised by or under
Treasury Rules, or is not covered by a special order, received from tha
Additional Accountant General, the Head of the Mission shall decline payment
for want of authorty, He has ne authority to act under an order of the
Gavarnment sanctioning & payment unless the order is an express order to him
to makes the payment; and evan such spagial orders should in the absence of
urgency, be seat through the Additional Accountant Genaral

A Head of 3 Missicn shall nat honour & claim which he considers to be

digpuiabls. Ha shall requirg the claimant o refer it o the Additional Accountant
General.

-
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Place of Payment :

.

Except as otherwise provided & payment shall, only e made in te Mission in
which the claim ansas.

Payment to Gazetted Officers :

&.

Weo withdrawal shall be permitted in order to meetl the pay, leave salary or
allowances of a Gazetted Officer, or a reward or honcrarium payable to a
Gazetted Officar, or any pension, unil the Additional Accountant general has
intirmatad to the Mission the rate at which paymant shall be made; provided that
the Government may, for special reasons and with the concurrence of the
Auditor-Gieneral, waive the above provision.

Payment of First Salary :

¥

Mo withdrawal shall be permitted on a claim far the first of any sories of
paymentin & Misslon of pay or Allowances 1o a Government servant ethar than
& person newly appointed to Government service unless the clalm is supportad
by a lzst pay certificate in the form prescribed by the Audier-General. No
withidrawal in respect of pay and allowances of 8 Gavernmen! sarvan! o wham
last pay certificate has been granted, would be allowed by the Mission, unless
the cerificate is first surrendarad.

Accountability :

B.

The Head of the Missian shall be responsibla to the Additional Accountant
Genaral for acceptance of the validity of a claim against which he has permiited
withdrawal, ard for evidence that the payes has actuslly received 1he sum
withdrawn

Tha Head of the Migsion shall ebtain sufficient information as to the nature of
every paymeant he |8 making and shall not accept a claim which doge nol

formally present that information, unlass there are valid reasons which he shall
recard in writing, foromitting to reguire it.

Responsibility for moneys withdrawn :

10

11

If & Head of the Misslon recelivas Intimation from tha Additional Accountant
General that moneys have bean incorectly withdrawn and that 2 certain sum
should be recoverad from a Drawing Officer, he shall effect the recovery withioul
delay and without regard to any correspondence underaken or confemplated
with reference fo the refrenchmant order; and the Drawing Cfficer shall without

delay repay the sum insuch manner as the Additional Accouniant Gensral may
direct.

A Government officer supplied with funds for expenditura shall responsible for
sueh funds untll an account of tham has been randared 10 the satisfaction of the
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e e

Additional Accountant Seneral and of the Audit Officer concem. He shall alzo

be responsible for sesing that payments are made persons enfitled to receive
them.

Presentation of claims :

T&:

Save as hereinafter provided all bills or cheques in payment of claims against
the Government shall be prasented at the Mission duly receipied and stamped
Whare Necessany.

When a person not in the Govemment employment claims payment for work
done, servics rendared, or articles suppliad, such claims shall, uniess there are
express orders of the Government to the contrary be submitted thraugh the
Haad of the Department or other responsible officer under whose Immediate
orders the service was done or the equivalent was given for which payment e
demandad.

Arrear claims ;

14,

Ma claim apainst the Government not preferred within gix monthe of thair
becoming due can be presented without an authority from the Additionai
Accountant Seneral. This rule does not apply to claimes for Tk 5 or less which
ars preferred within ang year of their becoming due, nor does It apply to
paymsnts of claims on account of pensions, nor o peyment of interest on
Govamment securiies or any other class of payment which are govemnesd by
special rules or orders of tha Governmant.

General Instructions regarding the preparation and forrm of bllls :

15,

Tha fellowing Instructions with regard to tha preparation and form of bills shall
b observed :

(a) Printed forms of bills in Englhsh/Bengali shouid be adopted as far as
passible; but whan, from any circumstances 2 bill in any other language is
uravaidable, a bilingual from should be used.

{b). li, in any case, the use of a bill purely in any language othar than
English/Bengall becomes unavoidable, & briet abstract should be endorsad
in EnglishyBangali under the signature of the prafering officer stating the
amount, the name of the payee and the nature of payment.

(e Al bils must be filled In and signed in ink. The ameount of each Bill should,
as far as whole Taka are concernad, be writien in words 8z wall a5 in
figures, The fraction of Taka may, howevar, be written in figures after the
words gtating the number of Taka, but in cases of there being ne fraction of
& Taka the word “only” should be insertad after the number ol whole Taka
and care should be taken o leave no space for interpolation
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()

L&)

4]

{h}

(i)

All corractions and altermations in the total of a bill shouid be attested by
the dated initials of the parson; signing the receipt es many imes as such
corections and alternabions are made, Erasures and over-wrilings in any
bill are abksolutely forbidden and must be avoided; i any correction be
necasgary, tha incorract be negessary, the incorrect entry should be
cancelied neatly in red ink and the correct entry insertad, Each carrection,
or any interpolation deemed necessary should be authenticated by the
Drawing Cificer seiting his dated initials against each.

The full accounts classification must be recorded on sach bill by the
Drawing Officar, tha classification in the budget being faken as & guide.
The classification should also show whether the expenditure is voted or
charged (non-voled) and as far as practicabls s alocation betwesn
dapartments or Govarnments, whera necessary, and whether the
expendiure 5 New or Other than Mew.,

Charges against two or more major heads should net be includad in one
Bilk, but no exceplion to & bill should be taken on this grewnd, unlgss he
itarns required different action in the mission, such &5 entry in diferant
registers. This rule doss not soply to the allowancos of a Government
servant drawn with pay, &5 in such cases the whele of the allowances,
avan If baionging o two oF more major heads of accounis shoukd be drawn
or & single bill,  debitable wholly to the Government.

When oills are presented on account of chargas incurrad undar any spacial
orders, the orders sanclioning the charge should be guoted Coples of
sanctions aoccompany in a bill must be crdinate spacially autharized in this
behaif by the Head of the Office.

Dates of payment should when possible be noted by the payaes in their
acknowledgeamants in sub-vouchars, acquittanca rofls, atc.. If, for any
reason such as lliveracy or the preseniation of receipt in anticipation of
paymant, It iz nol possible for the dates of paymant to be notad by the
payveas, the date of aciual payment should ba noted by the disbursing
afficer on the documents, under his inttials.

When the Drawing Officer reguired payment to be made through soma
ofher parson or ggancy, he must spectfically endorsed, an order or furnish
such authorisation as may be necessary to pay to that specified person or
agency.

Signatura and Countarsignature on bills ;

16:

Unless the Government have expressly authorised it in the case of any
specified office, no payment may be made on a blll or order signed by a clark
instead of by the Head of an office, although in tha abzence of tha iater, the
clerk may be in the habit of signing letters far him fnar may any money be paid
on & Dill or order signed with a stamp. When the signature on a bill |s glves Dy
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17

16.

18.

& mark or seal or thumb imprassion, it shall be aftested by soms known person,
Signature In vemacular characters must elways be transliterated.

The head of an office may authonss any garettad officar serving undsr him to
sign a bill or order for him, communicating the name and the speciman
signature of the officer. This will not, however, relieve the head of the offiger, in

any way, of his responsibility for the ascuracy of the bill or lor the disposal of
the maoney S0 receivad.

Bills reguiring previous countersignature shall not be presented before such
countersignature has been made,

Bills, which under any rule or order require to be pre-audited by the Additicnal
Accountant Genaral before disbursement, shall not ba passed payment except
through the Additional Accountant General,

Duplicates and copies of the bills :

20,

ac

Mo Government ofiicer may issue duplicats or copies of the bills or other
documents for the payment of money which has already been paid, on the
allegstion that the originals have been lost. If any necessity anses for such a
document, 8 certificate may be given that on a specified day certain sum was
naid to a certain person. This prohibition extends only 12 the issus ot duplicates
=n the allegation that the originals heve bsen last and does nat .apply to the
cases i any, in which by any rule or arder duplicales have to be prepared and
ternderad with the originalz,

In casa of a bill passed for but lost before payment the Sovernment officer who
dreaw the original bifl shall ascersin that payment has not been made on |t
befara he jzzues o duplicata thareoi. The duplicate copy i issuad must bear
distinctly on its face the word "Duplicate” written in red ink. A proper record
should ba kept of tha payment, made on duplicate bills and it should be
angsurad that no payment is make if the onginal bill is prasentad.

When any kind of blll is reguired 10 be prepared in duplicate or triplicate, anly
one copy shalt be signed or countersignad In full and 1he other copy or coples
may ba only initialled. The criginal copy shall be sant o the Additional
Accountant General with accounts,

stamps for Receipts |

23,

Recaipts for all sums sxcasding Tk 20 must be stampead undsr Saction 3 read
with item 53, of Schedule-1 of the stamp Act {Act |l of 1893} unless they ara
axampl fram stamp duty

Checks to be applied on claims presented :

24,

The bill, chequa or cther document presented as a claim for money shall be
recalved and examined by the Additional Accountant General and then laid

P o s B Bl e el i heed b bd e
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26

27.

28,

29,

30.
3.

batore the Treasury Officar who i the claim ls admissibla, the autharity good,
the signafure and countar-signature, wheare necessary, genuine and in order
and the receipt a lagal acquittance, will sign the order for payment at the fool of
the bill ste. Careful attention must be given to the instructions contained in
these rules regarding the completlon ot bills, cheques, alc., presented in
support of claims against the Government.

(1 All corrections and alterations in an ordar of paymeant must be attested by
the dated initials of the Treasury Officer.

{iiy Corrections and alterations in an order of peyment given by the Treasury
Oificer must be attested by his full signatura.

Special cara shall be taken that all tills, cheques, etc., pessed for payment at
the Treasury, are paid on the same day and that no payment is made, except
under the writtan pay ordar of the Treasury Officer

i1 When a bill is presantsd by & parson who is not the actual payee or hiz
duly authonsed agent, he may be required to produce a lefter authoriging
him to take the paymeant, Tha signature of tha massanger shall be taken on
thi bill a5 & proof that massanger actually received the monay on behalf of
the payeaa.

[(iiy Incasas in which the endorsement on-a bill is unauthorized, incompleta ar
ctherwise rregular, the Treasury Officer shall refuse payment of the bill
and raturm it ta the person who pressnts it with 8 memorandum explaining
why payment is refuzed,

Special praceutions must be taken by the Treasury Officer as regards all bilis
and decuments showing signs of altemticns and if such documents be
freqguently received from any officer, the attention of the Head of the Cifice shall
be formally drawn 1o the irregularity.

Mo document bearing an erasure can be sccepted and payment on such
dacumants shall be refused and a fresh document called for.

With regard to claims presentad aither on bills or on cheques, the signature of
the Drawing Officer shell be compared carefully with his specimen signature,
before peyment is ordered. In the case of payment o be made on the autharity
of an order purporting 19 have been issued from the office of the Additional
Accountani General, the signature on the order should be verified with the
specimen signature of the signing officer.

The arthmetical computations on the biils shall be checked befora payment.

A register shall be kept showing the names of all gazetted Government Officers
Crrawing thair pay and allowanoes or [eave salary trom the Miszion and as each
pay slip or leave salary certificate is raceivad from the Addiional Accountant
General, the amount of pay and allowances or leave salary which it sanciions
shall be entered agalns! the name of the Government servant concamed. As
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each pay or leave salary bill is presented for payment, reference lo this register
shall be mads to see that the gsanctioned rate 18 nol excesdad

32. The billz for pay and allewances or leave salary of a Gazeited Government
servant wha is about to retire shall be separately submitted o the Additional
Accountant Genarsl for special audit on the date of payment or as soon as tha
intentions of the Government sarvant to reting becomes known 1o the Mission.

33. No correspondence shsll be undertakan for a Govemment servant or a private

individugl making a claim 1o an spacial allowances or concession, but the
person concemed would be requesied to address the Additonal Accountant
General efther direct or throwgh his own official superior as the cass may be.

Payment to persons not in Government employment :

34, (i) When a parson not In Government employ claims payment for wark dons,
services rendered or articles supplied, the claim would be submitted
through the Head of the Department of other responsible officer on his
behsli.

{if} Failing the above, in cases when it may ba necassary to pay the amount of
a il drawn by & parsen ol in the Government Service, and also whar the
authigrity of the Head of the Department or responsible officars is
insutficient, and order from the Additional Accountent General must be
sought by furmishing that officer with any necessary partigulars for
obtaining the sanchon of the Government should such be neadad.

(7} Inany event it a bill be drawn by & person not in Government amployment,
specigl precautions should be taken for satisfying tha idantify of tha
appiicant for paymant.

(v} Inall doubtful cases, erders of the Head of the Missions should be taken by
the Disbursing Officer, wha is expected o assume the responsibility of his
positions and @xerciss g proper amount of care and discratian 0 this
maiter, when the necessity occurs the Haad of the Missian shall
immediately report the fact to the Additional Accountant General.

MoTe @ Paymsent due 1o confractors may, It so desired by them, be made to iheir banke instesd of
direct 12 the contrectors provided that the Departmenl cencemead obtaing :

{a) an aulhcrisation from the contractor [n the foem of & legally valid document sush &5 8

power ol atffomay, or transfar deed, canterring authoriy on the benk 1o recsive payment,
and

{b)  Thecontracters own accepfance of the correciness of the accoun! made oul 8s Deing dus
to him by the Governmant, ar his signature an e Bil or other claim preferrad against the
gavarnmant, balore seilermant of tha ascount or clam by payment o the sald Pask

While the raceipt given by a bank will consfituta a full and sufficient discharge
for the paymert, contractors should whersver possible be induced to prasant
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their bills duly receipted and discharged through their bankers. Mothing herein
contained should operate to create in favour of the bank any right or aguities
ws-a-1is the govemmeant,

Disbursamen! of claims and records of paymenis :

<N

HoTEs @ (1]

26,

(i) Aftera cheque or bil has besn completely entered in ihe accounts, and tha
order to pay signed by the Treasury Olficar, It shall be passed or 10g&ther
with 1he payea’s receipt to the Cashier whan the cashier shall make the
payment-and enter 1 his cash book. The cashier shall punch the stamp,
stamp the document “paid’ and retain it for delivery to the Accounts
Departmant whan the books are compared.

(Il Special precauvtions would be taken to see that the receipt siamps ard =0
detacad that thay cannot ba used again and offer no templation o the
abstraction of the vouchers for the sake of stamps upon them. It must ba
bome in mind that several ¢ases of logs of vouchers have occurred awing
to neglect of this precaution.

Any dadostions rrads By e Treasusy Officer reducing the net ameund elasnad oo 2 B
should be sxgrained na memorenaem b be givien 1o he présantsr,

{2 ‘When e payment is mede oy transier, that =, by eniry of Ine amound (s in e acoounts B
recened under same head of receipt, Ao paymeanl of cesh takes place and the tem
shouid pal find & place in the Treasuer's cash Hoak, nor should the vouchsr be slamasc
“pabd” by him. Whan-the entriss in the eccounts &re compiele sucl a vaucher should be
stampad by the Accountant "paid by transfer

In cases in whicn monegy dus-by the Government is paid postal Money Order ar
by means of bank draft the cost of remittances shall in the absance of any
special rule or order 10 the contrary, be boma by the payes.

YVoucher of payment :

a7,

38,

Sublect as heremafter provided, a government officer entrusted with the
payment aof monay shall obtain far every payment he makes, including
repayment of sums previously lodged with the Govarnment, 8 vousher s&fting
forth full and clear particulars of the cialm and all information necessary for s
proper classification and kentification in the Accounts. Every voucher must
bear, of have attached to it, an acknowledgement of the payment =igned by ths
person by whom, or in whose behalf, the claim is pul forward The
acknowledgament shall be takan at tha tirme of payment.

In all casas n which it s not possible or expedient to support a payment by a
vaucher or by tha payee's recaipl, a cerlificate of payment prepared In
manuscripl, signed by the disbursing officer and countersign by his superior
officar, together with a memorandum explaining the circumstances, should
invarably be placed on record and submitted to the Addilional Accouniant
General, wera necassary. Full particulars of the claims should invariably by ot

forth; and where this necassitates the uze of a regular bill from, the certificais
itzelf may be recorded thereon,
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Motes : (1) Inihe cese of aricles received by valus payabie post, the velus payable cover, lagether

39.

40,

47.

42

with the invsice or bl showing the defails of the iterms paid for, may be accepted &5
youchar, The cisburaing officer should endorsa a nofe on the cover g the eflect that fhe
payment was made thipugh the post Office and this eleo covers charges Ior the money
order GOMMIESIOnN.

[2) A ceified copy |marked duplicat®) or & receipled vouchar may be ratained by ihe
dishursing officer should this ba necessary to complets the record of his office; by the
paver should not be required 1o sign such & copy or give & duplicale cknowiedgamen of
the payment.

The provision regarding the preparation of bill and givng of slamped receipt
shall be caretully observed in regard to claims presented at a3 Depanmeantal
Office of disbursemanl subject to the relaxafion allowsd in the Ministry of
Foreign Affzirs Memo. Mo, Fi (1), 20/35/54 dated 18" June 1358,

Every voucher must bear & pay order signed or mnitialled by the responsible
disbursing cfficer, specifying the amount payable both in words and figures. All
pay orders must be signed by hand In Ink,

Al paid voushers must be stamped “paid” or so cancelled that they the cannot
ba used second me. Stamps affixed to vouchers must also be cancelled so
that they may not be usad again.

Wouchers and scguiltances which are not required to be submitted to the
Additional Accountant Ganaral ghall be filled and retained carafully in tha office
goncernad as importan! documents fill they are destroyed under the order of
competent authority.

All sub-voushars to bills must be cancslisd In such a manner that they cannaot
be subsequently used for presenting fraudulent clsims or other fraudulent
pPUTpOSEs.

Qwvercharges :

44,

Subjact to such specis! orders as the government may issue in &ny individual
case, the responsibility for an overchargs shall rast primarily with the drawer of
a bill. It is anly in the event of culpable negligance on the part of the contrelling
officar or of the Treasury Officer that the question of recovery from either of
them rmay be considered

Audit objections and recoveries :

45,

.

Every govarnment servant must attend prompily to all objections and orders
communicated to him by the Additional Accountant General

Whan Additional Accountant General disaliows a payment as unauthorisad, the
disbursing officar is bound not only to recover the amount disallowed without
listaning to any objsction or protest but to refuse 10 pay it in future till the
Additional Accountant Genaral authorises the paymeant to be resumed that no
warning slip has been received by the Government servant against whom the
ratrenchment has been ordered ar that belng received, it has baen answered,
are facts with which the disbursing officer shall have no concem
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rMotes 1 (1] If a Governmant servant from whom 8 recovery ks-ordered is transferred 10 e |urlsdetian
af another Disbursing CHficer, the order of recowvery should be passed on o tha)
Disbursing Officer without dalay. '

(2 A Disbursing Dffcer must nol when a retrenchment is ordersd, enter indo any
correspandance with eithar the Additiona! Accountant Genaral or the Govemment sansant
concernad Il s R duly simply snd pramptly 1o carry out the orders he has raceived and
leave the person gggreved 1o refers the case to the proper authority,

(3 Repregentetions and orolesis, againsl retrenchment, crdered by the Additonal
Accounlan] General may aol drdinaniy be congidered by the administrative authorilies if
submitiad Iater than thres months after the date of receipt of inf=ration Dy e aggriaved
Gowarmment esrvant, This provigion does negt remove from the Dasbuesing Officar the duty
of enforcing immediately the recovery of a retrenchroent arcder ander thas nide.

47, Hexovaries may not ordinarily ba made at a rate exceeding one-third of pay
unless the Government servant effected has, in reeaiving or drawing ths
excess, acted contrary 1o orders or withouwt due justification.

48, A reglster shall ba maintained at the Mission tor recording all ratranchments
ardered by the Additional Accountant General. Separate columns shall be
provided to show the neame and office of the person from whom the recovery is
to be eftectad, the nalure and amount of ocverpayment, and the method by
which the owerpayment has been adjusted

PERSONAL CLAIMS OF GOVERNMENT SERVANTS

Duse date !
40 Bills for monihly pay and fized allowances i government servants may bres
signed at any time on the last working day of the month by the abaur of which

guch pay and aillowances are eamad and shall be due for paymant the next
Working day

50. In the tollowing cases, separate bills may be pressnted for pay and allowenges
due for part of 8 month and these bills may be paid before the end of the month

1) When & gowvemment sarvant is fransferrsd to ancthar audit circle;
(21 When & govemment servant finally quits the senvices of the government.

51. Nthe first two days of 2 month are publie holidays on which pay and allowances
ara not disbursed at the Treasury, govemment may gt their discration direct the

payment. on the last working day before the holidays : of monthly pay bills other
than those of Gazetted Cfficars.

Governmant may in special ralax any of the conditions spacified above.

Deductions from bills :
52 The duty of noting the proper deduction to be made from pay bills on 2ecount of
Provident Fund, etz., shall devolve on tha drawer of the bill but no discretion is

allowed in carrying ouwt any ordar recaived from the Additonal Accountant
EZeneral to make any particular deduction,
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Reecoveries ordered by Additional Aceountant General :

1
-k

L

Deductions cn accaunt of sums disallowed from pay bills shall be made strictly
in accordance with the instructions issued by the Additional Accountant
Generel, The recovery of a sum disaliowed from a pay bill may be made from
the nexd pay bill and of & sum disallowed from a pay bill may be made from the
next peyment of traveling allowances; but sums disallowed from a travelling
allowance bill must be recovesed in cash or fram the pay bill whan tha

govemmsnt sarvant concerned does not, within a month, present any travalling
allowance bill from which they can be recovered,

First payment of pay and allowances :
54, When & government senvant present his pay bill for the firat time ar whan the
name of & government servant appears for the first ima in an establishmeast bl
the oill shall be suppored by a last pay certificata or if he did nol previously
hold any post under the gavermment or is re-emploved after resignation or
forfeiture of past service, a heath certificate must accompany the Bil in

conformity with, and # 8o required by, any rule or order governing the conditions
of the service o which be belongs

If & penzioner is re-ermmployed, the fact shall be stated in the bill
Payment on quitting of service :
56 The last payment of pay or gllowences snell not be made to, or in respect of a
governmant servant whose pay s drawn on Gazetted govamment servants bill
farm, finally quitting the service of the govermnment by retirament, rasignation,
dismissal. death or otherwise, or placed under suspension, until the dishursing
oificer has satisfied himseli, by reference both (o the Additiona! Accountant
Ganeral and his own records, that thera ara no demands outstanding against
him. In cases of othar govammeant servanis, paymen! may be mads without

reference 1o the Additional Accountant Genaral on the responsibility of the head
ci the office concerned.

Death of payes :

a6.. Pay and sllowanca can be drawn for the day of tha man's death; the hour at

which daath takas place has no effect on the claim.

57. (&) Pay and other allowances claimed on behali of a deceased governmant

servant may be paid without the production of the usual legal authority

(i 1o the extant of Tk, 500 under erdars of the head of the Mission ar

other officer responsible for the payment after such enquiry into the
rights and fitls of the claimants as may ba deemed sufficlent;

e
e

for the excess over Tk, 500 under orders of the government on
exacution of an indamnity bond with such suraties as he may require,
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it he iz satistied of the rght and title of the claimant and considers that
undue dalay and hardship would be caused by insisting on the
production of letters of administration,

() Im any case of doubt payment shall be made only to the person producing
the legal autnority,

FPayment through agenis :

56

(1

(i)

Save as hereinafter provided, pay and allowances may be gaid only upon
the oersonal ciaims of the government servant concearmed and 1o his
personal raceipt and nol otharwise, except under tha spacial authority 0
each casa, of the government or the Auditor-General, The government
servant may be allowad 1o receive payment through a messenger duly
authorsed by him to receive the monsy on his actount, bul there can bs
no endorsement on the bill to pay to any such person; and In such & case,
the govemment accepis no responsibility in respect of monsy, chegue or
draft that may be handed cver to the messenger

la)

(b}

A1 his written request or order, the pay bill of & government servant
wha is permitied > draw hiz bills may be made pavable io some well
known banker or agent, provided that the receipt of the banker or
agent shall not oe accepled as a final guittance unigss the ol itzalf is
culy endaorsed in favaur of the banker or agant by maans of a distinct
pay order, The receipt of the banker or agent alike if it is recorded on
the oill iiself or separately, shafl be stamped, uniess the receipt on the
bill hes already been duly signed and stamped by the Governmant
servant himealf

Fayv and allowances of Government sarvant who is not authorised (o
draw his own Billz may, when he is unable 0 present himsalf in parson
o rac@ive paymant, be paid to a banker or agent duly authorised o
receive the monay and give a legal aquittance provided that the
banker or the agents holds a legally valid power of attorney, the
Government desiring 1o receive payment through a banker or agent
must turnisn the later with a legal aguittance for the monay claimed,
signed by himsalf, which will have to be surrendered 1o the disbursing
officer with letter of authority for the payment to be made or the agent
must make a formal receipt (which nesd not be stemped) to show that
the monsy has actuslly beean receivad by him,

A Govaernment servant or gingle person cannot be canstitytad an
"agent’ for the purposes of this rule, except when he halds a legally
valld powers of ettomey 1o act for the government servant concarmad.
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Leave salary :

o,

& government servant who sings his bill himself, when claiming leave saiary
must eithar appear in person at the place of payment or furmsh a life certificate
signed by a responsible government officer or some othar well-known and
trustworthy parson. If he draws his leave salary through an authorised agent,
the agent mus! furnish the life ceriiicate aforesaid.

Bilis of Garetted Government Servants ;

E0.

51,

[ap]
[

(il The pay and fixed allowances of a gazelted government servant shall ba
caimed on billg in Form T, H. 168-4 Govermnment servant who draws an
additional gilowance for & separate office nesd not present ssparate bill for
it unless it is payable from a source other than the Revenues of the State,

(il Subject a5 hereinafter provided the lorms prescriced above shall be used
for claims relating to leave salary and all occasional payments that are
made on his personal account,

Traveliing bilis of 8 gazetted Governmeant servant shall be drewn i accordance
with the rules under which such allowances may be due, For milsage, halts or
dally alicwance, Forn T. R 20 is prescribed for general use

VWhen & circuilious route is 1aken, the reasons for doing 50 must be stated on
the bill. When a govemment sarvant is entiied to draw actual expencas, such
expences shall, in ihe ebsence of spacial orders to the contrery, be set forth in
datall.

The prowsicns of cleuse (i} of para 80 below apply mutafis mutandis to bill for
fravelling allowance of gazettad govemment servanis.

Alternations of Pay etc. :

4

B5.

Save as provided in para B, no gazaited govarnment sarvant may draw an
increased or 8 changed rate of pay, leave salary, fized sllowances, or any
reward or honorarium, uniess the bill on which he draws it is either pre-audited
oy tne Additional Accountanl General ar is accompanied by a lattar of the
Addifional Accountant General authorising the amount 1o be drawn, These
lettars will be ssued from the Additional Accountant General’s office as soon as
possible; but as delay may ocour i tha changs s madea near the and of a
manth, or If It takes effects from a date which cannot immediately be
ascarained or cannot be fixed by a cerificate or ransfer change appended fo
the bill, Government servants shall, in the case of pay, leave salary oy fixed
allowances aither draw thelr bills for no more than old rates or send their have
not received his letier of authority

Advances to gazetted govemmaent servant on transter or on tour mey be drawn

o tha authority of the sanction ora duly certified copy thereof appended o the
bill, without any previous adthorily from the Additional Accouniant Ganergl
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69.

Mo other personal advarcescan bé paid to a gazetied govemment sarvant
unlass the payment has fird been authonsed by the Additional Accoumtant
Genaral, or the claim has bem pre-auditad by him.

The sanction to personal advarmess, may, i prelerred, e obtainsd in the larm and: counter
signed on the bl 228l befors it ispresented for encashimant.

of Non-gazatied Establishment :

Manthty bills : For purposesof this Chapter paris of an establishment under the
game afficer, which pertan to difierent major heads =hsll be regarded as
distinet estaklishmeant, 2.¢. the information and commarcial Divigions of tha
Mizswon, shall be treated esdistinct and separate from his main establishment,
the pay and allowances § which sre chargeable to the nead "35-Foreign
Afiairs”

The bill presented far paynent for the esmablishment, shall be distriouted into
such Divisions as may kB fixed by the Additional Accountant General in
communicaion with the =ad of the office or establishment concerned

iy Bils for pay, fixed alipvances and leave salaries shell be prepared in Fom
T.R. 22 separately o pemanent and tempeorary establishments and for
those classas of egkblishments for which no establishment returns are
submitted and ssnvict bocks are maintained, the instructions printed on the
fommn being carefully ibsarved, Except as provided In para 71 the namea ol
every substantive apd officiating or temporany incumbent shall be sown
against each posi, ifd against each temporary post shall be noted B2
provided in the sandion thereto. The rate of pay claimed shall always bs
noted and when payis claimead for g portion of month only, the number for
whiich it s claimed shall be stated either sgainst the nams of tha
Sovernmant sarvar it the hody of the bill or in 2 note at foot of the page.

{iiy The various Divisbns comprising the establishment shall be shown
separgtely, the decription of each Division as well as the sanclioned
number of posts induded therein being prominently writtan in rad ink at the
tope.

All fized alivances, Incling parmanent fraveling allowances, corveyance ellowance, howss
aflawance, aks,, shouid Bairawn in the astabashmant pay Dill lesm,

It for any reason, the Eve salary admissible to a governmant servant on lsave
Is not known (as for e@mpls, when the kind of leave t© be granted to him has
not been finally declded by the sanclioning authority) the amount to which he
would have been entiled had he remained on duly, shall be antared In the
migngy column of the lbrm which i nlended to show leave salary, the amaouni

being leff undisburssl and treated as held over pending the fixation of tha
armount of his lsave siary,

The entries In all the Money columns of the bill shall be totalled separataly
undar sach Olvision and the totals written in red ink. The tofals must be
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T,

HoTE -

T4

checked by the drawing officer himseli or by some responsible person other
than the clerk preparing the bill,

() The names of incumbents whose pay 1S less than Taka 50 & month and
who do not substantively hold permanent posts undar tha government may
be omitted from pay bills; as also the namas of all persons in Class [V
sarvice, provided that in all such cases, a certificate in tha foliowing form is
andersed on the bill

"Cartified that zll perzons whose names are cmitted from, but whose
pay has baen drawn in this bill, have actualiy been employed during
the manth, and that full dstails of the names of the persons
concamead and the emoluments drawn for them, working up o the
total included In this bitl have baen duly shown in the office copy.”

(il The cleims of Governmeant servants whose namas are omitted under the
provisions of this rule shall not be lumped togsther and entered as a single
itern in the bilis but bills must show separately the numbear on different
rates. of pay or with different designations.

Whan leave salary based on average pay s drawn in a bill for a government
sarvant, the bill in whick it is first drawn ghall be accompanied by a siatement,
attested by the Drawing Offices, showing the caléulations by which the amount
drawn on account of leave salary has bean deducted. If the calculation is basad
o pay drawn outsida the governmant servants substaniive Division or ofiice, &

reference to the bill in, or the &ffice from which zsuch pay was diawn shali be
girvan-in the statarmant.

ntea Steteament ;

The monthly bill shall be supported by an absentes statement in fom T.H, 23, if
Bny person in the superior service was absent during the month, either on
special duty or suspension or with or withow! |eave other than casual leave or
when a post is laft vacant substantively whather any officiating arrangemants
have or have not been made against it

Whanayer an ghaentee siatemeant accompanlies a bill, cerificate Mo, 2 printed on the bilf fom
should be struck aut

Whenever lpave salary is drawn in respect of a non-gazstied Govemmani
sarvant who has served under another Government or Departmant which is
treated as saparate unit for the purpose of allocation of leave salary, a detailed
statement showing the allocation of such leave salary shall be prepared and

attached to the sbsentse statament of the month In which tha leave salary first
Is drawm.

Inerement Certificate :

8.

To the frst bill in which 3 periodical increment Is drawn for a Government
servant, a certificate in Form T.H. 24 shell be appesndsd.
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T8,

Of the two alternative cerificates printed on Form T.R. 24, the former may be
used in any case in which the increment becomas due to the Govermment
servant concerned for having been incumbent of the post specified for the
prescrioed term counting from tha date of the last increment or of appointment
to the post, sxcluding perod of suspension for misconduct and absence on
extracrdinary leave, ate., and, if he has held the post in the officiating capagity
all other kinds of leave which are shown in the tabular portion of the certificata.

An moraman! so samed may be drawn in the establilshment Dill without further
autnority.

in all ather cases the second allemative form shall ba used and tha cenificate
with the explanatory memarandum showing briefly bt clearly the grounds on
which 1ha increment & clégimed shall be submitted, ebout one month befars

incrament falls dus, to the Additional Accountant General, who will pass and
raturr it after check,

The increment may be drawn only on a certificate passad by the Additional
Accountant Ganaral. Inorement shall be drawn when due in the ordinary
establishment bill but it arrear of increment have occurred when the cartificate

(s returned by the Additional Accountant General they may be drawn on a
saparale bill.

Whan an increment claimed operates o cany & Government servant over.an
efficiency bar, it must be supported by a declaration from the authority
empowsred (o allow the ingrement that it has satisfled iself that the
Govarnment servant cancarned ig fit 1o crogs the bar.

Overtime Allowance ;

Fi:f

Subjzct to any general or special orders issued by the Govemmeant in this
behalf, every bill in which overtime allowances are claimed shall contain a
cerificate of the head of the office fo the following effect :

Cariifiad that-
(&) the men for whom overtime aliowances are claimed in this bill have actually
garned them by working overtime;

(b} the perods for which overtime allowances are claimad in this bill have
been checked with the initial records and found gorrect;

{c] the overtime allowances are claimed at the rete sancticned by the
cornpetant autharity; and

id] tha overtime aliowances have been taken into account in calculating the
income-tax due from the Government sarvants noted in this bill.

Arrear bills :

'3

Arraar of pay, fixed allowsnce or leave salary shall be drawn, not in the ordinany
monthly blll, but in separgte bill, the amount claimed for each month being
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entarad saparately, with guotation of the bill from which the charga was omitted
or withheld, or on which it was refunded by daduction, or of any specal arder of
competent authority granting a new or an increase in pay. A note of the amear
bill shall invariably be made in the office copy of the bill for the pericd to which
the clalm panains, over the dated initial of tha drawer of tha arraar bill In order
to avoid the rizk of the arears being claimed over again.

Travelling Allowance bills of Non-gazetted establishment :

&0,

a1,

82

Bills far rravelling alfowances, other than permanent or fixed allowances, shall
he praparad and presentsd in accordance with the following rutes :

(i The bill shall be prepared In Form T.R. 25, the instructions printed or the
form baing striclly chserved. When a circultous route is taken, tha reason
for doing so must invariably be stated in the bill,

{iiy ‘When actual expanses are drawn on account of camiage of conveyances
details of the convayanss transpartad should be furnished in e T.A. Bill,
For tha purpose of drawing the allowance on account of a family, or tha
higher maundage allcwance, a certificate must be furnished by the
government servant, or the number and reletionship of the mambears of his
farnily for whom the allowances ara claimed. Mo other details on thasa or
other cases need be furnished, but every clzim for the cost of carriage of
parzonal effects, and conveyances should be sdpponed by a certificate
that the actual expenses incurred were not less than the sum claimed

(il Separaia bills shall be submitted for government sarvants of differant
grades under the travelling allowanca rules, it the bills require different
treatment in the office of the Additional Ascountant General

(] All trevsiling allowance bills must bear a certificate of the Drawing Oificer in
the follewing form :

“Cerified that | have satisfied myself that the amounts incuded in tha bill
drawn 1 month; 2 months and 3 montns previous to this dais with the
axception of thoze details below (of which the total amount has been
refundsd by deduction fram this bill) have been disbursed to the
govemment servants named and their recgipts taken in the office copy of
the bill or in a separate acquittance roll”

The bill completed as under the last preceding rule may be cashed at the
treasury on the receipt of the head of office; but no bill requiring previous
countarsignature of a controlling authority shall be presented at the treasury
betfore such countersignature has been obtained.

The travelling ailowancs bills of non-gazetted Government sservants
accompanying an officer on tour shall be presented at convenient interval
during courtarsignature of a controlling authorty shall be presanted at the
treasury the officer's tour or immediately on his retum o the headoguarters and,
in any caca, befora 30" of June.
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When travelling allowance bills are cashed belore countersionature of the
controliing authority, & bill in Form T.R. 25, setting forth the datails af the
gevaral blll drawn on account of the same month (if more than ona), and
axplaining any divergence from the recognized route shall be drawn up by the
head of the office at the end of the month and submitted to the controlling
officer, If any for review and transmission 1o the Additional Acccuntant General
after countersignature under the niles applicabls to contingsnt expenditure, Tha

oill shall be headed "Moot payable a1 the Treasury” and bear a certificate in the
followirg form :

Carified that | am satisfied that the ameounts shown in the bill have
baen disburssd o the Government sgrvants named, and fheirr receipts
teken in the office copy of the bill or in sepamts Acguitance Rolls”

Acquittance Rolls :

Bd.

[i1 The head of an office iz personally responsible for tha amount drawn on @
bill signed by him ar on his bahalf until he has paid t to the parsons entitled
to receive it, an oblained a lagally valid acquittance on the office copy of
the bill. If, in any case, it i3 not found feasible or convenient 1o cbiain the
recaipts of the payees on the cffice copy of the bill, the head of the dffice
may maintain a separate acquittance rell in Form T R, 28.

() I forany reason, payment cannct be mads within the course of the month,
the amount drawn for the peyee shall be refundsd by short drawing in the

next bill, his pay or allowances may be drawn a new under para 78 whan
the occasmon lar making paymeant arnses;

Frovidad that if in the opinion of the head of the office this restriction is liksly to
oparate inconvaniantly, the amount of undisbursed pay or sllowances may, at
his option, be retained far any period nol sxeseding three months, but this
concession shall not ba availed of unless the head of the office is satisfied that
propar arrangements can be made for the safe custody of the sums retained.

(i) Undisbursed pay or allowances may not, under any circumstances, ba
claced in d2posit at g treasury.

NoTes ¢ 1) Acjuiitancs rolis and ollloe copies ol Bela arg Mol raquirad to be esomitted to the Additichal

Accocuntant General bt Being important raconds, they should B2 stamped “paid” and
preservad carslally tor the parod presciibed,

(2} Cash drawn on pay and traveling allowancs bills: of establishman] should not ke mixed
with reguler cash balance of the deparment, If any, 80 long so the drawing officer finds
nimealf .3 pogiion o keep & propsr watch over undigbursed amsunts by a pariodical
examination of dcquitiance rolls and office copies of bills it is not necessany for him 1o keep
& detalled account showing e amounts draw from the treasury from time b2 ime and their

subzequeni deposel. Thare s no objection, hewavar, bo-such an sccount baing maintained
in a s=parake register it Found convenieal,
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CONTINGENT CHARGES

Introductory :

BE

BE.

BT

Tha term “Contingent Charges” or "Contingencies” used in this chapter means
and mncludes all incidental and other expenses which are incurred for the
managemesnt of an olfice asan office for the technical working of a department,
other than those which under prescribed rules of classification of expenditure
fall under some other head of expenditure, &, g., “Works™ and “Stocks", lg,

The rules of procedure prescribed below shall apply primarily o contingencies,
but misegllanecus expenditure which Is not classed as contingencles, s also
subject to these rules, except in so far as it may be govamed by any special
rules or orders,

Tha provisions shall apply primarily to contingent charges of the hieads of office
ate,, who draw monay required by tham to disburse these charges by bills
drawn on the treasury, Contingent charges of other departmants and officers
are glso subject to the rules in this chapter, except in so far as they ars
supplemanted or maodified by departimental regulations.

Classification of Contingznt Charges :

83, Contingent charges incurred on the public service are divided Into the following

classes; the clazsification adopted in each department or office being
determined by orders of competent authority

{a) Cantract Contingencies : Thosa far which & lump sum is placad annually at
the disposal of a disbursing officer for expanditure without furthar sanction
of any kind. They generally consist of charges the annual incidence of
which can ba average with reasonable accuracy.

b} Scele-reguisted Contingencies : To comprise such contingent-chargas as
may pe regulated by scales lald down by compstant authority.

{e) Special Contingencies : To mcolude such contingent charges whether
recurring or non-recurring. as can not be incurred without the previous
sanction of superior authority.

{d} Gau&!ersignnﬂ Contingencies ; To include such contingent chargas as may
require the approval of some cantroliing authority before they can be
sdmitted as legitimate expenditure against the Governmant, such approval
usually taking the form of countersignature after payment on & detailed bill
submitted fo the Additional Accountant General.

fe} Fully vouched contingenciss - To comprise ¢onfingent charges which
require neither special sanclion nor countersignaturs, but may be incurred
by the head of the office on his own authority subject to the necessity of
accounting lor them, These may be passed on fully vouched Dills withou!
coumersignatura.
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The live classes of contingencies sa1 forth above ere nol recessariy mutually esclusive. Thers
ey e cazes in which special contingenciss may be regulated by scales, of & which & bill for
soake regulated confingencias may requing countarsicrmiure. Whan acontingsnt bill falls wilkin

boe ar mare classes, the proced are prescabed lor each aof these classes should, as far as
prsgicle, be applied 1o i,

General Limitations :

g5,

90,

g1.

83

24

All charges actually incurrad must be paid and drawn af once, and under no

circumstances may they be allowed to stand over to be pald from the grant of
anotner year. '

Mo meney shall ba drawn from the treasury unless it is required for immediate
disbursement. It is not permissible to draw money from the treasury in
anticipation of demands or to prevent the lapes of budget grants,

The charges relafing to two or more major heads may not be shown In one
registrar, nor included in ong kill. But expenses which are shared In same fixed
proportion between wo branches of the same offica unless they are reviewed
by differant authorities, may appear in ang bill, in such 2 case tha joint grant

may be entered In ong register only for pumposes of control, the sccount
adjustment baing left to the Additional Accountant Ganeral.

i Seve as hereinafler provided in this ruls. no pay of any kind and no
agaitons to pay may be drawn on bills for contingant expenditurs.

(i} Subject lo any general or spacial orders issued by the Government, the
pey of Class IV servanis, by whatever designation they may be called, wha
heve been, or may be, declared by compatent authority to be ineligible for
pensions and discharge the duties of the classes mentioned balow, may be
treated as contingent expenditura:
i8] Hotweather astablishment.

b} Goolies engaged on manual labour and paid daily or monthly wages,
g} Sweepers,
(d] Otherclasses of Class |V sarvants, g.g. grass-cutters, gardeners, ste.

Contingent charges incurred on account of the wages of coclies engaged on
manugl lsbour and paid &t dafly or monthiy rates shall be supported by a

cerificate signed by the disbursing officer to the effect that coolies wers actually
entartainad and paid.

in the case of all other class IV servants whose pay is drawn on contingent bills,
a certificate in the following from shall be fumished by the disbursing officer -

“Certified that all Class IV servants whosa pay has been charged in this bil

were actually entertained in govermment service during the pariod
concamed.”

Responsibility of Drawing Officer

Db,

Ever government officar shall exerciza the same vigilance in raspect of pelty
contingent expenses as & person of ordinary prudence may be sxpectad o
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axarcize in spending Is own monay. The drawing offlcer is further responsible
for seeing that the rules regarding the prepargtion of bills are observed, that Ths
money s either required for immediate disbursemeant or has already been
dizbursed from the permanent advence, that the expenditure is within the
svailable appropriation and that all steps have been taken with & view 1o
nbtalning an additional appropriation if the original appropriation has either
bean axceeded, or is likely to be excesd and that in the case of coniract

contingencies, the proposed expenditure does not cause any excess over the
contract grant.

Responsibility of Controlling Authority :

86.

The countsrsigning officer shall be rasponsibla for sssing that tha tams of
sxpenditure Included in a contingent bill are of obwious necessity and are at fair
snd reasonable rales; that previous sanction for any item raguirng i, is
gitached; that the requisite vouchers are all received and are in order; that the
calculations are correct and specially that the grants have not been excesdaed
nor ara thay fkely to be axcaeded; and that the Additional-Accountant General
hes been informad either by a nole an tha bills or ctherwise of the reason for
ary excess over the montnly proportion of the appropriation. If eaxpenditiure pe
progressing (oo rapidly, ha shall communicate with the drawing officer and
inzist on its being checked.

Cancellation and Destruction of Sub-vouchars :

2.

The following rulss for the prevention of the fraudulent use of sub-vouchars
shall ba cbsarvad by all drawing and contralling officers in cancelation and
destruction of sub-vouchers ;

() Linless in any case it is distinctly provided athesrwise by any rule or orgar,
no sub-vouchers may be destroyed until after a lapse of three years.

(b} Every sub-voucher which under the provisions of Section IV of Chaptar ¥
of the compilation of Treasury Rules is not forwarded to the Additions!
Accountant General or to a Contradling Officer alongwith the bills but is
recorded in the office to which the expenditure refated, must be duly
cancelled by means of & rubber stamp or by an endorsement inred ink
across the woucher, the cancellation being initialled by the offlcsr
autharised to draw the contingant bill of the office. The cancellation should
be rnade when the confingent bill in which the sub-voucher or sub-
vouchers are included is actually signed. If the amount of a sub-voucher
excesds the permanent advance, the cancslletion should be made
immediately after the paymant is made and entered in the conrfingsnt
regsisr,

{c) Sub-voucher submittad to a controfiing officer, which h& i5 not required to
forward to the Additional Accountant General should be duly cancelled by
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him after check and cancellation should be attested by the controlling
officer at the time of countersignatura of fhe bill

{d) Inall cases in which sub-vouchers are not reguired to be submitted to the
Additional Actountant General, or to the controlling officer, the drawing
officer sheuld cartify in the bill that sub-vouchers other than those attached
to the bill have been so defaced to mutilate that they cannol be used again,
A similar cartificate should be furnished by the controlling authority in
respact of sub-vouchers submitted to him by the drawing officer but which
ha is not requirad to submit to the Additional Accountant General.

t Bub-vouchers which are required to be sent (o the Additional Ascountant Genecal should nol

be cancelled either by he drawing officer or by the cantralling officer, as the duty of cancetling

thase sub-vouchers and keeping then in proper custody 1o preven) their freudulen) use
devohees on the Additonal Accountant Gereral.

RECORD OF CONTINGENT EXPENDITURE

Contlngent Registar -

98,

29,

HoTE ;

1040,

A registar of contingent expenditure shall be kepl In each office, The initials of
the haad of the office or of a gazetied offlcer 12 whem this duty has beesn
detegated by him, shall be entered against the date of payment of each tem.

Tha standard from of the contingent register will be as in Form T.R. 28, The
actual dstails such as the number of columns o be opened, the sub-heads and
datailad heads and such further detailed classifeation as may be required for
the purpose of Controf, may be settled by the Addiional Accountant General
gnd the controlling authority to suit the conditions of each department and
office. As a general rule, the most common sub-heads and detailed hoads may
have separate columne with appropriations noted at the top. The less important
and trivial items may be lumped together in ene column when sach of the
separale items nead not be accountad for or watched separataly

(1) 1t more convenient, a separate ragister may be maktained for sach cless of contimgent
sxpenditurs,

(2} W during the absence of the head of the office and of the gazetied officer 1o wham the cuty

of mamtenance of comingsant register has been deiegaled, the entrisa In the contingent
register have been initialled by & non-gazeiied officer, the registar must be mevigwed and
the entrles te-infializd by the head of the office or such gazstted officer on return 1o duty in

the headgquartera.
To enable the disbursing officer to watch the progress of expenditure under
sach detalled head, as compared with the appropriation for it, a progressive
total of all the columns must be mads monthly Immediately after the manthly
iotal 52 as to includs all payments under each head, as also charges adjusted

by bock transter from the commeancement of the year upto the end of the last
expired month,
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Bill for contingent charges :

101, (a) When it is necessary to draw money for contingent expensas, as for
axample whan the permanent advance heging to run shor, or when &
transfer of charge taken place, and in any case &t the end of aach month, 2
red ink line shall be ruied across the page of the registars, the savera
columng added up and several totals posted in separate bills for each ¢lass
of contingent expenditure. The head of the office or the officer to whom this
duty has bean delegated, shall carefully sorutinise the entries in the
register or the registers with the sub-vouchers, Initial tham if this has not
slready done and sign the Bill which wall then ba dated and numbared and
oresented tor peyment at the treasury.

i) The haads of contingent expenditure may be antered in manuscript in the
bill and the totals posted-against them, provided that in case of expandiiure
requiring axplanation, full detaiiz of charges must be anterad in the hil

except whan thay are glven In the sub-vouchers sant to tha Additiona
Accountant Genaral.

Contract contingancies :

102, In respect of contract contingencies, the bill shall be prasentad in & form similar
to T.R. 30, Sub-vouchers [or mora than Tk, 25; shall be ratalned in the oflica
while tha cthers shall be so defacad that thay cannat be usad again.

Fully vauched contingent charges :

103, Officers whosa contingent bills do not requirg countersignature and who do not
embody in their bills charges of any offiicer dealing separataly with the treasury,

naed not submit monthly biills ; but they should draw money by bills in Form
T.RH. 30, showing full details of charges.

104, Unless in any case the Auditor-General direcis otherwise sub-vouchers or mora
than Tk. 25 shall be submitted to the Addtional Accountant General .

Charges regulated by Scale and Special Contingencies :

105, Charges reguialed by scales and special contingencias which requira the
previous sanction of superior authority bafore they can be incurred, shell be
drawn In Form T.R. 31 with a fully description of the charges and accompaniad
by sub-vouchers of above Tk. 25. In the case of special contingencies, the
orders of the sanchoning authority must b guotad; and when expenditura for
which & lump sum is granted under a single special sanction, is continued over
maore than a month, the second and subsequent months' bills bear a nole of
how much has been sgent up to date under the sanction,

Page 41



Financial Instruetions

COUNTERSIGNED CONTINGENCIES

Abstract Bill ;

106.

107,

Except in the case of contingencies requiring countersignature bafora paymant,
contingant charges falling under this group may be drawn by presentation of
zbstrect bills in Form T.H. 31, subjedt to the presentation of detailed bill to the
controlling officers for countersignature and iransmission to the Additional
Ageourtant General in-accordance with the procedure hereinafter prescribed.

The numbers assigned to the sub-vouchers peraining 10 each entry in the
abstract bill shall be detailed agamst the entry concemned, the amount being
givan anly In those cases where a sub-voucher is for -more than Tk, 25. A
carifficate to the sffect thatl the monthly detailad bill for abstract bills drawn in
the pravious month has been submitted far countersignature o the contralling
officar on such and such date, shall be atiached 1o the first contingent atsiract
bill presented for payman! after the 10" ot each manth. Gn no account may an
absiract bill be cashed after the 10" of each month without this cenificate.

Detailed Bill ;

108,

103

From the month tolals of the contingent register the montily detailed oill, ghall,
i the case of contingent charges countersigned after payment, he prepared in
Form T.R. 32 headed "Not Payeble at the Treasuny”, and showing the monthiy
total of each column with description of each charge requiring explanation: The
numbers assigned to the sub-voushers shall be antered in detail against esch
Mam, &nd the number and date of every abstract contingant bill cashed at tha
treasury, and the sub-vouchers included in each shall be shaown in tha
memorandum at fool. The amount shown in the bill must be agreed with the
tatal of the absiract bills cashed during the month, Difterences, it any, betwesn
the total of & astailed bill and the register must be adequately explained.

The Datziled bill shall be signed by the head of the office and submitted to the
Controlling Officar, or if there be no Contralling Officer, to the Additlonal
Acepuntant Genaral diregt with all sub-vouchers above Tk, 25, his signaturs 10
the certificate endorsed on the bill.

I* irt &ny month, the monthly proportion of the appropriation has been axcesdsd,
a report of the spacial circumstances which rendared the excess necessan)
shall be sent to the countersigning officer with the dafailed bill,

Countersignature :

110,

11

Gn recaipt of the monthly detailed Bill in the office of countersigning officer, it
shell ba reviewad with tha sub-vouchars.

Tha financia! powers of subordinate authorities to sanction contingent
expenditure are regulated generally by the arders embodied in Appendix 8 of
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the Compilation of Ganeral Financial Rules Yol. il and such other genaral
ardsrs 85 may be issued by the Government in this behalf,

Subiects ac aforasaid, tha head of an office may incur or sanction expendiiure
on contingencies within the amount ¢f appropriation placed at his disposal for
ihe purpose, provided that -

In case where any special ruls, restriction, limit or scate has been
preacribed by competent authonty regarding any particular item or class of
contingent expanditure, it should be strictly chsarved.

Contingent expenditura of an uniusual character or mvolving departure from
ary ganeral or special rule or arders made by government should not be
incurred nor should any hability be undertaken in connection therswith,
without the previous sanction of the govemmant,

Far non-countersigned contingencies, the controfiing suthonty should get
seriodical statemeants from each disbursing officer (monthly or &t l2ast
guarterty) of the progressive expenditure compared with the allotmant
under aach itam for which thare I8 a specific approgrigiion or alletment, I
the expenditure is progréssing oo rapidly, he should instruct the disbursing
officer or cuctall it to the necessary axtant. He should also, during his local
inspections, sorutinize the contingent registar of the offices under s
control and satisty himsalf generally thal the charges are necessary and
not excessive, the rates corract, the sanction cbiained adeguaie sic
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CHAPTER VI

POWERS OF SANCTION AND CONTROL OF EXPENDITURE
AGAINST APPROPRIATION

The termn “Subordingle avthority” appearing in this chapter means a Ministry of

the Goveramant ar any authodnty subardinate 1o the Presidant

General Limitations ;

Il is & primary condition for the exercise of all financial powers that Public
revenues ara spent only on legitimate cbject of public expenditure and in
particular 8 subardinate authority may sanction expenditure or advances of
public maney in thosa cases only In which it is authorised to do 3o by :

(I} any cods of financial rules tssued by, or with the approval of the Prasident;

(il any special or Genarsl order of the President or other duly authorised
authanty delagating such powars to it; or

{iii} the rules conlained in the Book of Finencial Powers.

hothing conlained in the aforesaid instruction shall empower any subordinate
suthority to sanctien, without the previous consent of the Ministry of Finance
any expendiiure which involves the introduction of a new principle or practice
likely 1o lzad 10 iNncreasa & expanses.

Sancucn to any given expendiiure becomes operaiive Bs 5oon as funds have
been apprapriated & mest sxpendiiure and doaes not Secome operative until
funds nevs been 50 aporopneied,

Sanction 1o recurning expenditure covering specified term of years bacomes
opamlive whan funds are appropriated to meat the expenditure of the first year
and remains in operalion for sach year of the epecified term subject o
appropriation in such years.

Financlal Powers delagated to Heads of Missions :

4,

With the introduction of the Bevised Sysiem of financial control and budgeiing
vide Minmistry of Finance {Expenditure Contral Wing) Office Memorandum Ma.
MF [EC-l) DP-&/77/55, dated the 10" March 1977, circulated oy the Ministry of
Foreign Affairs, vide their No. Rules-3/8/80 (49), dated the 23" August 1980,
tha financial powears delegated 10 the Heads of Missions ara as below :
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Craation oftemporary poste

Full powsrs in respect of local posts only subject
b fna ollowing condiflicns .

(i1 The post 5 created for & specified parad of
til the erd of thee financial yaar, whichsear iz
gariisr subject to the avsilability of lunds in
thie sanctioned budgst withaut involvimg re-
appropristion from ane primary unil fo the
cehar;

[y expendiure can be mai from within the
pudgast provision far *pay o Oificers” and
“Pey of Establishment” as ithe case may be;

(i} the posl B not cratalad o pedorm any par
of the henetlers of & poat whoss Bamction
has expired gceording o (i) ebove; and

() the instructions issued by tha campeatan
authorlty regasding stalf composifion and
wiork Blandanss are strictly abssroad,

Lbalitfon of posts

Full gevwears n respect of local posts anly.

Az-appropriation of funds

Full powers wilhin 1he M@Esion's sanclioned
budget subject to the condiftans thet no rs-
appropriation may be meds

{1 from one demand to anothes

iMote 1 This restrictions doss not apply 12
transier ol funds 1rom grant for
contingency itsm o other grants)

[il} EMErthe sty of the finansal year ;

(i) mom wmp-aum peavizion 1o expendibars,

tivp for any ifem of axpendituse whish has not
been sanctioned by any sutharity competen
o sancllon it;

[v) doran tem which eniails expenciiure in the
lallawing tinancial year,

[vi) expendiure lor a pusposs which was not
accepiad of was reduced by the Minstry of
Finance which Includes the FADFAAFAS

(v} babtwean provision for expenditure charged
an tha Central Conaolideled fund and other
expenditure;

wiii] Betwean the Hevenue and Capltal portionz
ofa grant

[re) foomeend fothe provision for 3ecret Service
axpandibars,

(%] Frem ortofhe primany enits "Fay of OHiders®
and “Pey of Establishment”; and

pel) in the caes ol sxpenditurs on waorks, thea
conditions lald dawn In paragraphs 31 and
32 ol Appendix 8 to 1he Central Public
Witks Antounts Code shat also apoly.
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Clapcsel of Government
properly :

i Dedaring he prapesdy un-
sErd e indludding., Stores,
apipmant, furmitusa, fumishinga
ard olbar miseallaneoes dems

(i1 Sabe af unzeniceabla Slones
{Powars fo sell surplus or
ursardiceshie stores and
BlockE by awction 8
mertioned in Sarial Mo, (i)
ahove

{il Powerup to Tk, 50,000 In respect of the
rasidence ol officiats subordinate o the
Head of Mission provided a corificale is
issugd by the Heads ol the Mission in
accordance with the procedure irid down by
the Govemmdanl

{iy Full power provided the salz is made by
publit auctizn.

Write off of irecoverable value
of slores or public maney due
1o logses or on account af
Traud, theft ect. as mentlonad
in 1. Ho. 4 (i} and 4 (i} above.

Powar up f0 Th. 10,000 in sach Gse in reapect
of the residence of officials subordndte to Heads
of Mission, subject 1o presorbed conditions,

m

Purchase of vehicles in
replacemant of old ones.

Full powasse

(i It spesific budget provision exisls

(i i the ald &ar i condemned amcording 10 1
prescribed procedurs; and

(i) nospecial ramittance is requined.

Fapalrs of Gouernmant cwned
vechiles

* (Mata @ This does nel cover

splitting up or ateggenng

of b experditure to
keep the expendiune
within The 10,000).

Powers o 10 Tk, 10,000 at any oma Time-to one
ar any number of vahidles used by the Mission
subject to-the conditions that | {g) existing ndes
are ohesrved; (o) 8 quarberly stat=ment on such
tepair enall be sand 1o tha Minlstry of Foraign
Afaire for panssal,

Purchase of petrol and
lubBricants for Government
owned vehicies.

Full pewers subjecis 1o instruchons regarding
sorsumetion of POL, wie,

Fowers of investigation of
arrear claims of Government
serdanls,

Full powers excepl claims over B yEErs and pra-
llbaration claims in respect of officars and
membars of staff ooy

) ) b b et T D e

-

i0.

sanctioning of expenditure
debltable to contingencies
under tha primary unit
“Contingenciss" :

{a) Expandiurg speciically
ghvan fhem-wisa in the
budget in detall

Frul powears.,

ih) Expendiura in casss whirs
ump-aum prevEgion of

allocation of unds exisis and

Indiwicual itema are not
gpecitied In detsil
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i:

(i} Purchass or repaire ta
instrumeanls furnibure and

furnishing, att.

fiil] Hire charmges of affice
turmibure

vl Purchase of veres,
hypeiwriters; dunlizators.

(v} Papchases and regairg al bi-
cyclag

| [} Purchase of pericdicas and

FHSDEDES

iwily - Purchase of books grd
ma0a

[ty Expendilure on carragps of
records

=} Fralght on mowvermsant of
Govamment proparty

irl - Electricity and water charges
and 1axes

@} Postal, telegraphic and
ielaphonic charges other
than thoes for residential
ielephonas

il Benige pastage

{=iii] ol and oold weathar
GhRErges.

(«iw) Chargas lar printing at &
Press aother than the
EFovamment Press.

{uv) Excendiure in emergent
cases on eccound of
Government binding work
cxecutid ncalhy.

(vl Copying and tranglation
chiargas.

{aeil) Law charges

Local purchass of staticneny

Power vp tp Tk, 2,000 af & ime provided e the
Contrabler of Prinfing and Staticonery has cerified
thit tr slationary in guestion cannot be supolisd
from the Govemnment Stores. No such cenificate

will ba naeded for purchases costing less than
Tk, 400

Full powsars for purchasairapains In respecy ol
offlcs and residences of the officials subordinsta
o the Heads ol Missionh subjecls 1o prescribed
conditlons, rules and budgst provisions.

Powars up fo Tk, 1,000 pae Sfnum (G0 eash
olfice growided the furnibure is hired ondy on the
opering of & néw office of an-acoount of
substantizl addiion to the stafl &nd s lor
famporary panad.

Full powers

Full peiers subject to thaobhservance of esstng
procedurs.

Full pantegas

Full powears

Full powers

Fuil powears,

Full powers

Fuk powers.

Full povwets.
Full powers.

Full ‘powars, provided Ihat separals spaciel
appropriation exists under confingencies for tha
purposs.

Full powears.

Full powers,

Full powerz i aceardance with the “Lacal
Remembrancess Manual
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{uviil) Fees to Law Cfficars

%) Appomtment of staff
chargeabie o contingencies
gguivalant to Class IV staff.

[xx} Charges for remittance ol
cay ard allowances of
Estabishrvdnt by manay
ondar othar then lsave salary,

lxxi} Cthariams (ie.)
miscellaneaus sxpandiiure
inluding that on purchess of
BLOrEs.

| xii) Enterfalinmant tor oficlal,
non-official delsgations, local
dignatanss, membars of the
diplomalic conpe and gitts for
special occasions such as
nalcnal day and imporant
festrvals,

Fudl powers in conzultation with the Law Divisk
excent in cazas af arbitration whara the arbifrator
is an officer of the Mission concemed

Full powsrs forlocal posts only.

Fulll pawears.

Full pawsts wp o

(3] Mon-recurrng Th 10,000 and

ih] Recurring items Tk, 2,000 provided it |2
eassatisl for the working of the Misson and
it &5 nat of nowvel charssler

Fowers up 1o Th 500 in each cass but nog
axcseding TH, 3,000 par ansm.

11,

| - and allowances of posts in

Fixafion of scales rates of pay

Bangladesh Missions abroad to
which recruitmant is mada I
Incally.

Futl powers to the Heads of Missions concerned
o senction increase in scalesirates of pay and
allowances corresponding 1o the increasa
allowed by the lecal Govemmeant subject ia
availaiity of budget provizlon,

T2

Power to sanction undartaking
al wark for which a fee is
offered and acceptance of Tee.

Full powars subject to prescribed conditions
provided thal the fee doss not exceed T SO0 (0
each case subjec) to 3 maximum of Te 1,003 n
a yaar i

13.

Rataxation of the preassribed
time limit for submission of
T.A bILL

Sull povwers -

ial Ifno T.A advance was deawn, arvd

ikl When T.A. advdance was drawn T.A
adjustment il should be submitted within
taghee manths of the date of pedesnance of
Jourmay by the Government servant faifing
whih the advance will be recowvered.

14,

NoTE ! This shall not agply in
the case of the Haads of
thez Mizzions).

Aelaxation of the prescribed

times limit where the family af |
a transferred Govt, servant
could not join him within six
monthe die Lo shartage of
accommeodation, education of
children or an meadical or on
compagsionate grounds,

Up 1o 1 years subject o the following conditions
that i} the famiy could not join dus o shorlags
of accommodation, edecation of children or on
medical of on campassionate grounds and (i
Tha T.A, advance if drewn was returnsd within
gix months, “(Male | This shell not apoly in the
tass of Ihe Heade of the Mission)

T

Retaxatlon of the tima limit of
one month in respect of |
member of the family of 5

transterred Governmeant

servant preceeding hilm., |

Full powers, provided the family peformed the
journay efter the transfer orders of 1ha
Giovermnmen! sardant have bean ssuad.

FPage 4%



Financial Instructions

1B, Grand of dally allowance for Full powars,
sompulsory halt due to
dislocation of communications
[sdmintstrative difficulties and
medical grounds ate.)

| 17. Grant of advance to Full powers o grant uwp 10 four advances subject
Government servants feom to the observance ol general conditions
| warieus Provident Funds, prescribed under the rules goveming the grant ol

| SuCh advancs,

18. Fermission 1o poslponsg Powsars to postpone recoverny of ol more fhan
racovery of an sdvance drawn ong advance tor & pericd not sxceading two
from the G.P, Pund for a years, sxeepling the cases of the Heade of the
specified pariod, Mission himseh.

e, Aslaxation of the Eme limit of Full pawets o raize e limd oo to 3 months,

[ cna manth in which purshass
| of convayance should he
_ | completed.
20, | Powers to sanction travelling Ful powars.
H . allowance for GoverfmeEnt
| servants compelisd to answear
| | Chvll or Crlminal charges in
! sonnectian with afficial duties.
| 2% Powers 1o acoept certificate of Full powers.
| fitness signed by medical
| practitioners.
! 22 | Travelling Allswance advance. Full powers az sdmigsibla undar the nidas.

25. | Powers to grani exemption Full powers,
from rule limiting & halt an taur
to ten days,

24, FPermission to incresss the Powere th inereass (ha manthly inglalment up ta

mumber of instalments beyard 4R
24 for the recovery of G.P,
Fund advanca.

HoTES : The termn "Head of Cepament® will apply only to Ambessadors High Commissions and

Dll:l,‘.hl,ll',' H'Il;h Carnmdasions unless oifenyisa F:-I'-::l."llﬂalﬂ in thiase riles

il Heads of Missions whe have been declared as conlweling offiesrs lor purposss of
bravalling allvwances (3.8, 121) will also ba their own controlling officsrs.

(8] Heads of Missions for purpesss of these miles nclided Ambassadors, High
Commissionars, Dapuly High Commi-gionars and Charge-d' Altairs i the absence
of the Heads of the Miseions.

5.

The powers delegated in item Mo. 1 are also subject to the conditions laid down
in para (v} of the Ministry of Finance O.M. Mo, F.3 (9)-EI/85, dated tha 1g"
Movember, 1966. Extract of Para 1V reproduced below :

“{ivy After budget provision for these tlems has besn included in the aforesaid
mannef, na subsequent financial scrutiny will ba earred out by the
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Finansial Instructions

Ministry ol Finance/Financial Adviser congarmed and the Ministries/
Divisions will be competent to issue sanction in respect of temparary post
for which specific budget has been made. The Ministries/Divisions, eic.,
will have ne power to createlcontinue such temparary pests lar which no
spaciiic budgat provision has besn made aven [ they proposed o meet
the expendiure involvad on the craafion/continuation of temporary posts
by vabd approgriation or reappropriation. In all seuch cases a rafarenca to
the Financial Adviser concerned as indicated in Fara 1 (k) ot the Ministry
of Finance O.M. No. F.3 (9}-EI/65, dated 25" July, 1966, may be mads”

The financial powers of the Government which have not been delegated o any
other Ministry, department or authority vest in the Ministry of Finance.

Furchase orders of stores and sicck and a group of works which larm one
project should not ba spiit up so 85 to avoid the nacessigity for obtaining the
sanction of higher authority required with reference to the total amount of the
oiders.

IF any aone em of-scheme ar a8 purchase sanchon of 8 higher suthority, either,
immediately or at 8 later stage it should be seen that sanction of competent
authority is cbiained and tumished o the Additional Accountant Gensral in
support af tha chargas.

Before any expenditure 18 incurred it should be saan that it has baan sancionad
by an authonty competent to sanction 1t and that the sanction accoraan |s
definite and neads no raference sither to the sanctioning authonty el or to
amy highar authority.

Communication of Sanctions :

Firanaial sanctions and orders will ta. communicated 1o the Addittonal
Aocountant Ganeral concamad Inaccofdance with the procedura saf ot balow:

i1y Al inangial sanctions and orders issued by 8 Ministry or Division within its
own financial powsrs as a Ministry or Division of the Governmeant will be
communicated direct to the Additional Accountant Ganeral by the Ministry
oF Divizion concerned. All other arders invelving financial sanction, which
may be issusd by Ministry or Division of the Government, /8., sanclion
beyond their financial powers will be communicated to the Additional
Accountant General through the Ministry of Flnance.

(il Sanchians and orders of any other authority to which the power of sanchion
has been delegated will be communicated te the Additional Accountant
Genearal by that authority,

{ilil If an arder or sanctian has bean issused with the concurrence of the
Auditcr-General, the fact should be mentionad in the endorsement to the
Additioral Accountant General.

(i) In all letters or orders conveying sanclions 1o expenditure appointmant ets.,
must be signed by an authorized Gazetted Officar,
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Mo |

i

13,

Hore: Vapgus swpressions such as “subject 1o cudges prowisien” should be caretully avoided in”

In caszs i which the doguments relating to any sanclion or grder are desmed segre, the

Additienal Accauniant Eenesal will accept a statement of Fact sigred o the Preaident in B of
Nis e docuimsEils

All orgsrs convaying sanction to the grant of additions 10 pay such as spacial
pey and compensatory sllowance, should contain & brief but clear summary of
the reasons for the grant of the additlon =0 as (o anable the Additional
Accountant Ganeral 1o see thal it is correetlly classified ag special pay or
compensatory allowance as the case may be. In cases in which &n cfficial
racord in an open letter is considered undesirabla, the reasons for the grant of
such additions o pay should be communicated confidenbially-to the Additional
Accountant General. A similar procedure should also be followed in 2l other

cages n which the rules require that reasons for tha grant of special
concessions or allowance should be recorded,

In all applications for sanction to expendilure it should be distinctly stated
whether provision for the proposed charge has or has not been made in the

budpet estimaies of the year. and if it has not been meds, whether the funds
can be found by valid reaprropriation.

Authorities which sanction new expenditure after funds have besn
communicated, should ba careful to indicaie the source of appropriztion.

Wherg o is desired to sanchon expenditure before funds have been
carnmunicated, as may be nacessary in order to gvoid delay in starfing work at
the beginning of & new financial year or to prevent duplication of orders, the
suthority which does so should be careful to'add words “subject 1o funds baing
comrmurnicated in the budpet of the year®,

convaying sanclions 1o sapendibune.

Date of effect of sanction

T4,

Uniegs othernwise Indicated specifically in the order conveying the sanction a

sanction issued by a competent authadty hae effect from the date of orders
conveying the sanction.

=

in all casas these orders ate subject 1o the general order contalned Para 3 of
the Book of Financlal Powers régarding appropfiation of funds ang 1o any

special provisions as to the date of effect in the rules, orders or sanctions
themselves,

Note : Orders senctioning the creation of termporery posts should, in addition 1o the sanctioned

duraticn ol tha post, invariably specify the dete from which it is to nin whether |t be the data of
sntestainrment or alhemiss,

Hetrospective Sanction :

—=
Lin

All authorities which are competent to sanction revision of pay or the grant of
concession to Govamment sarvants should bear in mind that retrospeciive
eftact should not be given to finzncial sanctions except In sxcaptional
eircumstancas without the special approvat of Government.
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in the absence of special reasons to the contrary, concessions regarding rates
of pay for any class of Govammaeant servants should take eflect as from the first
ot Juns and not from seme date in the middie of a tinancial year.

Lapse of Sanction ;

16

A sanction for any fresh charge which has not been acted on for a year must be
hetd to have lapsed unless It s specifically renewed.

MoTe @ This order dogs nol apply 10 & tase wherns an allowance sanctioned for 2 post or 2 olzss o

Government sarvant has not bean dravwn by & parficular incumbent or incumbents no: dose i

apply o additions made gradually from year bo year fo a permanent establishment under &
genaral schame which has bean sanctioned by compaient authorty.

Control of Expenditure :

1

18

The authonty administering-a grant is ultimately responsible for watching the
progress of expenditure on puthic services under i3 control and for keaping ths
expendiiire within the graml. In order that the contrel of department ovar such
expandiure may be affactive and real and that the controlling officer, should bs
in & position fram month o month to asfimate tha likelihood of savings in &ng
Bxcesses over grant and appropriations, the procedure laid down in the
following rules should be obsarved by all dapartments and controlling and

disburaing officers subordinate fo them except where tha Ministry of Finance
has agreed in writing 1o some other procedurs.

{iy

(i

The hesd of each depermani will be responsible for cantroliing
expenditure from the grant or grents at hia disposal, and will exercize his

contrel thraugh the controliing officers, I any and thedisbursing officers
zubordinate 1o him

Control over expenditure muzt be exergised with reference (o the grant 85
i stands from time 1& time. L5 the duty of the head of the department to
distribute the grant a5 voted by the Lagisiature, or, in the case of non-voied
appropriation, as sanctioned by the President, among the various
cantrolling and disbursing officers subordinate to him, so far as this has not
been dons by the Ministry of Finance. In so doing he must tske into
account lump sum cits mads by the sanctioning authority, He must
simitarly distribute any incraase or reductions subsequently made in the
grant or in any part of it by the competent authorty, whether the alteration
s due to a supplamentary grant, o & lump reduction or to & re-
appropnation. When making his distributions, he must invariably
sommunicate to the officer concerned the complete accounts classification
of each item distributed, including the major, minor and detailed Heads of
acoount and the primary unit. such distribution is howeavar, not 2szential in
the case of provision for pay of officers and of establishmants. In making a

distribution itis elways open fo the head of & department to keep a porion
ol the grant as an undistributed reserve in his own hands.
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{ii) The following procedure must be followad by every disbursing officer In

i)

submitting claime for money :

(@) He must attach to each bill & slip in Form GLE.R. 3 and note thereon
the voucher numier &nd the date assignad to the bill,

{b) He must enter on each bill the complate accounts classification of the
proposad sxpenditurs from major head down o detalled head of
aceount and state whether the charge is voted or non-voted. Whan g
single bill includes charges falling under twa or mere detailed heads,
the charges must be distributed accurately over the raspactive heads.

{c) Except in the case of bills tor the pay of officars or of establishments
and for allowances drawn with pay, he must entar on each bil and on
gach glp in form &.F.A. 3 the progressive tolal of expenditure up-1o-
date under the sub-head or subd-heads to which the bill rslatss,
including the amaount of tha bill on which the entry 15 made.

In ardsr o enable all concernad o watch expandilure against thess
portions to grant which are peculiarly liabla 1o fluctuations the lollowing
procedure must o followad In réspect of all bills other than those for pay of
afficers or of establishments and ior ailowances drawn with pay ©

{a) Ewery disbursing officer and in respect of hiz own expanditure from
portions of the grant retained in his own hands, and avery coatraliing
officer and head of departmeant must maintain a saparate registar In
From G.F.R. & for such miner or sub-head of account with which hs is
concarmed. In this must be enlared fhe necessary particulars of the
chargss drawn on each blll under the approprlate primary unlt and
detailed -head

thy  Onthe third day of esch month a copy of the entries in this register, so
far as these record sums actually drawn during the preceding month,
rrust be sant in full details by the oificer maintaining it to the head of
the department or othar Controliing Officar. Ag certain of the entries In
each maonth will reprasant bills which wears not actually cashed betare
the end of that month, the copy sant will Include a flew entries of 2
previous month and exciuda a faw mada in the manth for which the
return ie submitted, With the copy must be forwarded sl the slips in
Form G.F.E. 3 which relate to tha bills entered in it. If thare e no
entriaz in the register in any month, a nil stalement must invanably ba
SEent.

(o] In orger to watch the raceipt of the returns prescrbed in the faragoing
sub-clause the controlling officer must maintain a broadshaet in form
G. F.R. 5§ in whicha sanal number will ba allotted to each indhadual
disbursing officer. This broadshest must be careruni watchad and
reminders sent it 8y returns are not recelved by the 7" of the manth,
since the accuracy of the controlling officers accounts will depend
upon the receipt of complste returns. The Serial No. gliotted o each
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(di

(&)

g

disbursing officer must be communicated to the Additional Accountant
General,

Cn recaipt of the returns from disbursing officers, the Controlling
Officer must carafully exemine them and must satisfy himself |

(1) that progressive expenditure has been properly noted on the slips
and the available balznces worked out:

(2] that the accounts classification has been properiy giver:
(3) that expanditure up-to-date is within the grant;
(4) that the retumns have been signed by the disbursing officers; and

{5) that all relevant slips in Form @.F.R, 3 heve bean attached. If he
finds defects in any of these respacts, he must take immediate
steps 1o ractfy them.

When all disbursing officer's returns for a particular month have been
received and found to ba in order the Contraliing Officer must prepare
a statement in Fom G.F.R. & in which he will incorparate

{1) the totals of the figures supplied by disbursing officers:
2] the totals taken from his own registers in Form G.F.B, 4: and

(3) the totale of adjustments under the various detailed Reads which
will ba communicated to him by the Additional Accountant
GGenaral on account or rensfer entries and expenditure debied 19
the grant through accounts curent. If the Contreliing Officer te
not the head of the department he must forward o the |ater
suthority 8 copy of this statement supporting it by the slips in
From G.F.A.3 and the copigs of Form G.F.B. 4 submitied by
disbursing officer concerned.

On the receipt of all the nacessary returnz, the head of the deparimant
must prepara an account in Form G.F.R. 7 showing the compiete
expenditure from the grant at his disposal up to the and of the
preceding menth. The figures of expenditure upon pay of officers and
establishment and upon allowances drawn with pay will be
communicated to him by the Additiona!l Accountant Gensral,

In August of each year, the head of the deparment must forweard 1o
the Additicnal Accountant General & copy of his account for July in
Ferm G.F.R. 7. In subsequent months, it will suifice to serd an
abstract of the expenditure up-to-date under the various heads of
disbrurgements in threa columna showing -

(1} Expenditure up io the end of the preceding month;
(2} expendiiure during the month just concluded: and
(3} total expenditure up-to-date being the total of (1) and (2).
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The subsidiary recards in From G.F.R. 4 and & will be retained by the head of
the department in his own officar unless in any case the Additional Accountan
General reguires that the whole or any part of them should be sent 1o him with
tha siatement.

(n) Tha head of the department and the Additional Accountant General
will be jointly responsible for the reconciliation of the figures given in
the accounts maintained by the head of the department with those thal
appaar in the Additional Accountant General's books. Unless in any
casa fhere are special rules or orders 10 the conteary, the
reconciliation should be made monthly the initial responsibility resting
with the Additicnal Accountant Genaral. The reconciligtion need nol be
very close; its extent should be determined by the following
considerations :

ik

(i}

Ly

(v}

that the eccount figures finally publishad will ba those maintained
by the Additional Accountant General; and

that the main object of tha reconciliation is to ensurg that the
departmental Accounls are sufficiently accurate to render
possible and efficient dapartmenial control of expendiiure;

Expenditure on tha pay of officers and establishment is not as a
niie, liable to viclent fluctustions. Mareover, the provision for such
axpanditure is frequently not distributed amongst disbursing
officers. It 13, therefore, necessary fo wetch such expenditure
through the farms and registers préscribead abava. Tha figures aof
such axpanditure will ba communicated moathly by the Additicnal
Accountant Genaral to the head of the department, who mus!
enter them in his account from G.F.R. 7 and which the progress
of expenditure against the grant;

The head of the department and his Contralling OHicers must
further take steps to maintain & careful watch aver expendiiure
incurrad fraom time to time on important non-recurring objects,
=uch as grants and contributions and purchasa of uniforms. It &
necessary to deal with such items separately from the accournts of
ordinary manthly sxpendifura since they occur once of twice only
in the courss of a yvear. The head of the department or confrolling
Officer must decide for himself what method of walching
expenditure he will adopl. In some cases he may prefar to kesp
the entira grant under his own contral and to order disbursing
officars wha wish (o spend monay against it to apply ta him for a
special allotmant. In othar cases, ha may prefer 1o distributa the
grant and to order his disbursing officers o report expenditure
against it as soon as they incur such sxpenditure separately from
the ordinary manthly accounts, Whatever mathod he adopts, it is
essanhal thai he should kesp himself informad, not only of actual
expenditure against such grants, but glso of lisbiltiss which have
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18.

20.

oeen incurred and must ultimately be mest from tham. Without

such infarmation, ne adequate control over expenditure can be
sxerdised; and

(v} Under the procedure prescribed In thesae rtules, a head of
department, or Controlling Officer should ba in a position from
manth o month to estimale the likelihood of savings or axcasses
and to regularise them in accordence with the instructions lzid
down in paragraph 24 et seq. The processes involved shouid
raceive the personal attention of the heads of department and
Contralling Officerz and must on the account be left to be
conducted entirely by subordinates,

The Additional Accountani General will warn the Missions concerned
immediately on the first appearance of any excessiva proportionats outlay
under any grant or undar any primary unit of appropration. |t must be clearly
understood, however, that the authority administering a grant and rat the

Additional Accountant General Is ultimately responsible for the contral of
expanditure against the grant.

A controlling or disbursing offieer may find in the course of the year that ths
axpanditure under some sub-head Is likely to be less than the provision in the
budget. The saving may be due to ane or more of the following causes -
{i]  actual pestponement of expenditure;
Wiy resl savings dus fo econarmy; and
(i) mormal savings dus either :
(&) tooriginal over estimating; or

(k) tothe usual administrative causes, 2.5., causzalities, ste.

Savings due 1o causs (1) should no circumstances be used for reappropriation
to mest new items of expenditure without the sanction of the Govamment,
Unless savings dus o cause Mo. (If) have baen made delibarately to provide for
an unforessen emsrgency, they should not ordingrily be utilized in the course of
the year for new ilems of expenditure; &s It is desirable that all such new items
should be considerad together at the time of preparation of the budgst.

sSurrender of anticipated savings ;

21.

All anticipated savings shauld be surendered to Government immesdiatsly thesy
are foreseen without walting 1ill the end of the year, unless they ara ragquired to
mesat eXcesses under somea other unit or units {ses parsgraph 29 which ara

definitely forazes at the time. No saving should be held in reserve for possible
future excesses.

itis contrary (o the interast of tha State that maonsy shouid be spent hastily o m
an lil-considered manner merely because it is available or that the lapsa of 2
grant could be avoided. In the public interast, grants that cannot ba prafitable
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23.

24.

utilized should be surrenderad. The existance of likely savings should not be
saized as en opportunity for introducing fresh items of expanditura which might
weait till naxt year. A rush ot expenditura particulady in the closing months of the
financial year will ordinarnily be regarded as & breach of financial regularity,

Expenditure for which no provision has basn mada in the criginal budgeat
estimate of the current financial year shouid realy if ever be incurred.

It may, howsver, be found thal an excess iz likaly owing 12 either (1) an
unforesean emergency or (2) undar estimating or insufficlent allowance for
tactors leading to the growth of expenditure. In the case of an excess ot eithar

type tha head of the department or controlling officer or conserned should
procead as iollows :

(1 He should In the firsl place examine the ellotments glven o other
dizsbursing officers undar the same detailed head ingide the unit of
approprigfion and transfer to the disbursing officer who reguires and
additional allotment such sums as can be permanenily of lemporarily
spared, Bince appropriation audit will ordinarily be conducted against iotal
aliatments, for 2 wnit;, there s no gquestion of re-sppropriation in the
1echnical sanse of tha ward. The process amounts {0 nathing more than
redistibutian which the controlling officers can grdinarily effect without
retersnca o any other authanty,

(i Should ha find such rediatribubon impossible he should examine the
allotmentz againgt other detziled heads inside the primary uniis of
appropnation, with the cbiect of discovering probable savings and affecting
a transfer, Whare such redistribution I= feasible, he sheuid, T ha has bean
invested with the necessary powers carry it out. Otherwisg, he should
obtain the sanction of the competent authority.

i 1 provision of funds from within @18 prmany unit proves 10 be impossible,
an examination of the whole grant should be undertaken o seen whathar
thare ara likely to be savings under any of the other units of appropriation
dua to case (i) described in paragraph 20 which can be utilised to mast it.
f 50, he should proceed a8 indicated in clausa (i) abovs,

(] It such savings ara not available, it should be sean whathar special
sconomies can he eftectad undar other heads. If funds cannot be provided
by eitber of these methods, it will have to be considered whether the
excess should be met by postponement of expenditure or whether an
application to mast the sxpenditurs fram “Contingency flem" should be
madse. In aither case application wilt have to be made o the Ministry of
Finance through the administrative Department concemad and the caursa
recommended by the letter stated. Mommally, an application for an allotment
from “Contingent ltzm" will not be entertained by Government, unless the
enticipated excess is dug to 8 cause bevond the contral of the authority
concerned and funds cannot be found by an legitimate postiponement of
expenditure for which provigion already axists. All sich applications should
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e accompanied by full explanation of the reason for the excess and of the
impassibility of praviding funds to meat it

Re-appropriation of Funds ;

25

MHaTe

26

He-appropriation which implies the tranater of funds from one primary unit of
appropriation to anothar, such unit within a grant, can be sanctionad undar
tormal orders of @ compelant authority, only when |t is known or anticipated that
the appropriation ior the unit 1rom which funds are to be diverted will not be
utilised in full, or that savings can be effected in the agpropration for that unif In
the mannar indicated in paragraph 20. In no casae it I8 parmissible to re-
appropriate from a cnit when savings betome available under other units later
in the year. Any allotment or re-appropration within-a grant or appropriabon
may be authgrised at any time before bul not after the expiry of the financia
wear o which such grant or eppropriabion relaies,
The powers reagppropriation coofered upon subardinale sutorities. (vide schaduls 111 1o the
book of financial power are aise subjgct to the condklions specitied @ paragraphs & and § of
thezi book, 3nd such othar gannral or speciic resfdaions as riay be imposed i::,r SFovammeany in
tis behal
An apphcation for additional appropriation of funds should ordinarily ba
supported by & statement In Form G.F.R. 8 or other special from as may be
authorised by departmantal regulation showing how the excess is propased 1o
be met. In 2l orders sanctioning re-appropriation the reasons for saving and
excass of Tk 1000 or over and the primary units (and secondary units, whzre
necassary), affected should be invariably stated. The authority sanciicning the
apprognation should endores a copy of the ordars to be Addiional Adoounient

Eanernal,

Contingent ltem :

27.

In ordar, therafore, to ensure that the funds provided in the Contingancy ltem
are utilised for sppropriate purposes and in the spirit snvisaged in ths
Constitution, Ministries'Divisions should in future kindly suppart their request for
additional funds ocut of the Contingency ltem, only {o mest unexpectad
expendilure, in a self-coniained summary. The summary should provide
information in clear terms on the fallowing points |

{1} Total expenditure involvad in thé proposal in the current year, and the
fallowing yaars, both recurring and non-recumng.

[2) Classification of the expenditure whethar it is *"New Expenditure® or "Other
than new Expenditura”.

(3) An analysis of the budget grant to which the axpenditure is debilabls :
(&) Amount provided sub-headwise;
(b} Particulars of expenditure already incurred under each sub-nead; gnd
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&8

(¢} Fartlculars of commitments (including sanctions already (ssued) and

plan of expenditure under each sub-head for the remeining part of the
financial vear.

(4} Detailed Justification of the proposal and reasons why provisions was not
made in the budget

151 The reasons why some of the contemplaiad axpenditure at 3 (&) above
cannot be droppedicurtailed fo accommodate the present proposal.

(6] Tha reasons why the proposed axpenditure cannet be postoonad to a
subseguent year,

In view ot the importance attached 1o the ulllisation of funds out of Contingency
Itern, the proposals involving allocation of funds from the Contingency Nam will
be consigered in this Ministry at the level of the Finance Minister. it is requested
that the proposals emanating from the Ministries’ Divisions may also be

approved by the Minister concarned prior 1o tranemigsion to the Ministry of
Finance

Appropriation Accounts !

28

The Apprapriation accounts manly depend on explanation furnishad by heads
of Mizgion, etc., to the Additional Accountant General as 1o the cause of
variations batween the appropriaticns and the sxpendniurne. It s most imporrian,
theraiora, ihat all reference from the Additional Accouniant Genegral in
connection with the Appropriabon accounte should be deall wWith as promptiy az
passible: The axplanation fumished of varlations 10 exercisa adequats finanscial
contral over axpanditure should be concise, accurata and iully Informative and
such waguely worded phrases as "due to over estimating™ "Covered by
reappropration” of “respproprigtions propossd unnecessary or inadequats”
shouldbe avoided. The question in which the Public Accounts Commities are
ordingrily interested are (1) whether the variations was |navitable, and (i)
whather it could not have been foresean. If tha explanations indicate, with
sufficient clearness the answer to both of these questons the numbear of points
on which additional information may ba required would be very matanally
reduced. The same principle applied also to the cases of financial irregularities
proposed for inclusion in the Appropriation Accourts or the Report thereon
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CHAPTER VII
LOANS AND ADVANCES TO GOVERNMENT SERVANTS

Introductory :

1.

[

Loans and advances made by Governmenl to its employees fall under the
foliowing main heads :

Loans and advances bearing interest : (a) Advances to Government
gervanis for building housas and for purchase of conveyances, slc.

interest-free advances : (b} Advances repayvable comprising mostly
miscellaneous advances to Government sarvants for various public
Durposas.

The instructions contained in this chapter should be chserved ganarally by al

the Mizgions in making loans and advances of public money, unlgss there be
any special rule or order,

The advances raferred 1o above ara not ordinarily admissible to Government
servants who are not in permanant Governmeni emplcy, As the pay of such
parsons doas not constitute adequate security for loan, advancas should nol
ardinarly be granted to them: In special cases, howsver, T the circumstances
admit of the provigicn of sdequate security, advences may be grantad ir
accordance with the terms of these rules to officiating or femparary Governmeant

sarvants without substantive appointment under genaral or special sanction of
the Ministry of Financea. '

it iz not permissible to sanction & logn or advence to & Government servant
which involves a breach of any of the basic principlas of financial propristy. In
any case in which & cash grant would bs within the powers of sanction of a
particular authority, the grant of an advance not axcesding the cash grant will
not require the sanction of & higher authority.

Simpla intersst at the rate fixed by Government for the purpose should be
charged on advancesz granted to Government servants far the purchase of
conveyance other than by-cycle. The interest should be calculated on balances
gutstanding on the [ast day of each month,

MoTES 3 (1] IR cages, wihire HEEY bills lar a manth are disbursed belare the end of the mandh, 2n

instalment in rmpaymest of an-advance meceived nrough the gay Bill will be faken as
having been refunded on the first of the following month, the normal date for the
disbursemant of pay.

(2 Inoany pardicuiar case any gdvancs |z drawn in mars than one instalement the rate ol
ineraet recoverable should be delarmined with reference 1o the date an which the first

instalment i drawre.
All agdvances are subject to adjustmant by the Govemment sarvanis receiving
them in accordance with the rules spplicable to each case. Whan an advancs is
adjustable by recovery, the amount to ba recoversd monthly should not be
affected by the fact of the borrowing Government servant going on leave of any
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kind with leave salary or his drawing subsistanca grant. The sanctioning
authority may in exceptional cases ordar a reduction in the amount of monthly
mstalmen! provided thal in the case of intarest bearng advances to

Government servants the whole amount due should be complelaly recoverad
within the pancd originally fixed.

A bill an which & loan or advance Is drawn mugt quate the authority sanctioning
such a loan or advance. Subjact to the provisions of Section Il of Part X of the
compilation of the Treasury Aues Vol1, a Treasury Officer may authonse
payment of any loan or advance only it the bill has bzen signed or
countarsignad Gy the authority competent 1o sanotion such [oan or advance, or
it the sanclion has bean specially communicated to him, In the case of oans
and advances reguiring sanction of the Government, no part of such a loan or
gdvance can ba disbursad by the Additional Accountant General.

Interest-bearing advances - House Building Advance

8,

The conceesion of granting house building advance to the Bangigdesh based
officials sarving in Bangladesh Mission abroad are regulated according to the
rdles in G.F.R, Vol 1, Le., advancs is payabla in Bangladesn Currency to

construct & houss in & ptace where official is likely to be posted on trensier from
ghroad

Advances for the purchase of Conveyance - General Restrictions :

|

Govammen! servants may be granted advances undar the provisions of Rules
256 to 263 of the Compilation of General Financial Rules Vol, 1 to0 purchass

conveyances when it is in the intzrest of the Publle Service that they should use
CC‘I"‘.'-'EI}'EI.I‘rCE-E.

Tha powars of competent authority under rule in para 256 to 263 /bid may be
axefcisad by heads of departiments in the case of officers serving undar them

Advances fer the purchases of bi-oyele may nol be granted 1o the personal
s2ring in Bangladesh Mission abroad.

Interest-Free Advances - Advances to Government Servants on transfer, tour,

etec. |

12.

Advances on Transfer : Advance of travelling aflowance to which he may be
eniitled ynder the rules in conseguence of the transter. Such advancas may be
sanctioned by the haad of the office or by any other subordinate officer to whom

tne powers may be delegated kesping in wiew the minimum requirsments 5o as
t2 avoid excess payment of T.A. advance in Foreign Exchange,

The advance should be recorded an the Governmen! Servanf's [gst pay
cariflcats

The advance of travalling allowance should ba recovared in tull on submission
of the Government servants travelling allowance bill. Mo advance of pay Is

B ey
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admissible on transter of an offigial from a Mission to Bangladesh, Advance of

pay

is pdmissible to all offictals on transfer from Bangladesh to Mission and

from one Mission (o anather recoverabla in three aqual instalments al source.
MoTEZ: (1]

42

(3}

(4)

-

Authorities competant 1o sanciion advances under this nulie may sanclion such advancss
far themesives alsn

An advarce undsr this rule is slso admissiblz 0 3 Governmant secvant who recsives
arders of transfer during leave.

This rule does nal preciude the grant of sesend advance to-a Governmant sacvank 1o
cover the traveling expenses of any mamber of ks family whe follows him within- six
months from the daie of his fransfer and in respect of whom an advance of treveiling
allowenoe nas not alr‘uﬂ:,-' (T

When a single lump sum advanss s drewn 10 cover the avalling espenses bath ol the
Govermnment servan] Bimsell and of his family, i may be adjusted by the submission of
meare than ang bill H it z0 happens thet the members of the Governmanis servant’s family
do ot actually meke of complate the joumey with him, In such & case the Government
sarvani should cemlfy on each adjustment bill sebmitted by him that a furdher Glll in
raspact ol fravalling Allvwancs ol the maembars of R famil o ba specilisdl wia havs
not wet complsted the joumay will b2 somitted It dua course snd is expactad to inchuds
an arsount not (255 than the halance of the advance telf unadjusted in this Bl

The adwvance of pay under this nide may be allowed fo be drawn at the new sfation =oon
attar the arrival of the Govemment servant thams was production of the st pay cedificals
showing that no asvancs waes deawn at the old skation.

The amcaent of the advancs to b recoversd menthly should be fized in whaols Taka, ths
balance being recaversd in the 1281 instance

Advances for jeurneys on Tour ;

T4

MOTE

MoTEs ; (1)

Advances may be made undar the nlles specified balow :

i

To a Govamment sarvant, other than an inspagting officer far himsalt or an
Assistant or Deputy, procesding on tour, up to an amount sufficlant to
cover for-a montt of his contingent charges, such as thoss for the hire o
Conveyances or animals for the carrzge of records, tents or ofher
Government property subjest 1o adustment upon the Governmen!
servant's retum to headquarters or on 30" June whichever is sarfier,

Actvances undsr this sub-glasss may be grented oy hesde of aifices bt they should not be

applied to the expenditure of &ny Gazeitad Savemment Servan! which i3 meant o be oovaiad

by
(i)

(iif}

his travefing allowance

To non-gazetted Government sarvants or Clags |V servants sccompanying
officers on tour or proceeding on inspection or other special werk by the
head of their otice, of an amount sufficient to cover their personal travetling
axpenses for a month subject to adjustment on raturn fo headquarters or
on 30" Jung whichever s earlier.

To Gazefted Government servants when proceeding on long and
expensive ours of an amount sufficient to cover thelr personal travaliing
expensas for a month =2ubject to adjusiment on complebon of thelr tours or
an 30" Jung whichever is sarlier. Such advances are not be granted as a
maiter of course but only on occasions when the cost of travelling is so
haavy as to be & serious tax on a Govemnment servants private ressdrces.

Advances undar thees sub-clausss may be granted by haads of degartment wino mey
exerciEs the power for sanclioning edvance tar themsalves a5 watl
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2} A second advance cannol be made 1o & Giwarmmant ssrvant undar this oae until an
account has basn given of tha Hiel
A Governmant Sarvant who has taken an advance under this rule for any
paricular journey may not take payment in travelling allowance or other bills
drawn in respect of the same journsy while the advance ar any portion of it still
remains unadjusted.

MaTE : 43} Subjest tolhe restrictions specilied above, advances under this rule may be granted in all

ceses of joumeys i respact of which Travelling allowance edmissibla for & jounney on
fQur

Grant of Mater Car advances to officers posted abroad :

14,

The grant of tha Motor Gar advance to officers who are deputed temporarily to
a foreign country or who go on training or are on leava theare, iz not permissible.
The officers who are transterred to foreign country (within the meaning of the
term “Transfer' as defined in rule 2 (1B} of the supplemantary Rula) may,
howsver, be grantad motor car advance in the currency of the country of their
pesting and the recovery of such advance shall be made In full in the same
currency in which it is drawn, but in case the officer Is translerred to some other
toreign couniry or o Bangladesh befora the complete recovery of the advance
has been made, the balance should be recovered in the currency of the country
of his subsaquant posting or in Bangladesh Taka as the case may be

The ralavant provisions of the General Financial Rules shall be Intarpratad in
the light of the above orders, and the provisions of clauses (I} and (i) of para
255 of the General Financial Bules, Volume |, should be considered g3
modified ta tha axtant Indicatad.

A guestion has been raised as 1o whethar a sacond molor car advance in
foreign currency is admissible to official posted In Bangladesh Mission abroad
in cases wheare tha pravious advancas, togather with interast thareon has bean
fully repaid. The matter has been conslderad and the President has been
pleased to decide that there would be no objection to the grant of 8 second
motor car advance inforeign exchange in cases where ihe previous advance

together with interest thereon has been fully repaid, subject to the following
conditions ;

(' The officer concerned is expadcied 1o stay In the country of his posting fora
period of not less than two years after the drawal of the edvance, or is
expected to be transferred to ancther foreign country.

{iil The head of the Bangladesh Migsion abroad certifies that the grant of the
second edvance is in the public interest.

(iif) The advance, together with interest, |s recovered in full In forelgn currency.

(l¢] The number of instalments for repayment of advance shall be 2o fixed as
to ensure complete recovery during his stay In the country whera the
advance is granted unless, of course, it is definitely known at tha time of
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sanctioning the advance that the officer would on the conclusion of his term
of service at that particular station, be posted in anather fareign country,

The conditions which are applicable to drawal of the first car advance in 2
aarticuler post would continua 1o be the same &s already Indicated above

16. |f an officer who has drawn a8 House Bullding Advance in Bangladesh Taka 15
posted ebroad, there is no abjection 1o this rspaying the outstanding balancs of
the sdvance in Bangladesh Taka either in & lump sam ar by the uswal manthly
instaimsnts,

Advanece fram the Fund :

17, (1) A temporary advance may be granied 1o a subseriber from the amound
standing at his credd in the Fund by the authority specified in Rule 13 (1) o
General Provident Fund Rules 1875 subject ta tha following conditions :

ilh Moadvance shall be granted unless e =anctioning authcrity is satisfied
thial the applicant’s pecuniary circumstancas justify it, and that it will bhe
axpended on the following object or-objects and not otherwise

(i1

10 pay expenses incurred in connectlon with the prolonged iliness of

the appiicant or any parson actually dependent on him;

MoTE @ In this Ciguse, the expression “depandent® means tre memoers of the family and includes
parenis, minor brothers unmamed sleters and wnera no parent s alive, patemal grand parents,

(i)

{tir)

()

{vl

wi

1o pay lor the overseas passage ior reasons of nealth or educabion of

the applicant or any person aciuslly dependent on hirm;

to pay obligatory expenses an a scala appropnate o the applicant's

status in connection with funerals or ceremonies which by his religion,

it iz incumbent on him to perform;

to pay for the purchase of a plot of land for residential purpose or for

construction of a residential house or for the purchase or repair of a

resldantial house, or for repayment of a private loan taken for the

purpose specifiad in this clausa;

o pay expenses for perferming Haj for the first time by a Muslim

subscriber;

to pay of deferred dower claimed by the wife of a Muslim subscrber

subject to tha following conditiens, namaly :

(a) The official drawing the advance shall preduce evidence within
one month of the drawal of the advancs that he had acwally paid
the “dower' failing which the advance shall be recovered in lump
SUm

(&) The advance in connection with the marnage shall be allowsd
anly once, La., if the Govermment servant had taken advance for
marriggs expenses al the time of marrage, he shall not be
allowed advance for ‘dower’ again [ater on.
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(2}

(&)

(b

{c) The eamount of the advanca shall not exceed the limits laid down
in para. (1) (@) below Rules or the actual amount of the ‘dower’
fined whichaver is less, 8 proof of which shail be produced oy the
subscriber concerned.

(Y The sanctioning autharity shall record In writing its reason for granting
the agvance,

Amount of advanca’:

Mo advance shall, except for the purpose of housing and on special
considerations, exXxcesd thres manths’ pay of hall the amount sianding a1 the
credit of the subscriber in tha Fund, whichevar i3 less. A sscond gdvance may
not, except of special consideration, be allowed within one year of the final
repaymant of the first advance together with interest therson ©

Frovidad that in 2 case whers, at the time of taking the first advance, the full
amaount admiasible was not taken, 8 second edvance may be allowed during
the currency of he first advance of an amount equal to three months' pay or the
half of the amount standing &t the credit of the subsgribar at the tme of taking
the seacond advance, whichever is less.

Oy special consideration o be recorded in wrifing, an advance up 1o 75% of the
amount standing 1o the credit of the subscriber and up 1o & maximum ot three
advances may be sanctioned concurrently. In & case where the recoveny of
three or more edvances are pending, ne further advance shall be sanctionad
without the previous approval of the Government

House Building Advance :

18-A. The following conditions shall regulate the grant of advancs for the purpose of

housing mentlaned In clausa (a) of sub-rule (2], narmaly :

ta] Thne amount of advance shall not exceed 36 month's pay of the subscriber
ar B0% af the amount standing 1o his credit in the Fund, whichever is less :

Frovided that the advance shall not excesd 12 monthe' pay ar 75% of the
amount standing to his credit, whichever is less, if the advance s taken for the
purpose-of repair of a residential house;

ib) not more than one advance shall be aliowed for construction of 2 house an
the same piot DUt advance for repair may be allowed for the =ame houss,
after the first advance with interest thereon has been fully repaid,

(o] =ubject to the following condifions, not more than one advence shall be
allowed for repairing of tha same house, namealy :

{l) the repairs sre required to make the house habiabls:
(M they arm not the nature of ordinary repairs; and

(i} they Invalve and cullay larger In comparison with the valug of the
house,
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()

(&)

(f

the advance must be reguired for the bonafide purpose of suitable parsanal
rasidence of tha subscrbar at the station of his posting or at a place where
ha wishes to settle after retirement;

the advance shall generally be drawn by instalments the amount of each
instalment being such as is likely to be required tor expenditure In the next
thrae months. The advance, may, however, be allowed in one instalmeant if

the sanctioning authorily is satisfied that the full amount will be required all
at once;

an advance for payment of private loan taken tor the purchase of land for
building a house o for the purchase of a house of for repainng of the same
shall not be sanctioned unless the loan was taken not mora than 12
manths before the date of receipt of the apolication for the advance and
that the sanctioning authonty is satisfied abouwt the genuinenass of the
lean, 15 amount and the maney actually necessary to repay it.

MoTE ¢ Except for isking mon-refundable sdvance aftss attaming the age of 52 years sthances iz nol
admissible for repaymant ol loan taken from the Housa Building Finance Comoration, Banks ar
other official loan gving agenckes which shall nolbs treated as private foan;

(9)

NoTtEE: (1]

27

(3]

The appficant must satisty the sanctioning authority regarding the title of
the property in respect of which the advance has been prayad for but it
nead not ba mortgaged 1o the Gevamimant.

in casa the land or tha house is =cld or otherwise aliensled by the
subseribar before the advance is fully repaid, the subscriber shall forthwith
repay into the fund the unpaid balence of the advance togather with tha
inarest accmnued on fhe advancs in a lump surm.

The property aleaady morgaged o Govemment agefkesd advance taken from the Ganersd
Providesy) Fund under the rules hathero in force may now ba released 1o the subsoriber
==g iy

The cond#ion lald down In clawss (g) doas nat praclude the granl of an advance ta &
person who doss nod possess full proprietany rights in the Eod upon which he intendz 10
build & houss, provided the sanctioning autharily % satisfied that the appllcant hes e =ass
of which the unexpired porion is of kerms and value suificient 1o sty the grent of tha
advance.

The applicant’s fifla b the proparty ghall ba axeminsd by the sanclioning acinoity Debors
fhe advarnce i actually paid, T neceseary, i consuliabon with the revenue ar Begistrallon
authorities o, if lechnizal legal advice, s necessary the law officers of the Government. In
the cage of 8 houss building advances or repairing advance, it shall be seen that the
applicant hazs uodlsputed tlle te the land o, &8, the cass may be, the Buildng and, in the
cese of purchass of land or bullding the apefizant shall acquire Tall tiths or axecution or
recisiration of fhe instrument of sale.

Recovery of advance :

19, (1)

Recovery of an advance taken for construction of a house shall be made &t
the rate of 10% of pay beginning from the 12" issue of pay afer the
advanos is drawn :

Provided that, If the Government sarvant has also taken house buiiding
advance from pay, the recovery at the above rate will bagin after the advance
from pay including interest accrued thereon has bean recovered in full.
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()

(1)

(2]

L3

Recovanes of the advance taken under rule 18 {11}, shall however be made
at the ratz ard from the dates spacified In Rules, 14 (1) (2] {4) {5) {8) (7]
and {8} of "The General Pravident Fund Bulas, 1573",

Although the Heads of Bangladash Missions abroad are competent fo
sanction advance from G.P. Fung under rule 13 [I) of the Ganeral
Frovident Fund Sules, 1879 the correct position is that advances from the
Fund cannot be allowed in foreion currency as the officers and staff postad
abroad do not subscribe fully in foreign currency. The G.P. Fund account is
maintained and deductions made in Taka in Bangladesh.

In view of tha above it has been decided in consultation with the authorities
cancemed that with immediate effect advanees frarm the &GP, Fund should

not erdinarly be allowed in foreign currency to Government. sarvants
zanving abroad.

I emargent cases, the Head of the Mission can sanction advance from
G.P. Fund under the refevant rules up 1o one month's pay of an official to
be paid in foreign currency subject 1o the condition that the number of
instalments are fixed in such & mannear as 1o ensure complete repavment
of advance, with interest in forelgn currency btetors the Govermment
sarvant returns 1o Bangladesh alter completion of his tenure, ARter the
advance In sanctioned the case may be reterred to the Ministry for
abtaining the concurmence of the Ministry of Financa.

The Instructions contalned In pera 20 above do not apply to the rafund of
advancs drawn by Govemment servants sarving abroad, from their G.P. Fund
account far house bullding purposes. Deductions in such cases are 1o be made
frem the emoluments of the Government sen/ants concemed at source.
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CHAPTER VIl
PAY

Conditions of service of staff serving in Bangladesh Mission abroad.

1

tn

Apart trom Bangladesh basad-staft all appointments of locally recruited staff
made in various Missions are on a temporary basis.

There are following categories of Govemment servanls werking in the missions

i) Permanent Govemmant servants holding llens against permanent posts in
varous MinistiesDivisions/Officer under the Government of Bangladesh,
who are on deputation to the Missions abroad.

(i) Temporary Govemment servants belonging to varous MinistriesTivisions!
Officers who are eligible for permanent retention.

[iil] Temporary Govarmment servants betonging o various Minigiries/Divisions!
Offices who have been recruited before or after liberation and have not yet
gualified in the Bangladesh Public Service Commission axamination and
thus are inefigible for permanant retention.

tivl Local recruits.

Govaemment servants mantioned in perapraphs 2 (i) and (i} above belonging o
regular service and are only on temporary deputation with the Banpladesh
Missions abroad.

Government servants mentioned in paragraph 2 {[ii) are to ba treated as purely
temporery. Thair services are liable te be terminated at a fortnight's notice on
sither side.

As ragards local recruits they are not sligible for permanant employment. Thew

temporary employment should be in accordance with the pravalling practica ice af

_law of the country concerned. If there is no such law goveming tarmporary

asmployment, the services of local recruitmants will be terminable on a fortnight
notice on either side,

Afflxing of revenue stamps on pay bills, etc., by Bangladesh Missions abroad.

&,

Bangladesh Missions abroad should not use Bangladesh Revenue Stamps on
pay bills ete. They should, In future, affix revenue stamps of the country on pay
bills, etc., of the law of the country to which they are accredited so reguire.

Special pay to Stenographers warking as Personal Assistants to the Heads of
Missions :

i

A special allowance of Tk. 50 |5 admissible to the Stenographers working as
Parsonal Assistants to the Heads of Missions. Thig is not admissizle to the
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Stenographers warking with any ether officer below that rank. This special pay
is admissiole only to Bangladesh based Stenographers and not to local recruits,
{Ministry of Finanoe O.M. No. MF (ID) IU/B-1/78/338, dated the 17" May 1978),

For the purpose of the above orders tha term *Head of Mission® include ;
{1} Ambaszsadors.
{2} High Commissicnars

(3) Deputy High Commissioners whan they are not posted in the same placs
as the High Commissioners.

{4) Parmanent Charge d° Affaires.

{5} Charge J' AHfaires ad-interim who are normally officers acting as Heads of
Missions in the absence of Heads of Missions for short periods

Payment of compensatory allowances to Goevernment servants working in
Bangladesh Missions while under suspension :

g,

It a Government sarvanl worklng in a Bangladesh Misslon abroad is placed
under suspension, the suspanding authority may, for the pariod of Government
servants stay abroad while undar suspansion, grant him the compsnsatary
allowances shown balow up 1o the imits specified :

(I} Forefgn Allewanes : Full Forgign Allowence other than Entartainment
Allowancs,

(i} House Rent Allowsnes : Full House Rent Allewance or free-furnished
geoammodation, as the case may be,

B - For home-based Ministerial and class IV Staff.

10.

(i Forelgn Alfowance : Full Foreign Allowancg as Admissible.

{ii) House Rent Allowance: Full House Rent Allowance or free-furnishad
accommadation, as the case may ba.

Tha limit of foreign allowanee sanctioned above represents the maximum up 1o
which it may be granted, It will be open to the suspanding autharly to restrict it

to & lower rate of the maximum rate. The suspending authority will not however
reduce the House Rent Allowance,

Payment of salaries in Bangladesh Currency to officers and staff who are

either transferred to Headquarters or come on leave to Bangladesh from
mission abroad.

11,

It-an official posted abroad does not draw his salary for a particular period due
to his transfar or his proceeding on leave to Bangladesh, he may draw his pay
for that broken perod of 8 month which he earned in the Bangladesh Missions
abroad in Bangladesh Currency on his arrival here in Bangladesh.

- T T
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Family remittance by the Ministerial staff serving in the Bangladesh Mizsions
abroad:

12.  Thefoliowing procedurs has been prescribed for making family remittances by

13,

the Ministarial staff serving in Bangladesh Missions abroad

The Mission shall continue to make deductions of family allotment at their end,
without break, until such time as the drawing officar in the Ministry of Foreign
Affairs has been adwvised of the intended discontinuance of the family aliotment,
Where a member of the staff desired to discontinue his tamily allotment, he shall
be required 1o nofify his intention (o the Mission at leas! three maonths befors the
date trom which the deductions in respect of family allotment are to be stoppad,
On recaipt of such naotice the drawing officer of the Missions, will at snce inform
the drawing officer of the Ministry of Foreign Affairs about the date from which
tne daductions of the family aliotment will be stopped. Deductions of family
alloiment should not, therefore, be slopped until the drawing officer of the
Ministry of Foreign Affaire has confirmed that payment in respact of tarmily
gilotment at his end will ba discontinued from a certain date

Cansular fees at the scheduled retes in addition to the stamp duty shoutd also
be charged by the Mission from the non-gazetted staft at the time of execution
of power of attorney when arrangling thair family allotrmants, The Govemmen!
servants semving in Bangladesh Missions are not immure from the taxation

rules and laws of the country and therefore should not be treated preferentially
from the general public in this respact,

G. P. Fund deductlons under the Compulsory Savings Scheme in respect of
leeally recrulted staff ;

14,

As the employment of the locally recruited staff in Bangladesh Misgions abroad
is governed by the prevailing practice or law of the country eoncarned, the
inatructicns sontzined in the Ministry of Finance Resclution Mo, F. 33/5/R-1,

datzd the 5" August, 1953 regarding compulsory saving scheme are not
applicable 1o them.

Deduchon on account of G. P, Fund from the salary of the hame-basad officers
and staff, unless oltherwise ammendad, shall, however, continus o be made at
the following rates with affect from the 1% July 1979 ;

(1) Pay upio Tk. 300 per month 1%  ofpay
(2) Pay from Tk. 301 to 500 par month B% #
(3)  Payfrom Tk. B01 to 1000 per month 8% T
(4]  Payfrom Tk, 1007 to 2000 per manth 2% .
(5]  Pay excoeding Tk. 2000 per month s 15% "

MoTe | Fraction of a Taka shall be rounded 1o the naxt higher Take.
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Leave admissible to the local recruited staff :

1=

16

The temporary staff recruited locally In the Bangladesh Missions abroad an
local rates of pay and allowances are allowed leave under tha rules which apply
te the corresponding categories of staff under the local Governmant of the
country concarnad.

The leave account of such staff of non-gazetted status should be maintained by
the Mission. The audit chacks will be appiied at the time of local Inspaction and
far this purpose the Audit Officer concemed should be advisad in advance Dy
the Mission of the rules applicabla to such staff,

Travelling Allowance Advance - payment of

Tl -

Govarmrment serveants proceeding abroad should be given travelling allowance
advance in Bangladesh to pay for the passages tor themseives and thair family
members and other incidentals admissitle under the rules. In case no advance
|z drawn by the Government servant, payment for the cost of passage and
other incidentals incurred by him will be admissible only in Bangladesh currency
which he can draw in Bangtadesh through his Bankers.

Flxation of regular time scale for the locally recruited staff :

18,

Missions are required to obtain prier concurrence of the Ministry of Foraign
Aftairs before introducing local rates, ie., exacily the same pay, scales or
allowances for their locally recruited staff as admissible to corresponding or
similar satagary of staff in employment of local Govemment. Any increase
subsequently granted by local Government which is also applicable to our local
staff would obviously involve financial expanditure of recurring nature which
necassitatss Government's prior sanction,

Admissibility of local ratas of pay and grant of Advance increment to locally
recrulted staff .

19.

(a) Where the local rates of pay for the locally recruited staff are exactly the
same as admissible to the corresponding or similar category of staff in the
employment of the local Government the Heads of Missions may allow
such rates of pay under Intimation to the Ministry of Foreign Affairs. Any
subsequent increase in pay and allowance to the local-based staff may
alzo be aliowed In consultation with the Ministry and the Finencial Adviser.

(b} Heads of Missions may allow higher start up to a maximum oi four
advance increments in sultable caszes, kseping in view educational
qualifications and experlence, in the prascribsd lime scales of pay o ths
local based staff at the time of initlsl recruitment.
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Grant of leave on average pay :

20, The Question of the maximum amount of lzave on average pay that should be

granted at any ona time to Govemment servants governed by the ordinary
leave nulas in the Fundamental Rules and the Prascribed Leave Rules, 1555,
have been undar consideration of this Ministry, The President is pleased to
decide that, in partial modification of the sxisting pravisions of the rules, the

Mmaximum amount of leave on average pay which may be granted at any one
tima shall be as follows !

(1) (&) (i) Superfor Government servants gevernad by the ordinary Leave
Rules in the Fundamental Rules : Four months, irrespective
whather the leave is spent in Bangladash or outside Bangladesh,
This limit may be raized to B months i leave is taken on medizal
certificates or preparatory to retiremant.

(i) Superlor Governmant servants governed by the Prescribed Leave
Rufes, 1835 ¢ Four Months, irrespective of whether the laave is
spent in Bangladesh or cutside Bangladesh. This limit may bs
raised to B months if leave is taken on medical cerdiflcate or
praparatony to retirement.

{b} Class IV Government servants : Two months, this limit may ba raiged 1o

& months when leave iz taken on medical cerificate or preparatcry to
ratirarmant.

{2) The Prasidant is also pleased to descide that in the case of Officers
governed by F.R. 91, lsave salary in respect of Ieave on medical certificate
or lzave preparatcry to ratirement may be drawn is Sterling for the pardod
actually spent outside Bangladesh and India but net excssding four
menths. In raspact of legve other than lsave on medical certificate or lzave
preparatory to refiramant spent outside Bangladesh and India, leave salary
may not be drawn in Sterling for a period excesding six waaks,

Leave Salary amendmen! to Fundamental Rules ;

4

In exarcise of the powers conferred by sub-clauses (a) of clause (2) of Articls
182 of the erstwhile Pakistan Constitution, the .then Prasident s pleased to

direct that the following further amendment shell be made in the Fundamental
Hulegs namealy :

Arter rule 21 of the said rules the following rnew rule 91-A shall be insterted,
namely:

“81-A. Notwithstanding anything contasined in thesa Rules the Govemment
Servants appeinted after the 7" May, 1958 shall draw their leave salary in Taka
in Bangladesh irrespective of the country where they spend their leava”.
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Grades of Pay :

22. Subject to the provisions of the Revisions of Pay from time 1o time the scales of
pay shall be as follows |

1. In Missions Abroad :
Aambassadors, High Commissions

Gradae “A" Th. 2850 [fixed) Gavemmeant may allaw naw National

"R T 2350-2T50D . Grada | Tk 3000 (Fixed] Yo non-officials
and Dfficers of Senior Policy paal (Whan
constituted) in Mew Mational Grade |l
appointed as Ambassador. Officers wha
were Secretaries o the Gavemment and
are now posted as Ambassadors will be
governed by the existing FAules,

Wiristars dnciuding Caputy = Tk 2380-2750
High Cormmissionar and ather
posts of eguivalent rank).

Counsellor {including Deputy - Th. 1880-2375
High Commissionar and other
pasts of eguivalent rank).

1" Secretany i Th. 1400-2225

2™ Secratary Tk, 1400-2225

3™ Sacratary Tk 7E0-1470

Aftache Grade Pay of the OfficersPay of the post,

Authaority : Ministry of Finance {Implementation Diasion)

Netiflcation Mo, MF(IDY-1-3/77/850, dated 20" December 1977 and MF {Regu-l)
IP-46/77/187, datad 26" November 1577.

MWome : Ths paymemt of pay in the above scales whan suthorsed by the Additlens! Accountant
Ganaral, Forsign Affairs and othsr Taka ciaime will continue 1o be mads in ocal currency or
L5, Doliar {ie., the corency in which Foraign snd Entecainmeant Allowance are drawn) inctsm
of curren? ofiicial rates of Exchange betwesn Taka and Peund Steding and of mean rate of
Exchargs between Pound 3terling and of mean rate of Exchangs bebwean Pound Sleding and
lzesl curranayw LS. Dollars existing on the last working day of pamvious month.
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CHAPTER IX
ALLOWANCES OTHER THAN T, A,

owtfit Allowance ;

1:

HoTE :

The tollowing outfit allowance will be payahie to the officsrs gavernad by

erstwhile PFS Rules, 1862 in the circumstances set out on first appointment
abroad, namely ;

(1) (a) For single Officer Tk 1,250
(o) For marmed Officer, if accompanied by wife Tk 2,500

{2) WWhere a marred officer is not accompanied by his wife he will draw Tk
1,250 only and the balance will be payable to him whan his wife join him.

(1} BCS {Foreign Officers who are not marmed &l the firme of first posting sbrasd may be
allowed to dew the remaining helf of the outlt allewance when then mammy and themeafiar
procsed to their stalion of posting with thelr wives by tha first oocassion atar mArage,

Whera an officer hag aiready drawn the outfit allowance sdmissible undar rule
above. ha zhall be entitied to & further allowance of Tk, 2,000 on agpointment

as Head of a Mission on a pay lower than that of a Minlster (other than Charge
d’ Affeires ad interim).

Cn appointment to the Missions specified below an officer shall draw a special
outfit allowance of Tk, 1,500 it mamied an accompanied by the wife and Tk 750
it single, If a marned officat is net accompanied by his wife, he shall draw Tk,
720 cnly and that the balance will be payable to him when his wife joins him.
Fayment of this allowanee will be limited to two occaslens during an officer's
career in the saervice, but the allowance shall not be admisslsle unless there is
an interval at [east three years since the last allowance was drawn,

The stations at which tha special outfit allowance will be admissible In
accordance with thas above rule ars

(1) Maoscow, (2] Otawa, {3) Peking. {4} Stockhom, (5) Kabul, {8) Mantreal and
Frague.

(1} Payment of allowances will ba subject to the production of a certificate that
the amoums claimed have been expended for the purpose laid down.

(i) All the aliowances mentioned above may be drawn in advance and
adjusted later on production of the prescribed certificate. This cartificate will
be fumishad within 8 months from the date of drawal of the advanca,
otherwise the enfire amount shall become refundable to Governmeant.

Fifty per cent of the allowances under para 1 10 3 must be drawn in Bangladesh

currency unless the officer concemead is serving abroad when an allowance
becormes admissible 1o him,
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Qutfit Allowance admissible to officials on first appointment abroad :

0.

Mote :

10.

11,

A, For Missions other than in India, Ceylan and Burma :

{i} Tk, 1,000 if accompanied by wifs, otherwise Tk. 500 only, the remaining
Tk. 560G will ba paid If wifa joing within ona yaar.

(i Th 2040, I sirgle
B. Faor Migsion in India, Ceylon and Burma :

(i Tk. 500 it accompanied by wife, otherwize Tk, 250 anly, the remaining Tk.
250 will be paid if wife joins within one year,

{iiy Th. 250, if single,

(1] The above alowance is payable in Bangladesh only. [ may drewn as advance and lates
adjusted on production of a sedificale that the sum drawn has been acheaily axpended for
ihe purchase of clothes required for fiormel oocasions and such other equipment as a
Govarnmanl servant sarving abroad may raouive. Any amount that has already bean
drawn will be adivsted agamst the abova amouni.

12t The gmant of this allowance |s govemed by the proviskens of this Minlstnds memorandum
Mo, MSHELSS, dated the 25" August, 1942,

i Marded rates will edmissibls ondy I the Govemment senvant nes mamed belare bis first
pegting abroad,

it & member of the ministerial staff who received outfil allowances under

paregraph & [BY above is subsequently transfarred 1o Mizsionz ather than India

Caylon and Burma, he will be entitled to the difference between the rates
specified in sub-paragrapns (A) and (B) thereof,

Lozal recruis are not entitied to any outfit alowanea.

It a Govarmment servant {Clerical personal) who has drawn outfit allowance at

unmarried ra|m gats marmried subseguently on readjustment of the allowance is
admissitla,

The grant of advance of this allowanes 1o tempaorary Government servants is
subject to e same terms and conditions of surety, etc. as applicable to the
grant of Trevelling Alowance advance 1o such Govammean! servants.

Government servants who leave the foreign service within & period of three
years of receiving an initial outfit allowanca are required to refund excant in the

cages specified in paragragh 12 balow, the amount of allowance sccording fo
the scele detailed hersunder :

Government servants residing within ; Amounts refundable :
(I First six months Full amaunts

iy Second six months .. 23

) Third six months 2 "

tiv) Remaining perod up to 3 years 14 "
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12,  Intha following cases, Govarnmeant sernvants concernad will ba liable o refund
the allowance

(0

d

Government servants who by reason of reaching the age limit for sarvica
ratira from service or proceed on |eave preparatory to refirement befara
expiry of three years from the date of drawing the allowence.

Governmeant sensanis whose services are terminated for reasons other
than their resignation viz., dismissal, of non-selection by the Public Service
Caommissian.

(Ministry of Foreign Afairs Memo No. MISVE1/49, dated 257 August, 1848)

13. Inorger to ensure against overpayment or a second payment the amount paid
to & Govermmeant sarvant is reguirad to be invarable noted in his ssrvice
statement’zenvice book.

Admissibility of outfit allowances to widowers or divorces posted to
Bangladesh Mission abroad :

14, Widowsrs or divorces posted to Bangladesh Mission sbroad will recsive the
gLt allowance at singIE rate

Special clothing allowance :

15, (A

(h

(il
{B})

s

{4

Members of the Bangladesh based staff, not governed by BCS (Faraign)
Hulez .on their appointment to Bangladesh Missions at Peking, Moscow,
Stockholm, Ottawa, Montreal, Kabul and Prague would be entitled to
special ciothing allowanoe at the following ratas :

fMambers of stafi if married I Tk, 750
accompanied by wife,

Membera of siaff i single . Th. 375

If & married official is not accompanisd oy his wite, he shall draw Tk, 375
only and the balance will be pavable 1o him when hiz wite joins him.

FPayment of this allowance will be fimited o two occasions during the
officials’ career in service, but the allowance shall not be admissible unless
there is an interval of at lzast three years since the last allowanoe wes
drawn. Payment of this allowance is subject to the production of a
cerificals that the amount claimed has bean expendead for the purpose laid
oW

The allowance may be drawn in advance snd adjusted later on the
production of tha prescribed certificate. This certificate will ba furnishad
within six maonths from the date of drawal of the agvance, otherwise the
entirg amaunt shall become refundabla, Officials posted from Bangladash
o the Mission at Moscow, Peking, Stockholm, Ottawa, Monireal, Kabul and
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Frague must draw 50% of the said sllowance in Bangladesh currency and
the balance in the currency of the country of their posting.

{BE) Inthe casa of officials posted to such assignments from a Miesion, general
arders for the drawsl of such allowance will be applicable,

Foreign Allowance :

16.

MOTE :

More

Members of the service and other persons appeinted to, or holding posts, on
the B.C.3. (Foreign) Cadre shall, when serving cutside Bangladesh, be entitled
to a Forelgn Allowance, at such rates as may be detarmined by the
Govemment from fime to time, and draw it subject to such terms and conditions
as may be prescribed by the Government .

The tamms and condiions reguiating the Foreign Allowianscs are i8id down in the Minlsiry of
Foreign Affars circuter Mo, B-8/1/79, deted 21™ May 1980 ags amsendad from tms to tima.

The Foreign Allowance is payable during the suthorised absence from his post
abroad of an officer {including the Head of Mission) on leave or dufy. The rates
givan in these rules shall be reduced by half during leave on half averags pay
The allowance shall nol be admissible during extracrdinary leave,

(A} Returning to hiz post: (i} A head of a Mission during his authorissd
abzance on duty outside hgs jurisdiction will receive his Foraion Allowancs
It full. When hs is on leave in Bangladesh or elsewhere tha Foreign
Allowance will be drawn In Foreign exchanpga in the country of his
junsdichon subject to a deduction equivalent ta the change allowance to be
grartad to the Charge d' Affairs as provided under Para 18 balow. In both
cases the Foreign Afllowance will be granted on condition ihat he should
continug o defray his share of the expenses on the upkeep of the
Embassy during the period involved.

{li} Other Dfficers : On duty in Bangladash or elsewhere outside the jurisdiction
of his post or on leave on average pay in Bangladesh or ai his post or

glzewhers, svery officer shall draw his foreign allowance at the following
rates .

fa) If leava iz for one month 1005

(b) Hleave is in excess of one month then the foreign
allowanca for the parod subsequent fo the first
month will be admiesible at 50%
Both In the case of Heads of Missions and cthar Ceficers, no forelgn afiowance would be
adrtissible if lsave is grantad for a pariod exceeding 4 months, It the leave granted initially is

for a pedcd of 4 months or leas end || s subsaquently extended &0 as 10 exceed 4 months, the
foreign alowence will be admissble for tha first 4 months of he lsave,

{B) Notreturning to his post : Officers including Heads of Mission shall draw an
aliowance al the following rates :

(i} Leave:Costof living allowance if any as admissible In Bangladesh.
() Temporary duby-
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{&) Abroad | Allowance attached 10 the new post or when the post
does not carry any allowanoe the aliowance of tha lgsl post.

(B} In Bangladesh : As at (B) (i) above,
(il When a Government servant lgaves his wile and family {it any} at his

post such cases are likely to be rare and will be dealt with on their
merits.

MoTES: (1) No foreign eflowance can be claimed during leave preparglony to retirement. Cost ot living

18

20.

21.

allowanca =an wwever, be cfkalmed § ptharwiss sdmissible.

{29 According 10 & decision of the Compirollsr and Auditor-Ganaral of erstwhile Pakistan,
Foretgn Allowance is payable to an officer an keave only in case he returns to his post in
tarms of Rule, 11 of P.F 5. Fules 1882 Cadificats of likelihood of retumning 1o tha sarme
poat | of no consequence, whan P.F.5. Aules clearly albow This onby on ectaal reium o
the s&me post.

Wharn an Officer acts as Chargs d° Affaires at a Mission duting the absence of
the Head of the Missicn, provided that the penod for which he acts as Charge d
Affaires is four weeks or more, he will draw in addition to his own Foraign

Allewance 1o enable hirm [0 meet the edditional cost of entantainment, subject to

a maximum of the rate of Foreign Allowancs admissible to the Head of the
Mission.

Foreign &llowances of Heads of Mission, Officers and staff in Bangladash
Missione abroad with effect fram the 1% January 1380 wouid be payabie at the
rates shown in Appeadix ‘B Actual paymant of foreign allowances will, subjact
1o the existing condition, be made in U.S. Dollar subject to local Forelgn
Exchange regulations or local currencies converied at the rate of exchange
prevailing on the 3™ January 1977. The Misslon which exercise option for
paymant in U.5. Dollar will continua to do so.

The rates shown In Appandix B' will be admissible to married officials having
children and accompanied by their wives or joined by them within the fime
prescribed in the Travelling Allowance Rules in force and also to a widower with
more than ong child whally dependent on him. In the case of a bachelor or a
widower without children, the consolidalsd rates would be reduced by 25%._ In
e case of & marmad officials without children and a widower with only one
child, the conszolidated rate will be reducad by 10%.

Payment of forsign and entertainment allowance 1o officers and staff posted
abroad by other Ministries, including officars and stafl paid from Detence
Estimates, will continug to be governed by the principles contained in tha
existing instructions which are reproduced haereunder

(i) Heads of non-diplomatic and technical Divisions shall recaive 100% of tha
foreign and entertainment allowances admissible to a diplomatic officer of
corresponding rank. The percentage of compulsory entertainment will aiso
be the same in thair case as that of diplomeatic officers of corresponding
rark.

(il Clags 1 Dfficers of other Ministries who are nol Heads of Division will
receiva a consclidated allowance equal to 75% of the total of tha foreign
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and enterteinment aliowance sdmissible to a diplomatic oficers of
ooresgonding rank.

These amount of entertainment allowance as shown 0 Appandis 'B' az
required to te spent whoily on enterdainment, in the ususl mannsr.
Wherever Military Missions are established, the senior Military Liaison
Offigar ahall be treated as the Haad of tha Military Divigion and paid fareign
allowance at ull rates. The remeaining officers shell be regarded as Deputy
or Assigtant Heads of Divisions and paid 75% of the allowance, unless they
tunction as Heads of their respective organisations independently of the
Senior Liaison Officer. In the later case for the purpose of admissibility of
foreign sllowance, they may be eguated with Heads ot Divisions

Consequently the follewing officers in cur Missions 21 Londen and
Washington will be entitled to full foreign allowance according to the
diplomatic rank assgned to them :

(a] UK.

(1) MNaval Adviser/Military Advizer, depending an whether the Head of
the Military Mission is from the Ay or Mavy,

(2 Air Adviser;

(3] Head of PATLD:

(4] ADME;

(5] Chief Controlisr, D.5.5.0.; and
(6] D.OUAF,

() WE.A
(1} Naval Attache;

(&) Air Attache/Military Attache, depending on whether the Head of
the Military Mission Is from the Army or Air Force;

(3} Atache (Detence Procuremant).

() The rates of foraign aliowance of the Minigterial staft will be the same as of
similar staff in the Diplomatic Wing.

The provision of Para 21 (i) has been haid a5 disc:rlminat-:u'g.l arvd 2% such it Fas bean decided
by tha E::qurrmant that the discriminetory provision of Para 21 {ii} may be removed with sfact
fram 1* Decamber 1280 10 enable all sificer up lo the New National Scale of Th 750 - 147010
draw 100% Foreign and Erferdzinment allowance a5 admissible to Diglomatic Officers of
cofresponding rark. 11 has furihar basn decided that consequent upon tha rémoval of hs
discriminatory provision ae gtetad abowe, the provigion of para 22 bielow will ba fully epplicable
e &ll oHicers for whom the discriminatory provision of paregraph 21 (i} has been removed
(Ministry of Foreign Affairs Circular Mo, Rulss-4-268-80, dated 18" February 1581 endorsed by
the Mrasiry af Finance under their No. MFEF-IV [AT]-1 (233} TE-B0/30, dated 187 February
1987). The entertainment allowance |5 required lo be spent wholly on entertainment, in
acoordance with Ine axisting procedure as outlined in the Ministry's Circuler Ma. FWIGISS,
daled May T, 1958, Although in the enclosed fable, enterainment allowance has been shown
separalely from (oreign allowance, & hes baen done solaly for the sake of convenisnce and
enteramment alloweanca will cordinusg o be an intagral pert of Foralgn Alicwance

MOTE !

23, Enterainment allowsnce being an integral part of foreign allowance should be

regulatec dunng leave in the same manner as the foreign allowances is
regulated under the ralavant Rules.
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24,

25,

26

28,
29.

30.

31.

Forgign allowance is admisslble to 8 Government servant stationed abroad
aocording to the country In which he is posted. He is entitled to draw it from the
date he takes over charge of his duties in the foreign country except in cases
when dailly allowance is drawn in lieu of Foreign allowance and House rent
allowance.

Government servante who are widowars are entitied to Foreign Allowance at
the following rates |

i Without childran under 18 years of age - at the singia rate

(i) With children under 18 years of age - al the single rale plus one-quarter of
ihe difference betwean the single and the marmried rates

Government servants posied abroad when coming to Bangladesh on official
duty are entitied to Foreign Allowance as balow :

(i} IFthe official visit is short not exeseding 15 days &t tull rate

{iil i the visit is more than 15 days bul doas not exceed one manth - 75% of
" the allowanca for total duration of visit,

{ili} If the visit is for mare than a menth - B8% ol the foraign allowanae for the
total duration.

ko member of the Bangladesh based non-diplomate staff who declaras himseit
to be mamried but does not take his family with him at the time of hls posting
abroad is entitied to draw the allowance &l married rates unless ha fumished a
cerlificate from gazetied officer in Bangladesh o the efiect |

(1] thalt heis marred,
(i) that his wite is alive, and
{iii} that ha s not & divorces.

While scrutiniging tha claims of the nature mentioned abova it should be varified
in Audil that competant asthority has cartified in support theraot that ths
certificates prescribed above have been recesived from the Govemment
servants concermed and accepted by Govemmeant.

Foreign Aliowanee is exemplad from the lability to Incoms Tax and Super-tax.

Mo allowance (forgign or cost of living) is admissible during joining time to the
officers and staff of Bangladesh. Missions abroad procesding on transier from
one post [0 another or on teava.

Foraign allowance does not count as a part of pay for the purposs of calculating
General Provident Fund Subscriptions and car advances,

Accreditation Allowanece : The Heads of Missions ig also entilad to draw
gccreditation allowance @ & 350.00 per annum per country, subjacl to the
maximum of 3 cauntries. Such allowance will ba admizsibla with effect from tha

i Jenuary 1880 and will be payable in the same manner as the Foreign and
Enterainment allowance.
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Language Allowance :

32, {1} Officers appointed to the Bangladesh Foreign Service are raquired to lsam
French compulsorily in accordance with the standard prescribed in Chaptar
IV o Probetion, Training and Seniority.

(2h In addition they will be expected to pass the || class interpreter ship
examination (ar an Examingtion of at least equal standard} Ir at least one
of the fereign languages, menticned below :

Graup 'A'

Arabic.
Bahasa Indonesia.
Burmese,
Garman,
Hinds,

Italian,
Japanese.
Kiswashili.
Malay.
Parsian.
Portuguese.
Spanish.
Sinhaless
Siamesa.
Turkey,
Turkish,
Serbo-croat:

Group '‘B*

Chinesa.
Japanasa.
Aueslian.

It would be open to an officer fo pass the Class | Interpretarshin Examination in
any of the above |languages as also in Franch,

33.  On passing the prescribed Interpretership Examination following Lumpsum
payments will be admissibls :

Tk, 1,000 An additional Tk. 1,000 atter first passing

Class Il |Interpretership Examination
octherwise Tk, 2,000 |
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| Languages. ﬂlﬂﬂ&”]ﬁtﬂ[ﬂmﬁlﬁh[ﬂ { ﬂlﬂn?llﬁﬁ;ﬁmﬁﬁwﬁmunwﬁm

: nination’ -

| Goup '8 | Tk. 1,500 An additional Tk, 1,000 after first passing '

| ! Clasa | Interpretarchip Exgmingtion othareise
Tk, 2,500,

I | Erenich Tk, 1,000 only

MaTe : (1} Mo lump sum cen be chalmed iof any ofhar languaoe wniil the officer conbamead has
passed ihe compulsory examinaton mentionsd i sub-ruls (1) of e 320

(2 For every addifional language mantioned in sud-rule (2) of 32, 2 lump sum payment
provided for in this rule would be admissible

24, A Service Officer net above the rank of Counsellor wha has passed an
exemination in ihe language in current use of the country to which he is posted
shall draw monthly language allowance during his term of service in that
country as under

[} Forthe languages in Group A: (&) I ha has passed Class | interpretership

Examination TK. 75 par month. If he has passed Class || Interpretarship
Examination anly, TK. 50 per month,

(3} For the fanguagss in Group B: (a) If he has passed Class | interpratarship
Examingtion Tw. 100 per monih,

(6} 1 he has passed Class || Interpretership Exemination only Tk, 75 par
maonif,

Hate: The-admissibility of the above asllowanca will b2 subject 13 the condition that the officer passsd
tre Examination after @vary five years irom the date he passed the first samination in order to
ensure contned proficiency, but no tump sum payment progidad kor in uia 33 will be mads an
paseing the second or subsaquently examinaions in the sarme Enguags.

35. Expenditure on books and tuition fees and similar other tems shall not be

reimbursed to the officer uniess specifically decided otherwise by Government

36. An ofiicer shall have to obtain prior approval of the Goveammeant betors learming
’,_f‘a'n}' of the [anguages mentionad in this Chaplar.

St
f.fHarda hip Allowance :

37. Hardship allowance at the rate of 20 per cent of basic pay subject fo-a
meximum_of Tk, 300 (Taka three hundred only} per month to the officers and
staff at the following stations would be admissible ;

(1) Jeddah.
(2) Akyahb.
(3) Kabul

(4) PFeking.

38. This allowance will be drawn and paid in Taks in Banpladash and the

expendiiure so Involved will be debited to the respective budgel grant of the
Mission concamed.
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" CHAPTER X
TRAVELLING ALLOWANCE

Application of Fundamental Rules and Supplementary Rules :

1

Officers and staff employed in Bangladssh Missions abroad are, for purpose of
travelling allowance, not governad Sy the provisens of Fundamental Hules and
Supplementary rules but by the instructions issued by the Ministry of Fareign
Affalrs from time fo time.

Travelling Allowance of the officers governed by B.C.5. (Foreign) Ruiles :

2

MoTE:

Thie travelling alicwance of the officer governed by erstwhile P.F.S. Rules, 19562
as adopted by Bangladesh Governmant is.requlated undear the following rules :

&)

(i

LiE

(i}

“approved routa® means ;

in the case of journeys betwesn Bangladash and foreign countriss, the
route approved for the particular joumey.

ir the case of journeys between one foreign courdry and another, the
standard route for journeys batwesn the two countnes and

in the cage of [oumeys within a foreign couniry, the shortest practiceble
oLt

an oificer who makes a journey by & rouls alher then the "aoproved roule” (each &8 fravels by
alr or in his own car whan the approved route 15 by rail] will not be antitlad bo claim mors than
that gayanie for jouwrnay by the approved route, On the osher hend, f the rouie which he akss
ig cheaner than the approved outer he will not be sntitled to claim mare than the actusl
expensas incurred. In the case of jpumay on leava the travaelling allowanca will be admizsibla
Lo 10 the point of entry into. Bangladash

{0

(1)

{2)
=}

"Famnily” maans a Government servant’s wite, lagltimate children and stap
children who are wholly depandent on bim.

An officer making a journey on duty 5 entitfed to be paid traveliing
allowance in accordance with the rules inthis chagpter.

“Jourmay on duby” includes-

Tour : Tour or visit made with the general or special sanction of the

Governmeant ar of the Head of the Mission, If he Is authoensad 10 sanction
such tour or visit, and

Transfer: A |ourney made by a Governmen! sarvanl 19 |2in 8 new post
while an duty in his old post or on lsava.

Journey on duty does not include-

Transfer on request : Journays on account of transfer of an officer at his
own request before the complstion of the normal period of his service &s
dgetermined by Govemmeant.
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(o) While proceeding on or raturning from leave ! Joumeys undertaken
with & view o spanding the leave in Bangladesh or any other country. This
refers to (i) onward and (i1} return journeys form and to the same station.

MOTES: (1) The Hesd of the MEsion ondy cen authonss four joumeays wiltiin bes jurisdiction, for other

|oumays sanction of Govammenl specific or general would ba necessarny.

(21 Inihe case of emporany absencs of the Head of Mississ fram Head quanes Joumeys ol
an armargent nature can be - suthorised by the Head of the Chancery wha shall, on retum
o the Head of tha Mission apprise him of the authodsation ssved,

(31 The Head of Mission will Inform the Sovemment at the end of the manth of the 1oor

|ourneys underaken '[:-!,r him. He will fikawisa kasg Governmegnl informed of e lours
undertaken by any othar officer af the Mission

The amount of fares by rail, ship, aircraft or motor car as the case may be, by

an approved route will peyable 1o an officer serving abrgad in the following
cases |

{a) |f he is procesding from or returming io his post during 'eave other than
extracrdinary leave, ag admissible undar sub-para V.

ib)  Cn retirerment or termination of service an officer will not be antitled 1o
claim more tharn what would be payable in respact of a joumey from his
agl post to the paint of entry in Bangladesh,

MaTeS + {1]  Inihe case ol ar jourmeys 5|_|-|:.1'.-'Ea_r55 will b Emifed 82 10urist or BSaramy clags iy raamen

V.

Wi

ol aificers drawing less than T, 2,350 as pay
(2] Intha sase of air joumsy 10 the countries of posting on first arrval enly, Permanent Heads

ol Missian ol the rank of WMirster irra:.pirl;l;i'..'n of the pay drawn I:',' thiarm will travel by dirsd

claga (Ministry of Foreign Affairs letter Mo, Rules- 1002167 -{v], dated 30™ January 1064
an efficer will be entitied to receiva the amount of actual fares in the case
refarred to in clause (a) of sub-para |l only after twenty-four months’
consecutive service abroad on duty or in the case of officers serving at a cartaln
post or in a8 eerain couniry which is regarded as unhealthy for the purpose o
lsawve, afier sighteen months' consecutive service, Whers leave is spent in 5
country other than Banpladesh the amount payabie in respect of tare will not
excead that which would be payable In réspect of &8 journay to or fram
Bangladesh by an approved route, |, however, tha amount of fare to or from the
place of which lsave is being taken is less than the amount of the fare of &
journay to Bangladesh the officar will not receive more than the amount of the
tare tar the journsy actuslly undertaken.

Government may allow payment to an officer of the amount of fare fram his post
o such negrest place in or for the purpose of undergoing weatmant which is not
avallabla locally. The amount of travelling allowance admissible to the officer
would be the actual return fare from his post o the place of his treatment or

from his past to Bangladesh whichever i less. The restrictions in sub-pera € (4)
below would apoly,

{1} an officer making a journey in any of the cases referred to In cleuse (b) of
sub-para (2) of para | or inclause (&) or (b) of para 11l will be entifed to receive
the amount of fare by the approved route tor family. in case referred to in clause
(a) of sub-para (2} of Para | he will only be entitled to receive the amount of the
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faras, for & member of His family f Government in any particular case so decide.
Sovernment's order; special or general, regarding the nscessily and desirability
of his wife or any member of his family accompanying him should be obtained
by him bafore the [ourney 1§ undanaken,

Hotes: (1) The members o an officars family are rormally expecied to travel together widh him on
iransfer or leave. Mambars of an officac’s family whe pregesd him by not mora than thres
monihs or folkoss him by not more than six menths may be treated as accompaniing him
Thia will 2iag aoply 1o 5 personal sanant for whom he oflicer is antitted to clam T, A. on
tranader, bn the case, however, of & child recsiving education af a school or coilege at {he
tima of the cfficers Trensfer, the amount of the fare for the chid may be claimed if the child
fallows him within one E:ar ol the date of his fransfer. [Minlstry of Forein Affaks OM, Mo,
Fules-1002/81, dated 27 April 1253,

(2} In case leave & rehused fo an officer, home pald passage will be admizsile 1o his Tamily
stter the officer has sarned homa passage

(3 Incases any member of he family dees not reside with the officer, the entitiemsn of home
passage would be limitad to the actual cost not axceeding the cosl of passage from the
oificers past to Bangadash,

ﬁTrawlllng “Ennsai will be gkowed for an oHicer's wila in case referred toin claige (&) |

*‘ sub-para {2} of para || only where the jouney i of & striclly représentational or ceremanial |
natura, Head of Mission wilk be allewed 1o take their wives on such cocassions wice 8
vear in the cauntry of their accradifation and ance annually 0 the counires of their
concurent asoraditetion. iggion will authoriss Such joumave in the caes of
ciher afficers in thelr Misson,

(5% ‘Where in view of tha provisions of clawse [a) sub-pam M3 of para || the offlcer s noi
artitled o racaive tha amount al the ke for Riresel e owill be able to claim them for his
|.=,|n'|i|!||

Tha cost of passage (and other expenses as on transter including halt of
trensfar grant) of the mambers of the family of an officer serving abroad wha
digs, lsaving his family abroad, for a journey from the place whare they are to
the place where they desire to go, will be paid &t the request of his widow or
other mambears of his family up 1o the amount admissitla from the officer’s past
fo theair place of regidence in Bengladesh, provided the joumay is actually made
within three months after officer's daath

(3 If an officer {or & mambear of his family) dies abroad the cost of
transpartation of the dead body will be borne by the Governmeant subject to
the maximum of the fara 1o which the officer or the mamber af his family
who has died, might have been entitled on transier o Bangladash.

(4) If a mambar of the family of an officer serving out of Bangladesh who is
residing with the officer at his post is senously ill and is required to procesd
sisewhers on medical grounds for treatment, Governmant may st thair
dizcretion allow payment te the officer of the return fare ot the sick persen
and where necessany of another person escorting the sick person from the
place where the officer is posted to such nearest place in another country
as the gick parson may proceed to on medical advice, provided réasonabls
medical facilitiss are nol available locally. The amount of travalling
allowance agmissible would be the actusl fare trom the place where the
officer i5 posted to Bangladesh, whichevar is less.
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MOTE :

Vil

V1L

Merdh America and westem Eurcpe are excluded fram the pundew of this rule. The provision is

alse intendad for guthying Missions, Except in cases of emergency prier permission of
Govemnment should be obtalned. For this purpose a certifizate from the authorised medical
aftendant countarsigned by the Head of Misslon would be feceszary.

An officar and the members of his family shall be entitled to the following class
ol passage when an [eave &t Government expense :

{&]

)

(1)

(i

fiii}

(<]

Orfficers drawing Tk, 2,380 per month or more.
By Air = First class,
By Sea = First class subjact to the limit of the air fare.

Qfficars drawing below Tk.. 2,350 par month
By Alr = Tourist class.
By Saa = Lowsst First class,

(1 An officer who is making a joumnay in any of the casss referrad in
clause (b) of sub-para (2) of para |l and of clause (b} pam I will be entitied
to receive the amount of the fare by the approved route for such member of
sarvanis as may be sanctioned by the Government from timea to time.

The passage charges of servant wlll be borne by Government an tirst
posting and subsegquant transfer of the officer concerned.

Diplematic officers promaoted ina Bangladesh Mission abroad as Minister
or 8 Counsellor s permitied to bring private servants at Government
gxpenses by the lowest class accommodation available by the approved
route from Dhake o tha piace of his posting subject to such other
conditions as are prescribad in the Aules/Government Orders. This frae
passage for the sarvants will be allowed on promotion of the office
cohcarnad of his subsequent transfer. Such posting on promotion may
involve same orf between o stations in Bangtadesh Missions abroad,
However, no daily alowsance will be admissible because such casas ck:u N0t
involve transfer from Dhaka. (Ministry of Foreign Affairs letter No. Estt (1]- (1]-

-—'—""‘—'H_—I—
~B5/TZ, dated T July 1978),

Where an officer serving abread dies, [=aving at his post servants up to the
permissible number whom he has brought from Bangladesh to his post and
tor whesa return to their home he would be responsible, the amount of the
fares for such servanis (within the limits of sub-clauses (1) of sub-para (i}
for the journays) from his post to their homes will be paid, provided it does
not excasd the fare from the [ast post to the place of residence of the
deceased officer.

The amount of the fara that can ba drawn by an officer for himself the members
ot his family or for servants is as follows

{a) Officer and his family : The cheapast edmissible first class tare including

sleeping berths for a journey by train.

(k) Servanis:{l) in the case of a [ourney or part of joumay by s=a, the fare of

the cheapest passage available on the same boat by which the officar or
members of his family travel.
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X

HOTE=E

Al

MoTe

4

[€)

In the case of a journay or & pan of [ourney by rail, the fara of the lawsst
class.

In the case of joumey on transfer where the officer fravels in his own car
and tor any member of hig famlly who travels by the car, he may draw the
tares admissible undar clausa (a) and if any servant travels by the car, he
will iraw tha faras of the lowast class.

Whare an officer is proceeding on transfer fram one post out of Bangladesh to
ancther such post from Bangladesh to a post cut of Bangladesh or from a poss
out of Bangladesh o Bangladesh, or on first appointment to & poer out of
Bangladash or on retum to Bangladesh on termination of his tenure, ne may
draw in addifion to the travelling allowance lump sum egual 1o half of one
mignthis’ pay of the post from which he is transterred, subject 1o & minimum of
two hundred fifty Taka to meet the expenditure of breaking up of the housahold
at one station and satling it us at another 2nd sugh other expenses incidental to
the transfer as are not specifically paid for under the rules.

Y

1} wWnen the oficer di2s shroad his family will ba sntitted 10 the samea trenstar grast o wauld

have besn agmigaible tothe olficer it he bad besn trangiemsd to. Bangladess

124 HeH.ofths sdmizsitdls smount of transfar grart &= o be drawn gt the akation from whens the

afficer is Iranslarmed and the remaining half ak the next stafion of his-posting. [Ministry o
Foreign Affairs, Memo No, Bules 1002061, deied 31" Ociooar 12463)

The cost of transporation of personal effects ofher than private cars referrad o
ir pare X0 will be admigsible as indicated balow :

=)

(o

By Rall or Road or Sea : Whara an officer is progeeding to ancther post on
fransfar or an first appointment 1o 8 post cutside Bangladesh or leaving
such post on retirement or termination or when an officer dies while serving
out of Bangladesh, the cost of carnage by goods train and steamar of
personal effect witl be allowed up to tha following maximum excluding the
free ailowance given by the shipping or reifway companiss :

If possessing a family ; If not possessing a family ;

&0 maungs 40 maunds

Provided that if an officer carried his personal effects by passengesr train
instead of by goods traln ha may draw the actual cost of cariage to e
limit of the amount which would have been admissible to him had ha taken
the maximum number of maunds by goods train,

By Air : It an officer is authorised by the Governmant to travel by air on
tranzfer, he shell be allowed the cost of ransportation by air or by air in
combination with train, Steamer or other craft of his personal effects up to 2
maximum prescriped not exceeding the cost of transporation of maximum
parmissibie personal effects admissible under clause {a).

Subjsct 1o the mazimum admissible under clausa (a) or (b} an officer may transpor pefsonal

gffects feom hie old station ar & placs enroute 1o0-hia naw place of posting orto 8 place enrsule
o' 1 Bangladashn
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wWnen an officer entitled to travel first class by alr choses to travel by a cheaper
ciase, the cost of ransporting personal effects equal 1o the difference between
the free allowance for the first class and the cheaper class may be allowed to

him. Subject to this maximurn cost, he may send his personal effects by air or
by surface routa,

Alll. Where an allowance of tha transportation of parsonal affects had bean given

ety e d el e e

undar Para X| the 1otal value of &l insurance of property including car, if any,
shall not exceed in the casa of Head of Mission Tk 25,000, in the case of a
marned officer Tk. 20,000 and in the case of an unmamed officer Tk. 15,000,

. Incldental eharges : The fares of journay of officers and their families and the
cost of carriage of personal affects, when payable by Government under the
rules in this Chapter will include the following charges :

iy Landing or port or Head or Terminal Tax.;

(i Dotk dues,

iy Port Trust Charges:

iivl Wharfape;

1w} Forerage;

(vi) Cartage or larry Charges;

(wily Launch hira between ship and shora:

(wii) Passport fess;

{ix] Hail Insurance {outside Bangladesh anly), sir Insurance, marine Insurance
premia subject to the imits in Para Xl above:

%) Actual handling and agency charges of the Travel Agent

{xl} Actual conveyance charpes incurred for journeys by road as explained in
Maots 3

{xiiy Telegram, telephone and other service chargas,

Moree: {1} Lending or port or Head of Terminal Tax ususlly forms part of eleamer tickat and its

reimbursement will not, therefore, present any difficulty, | however, in eny case it is
charged for separataly the clalm shewld be supported by a racsipt,

[2y Ciaim for Dock dues, Port Trust charges, Wharage, Passport Fees and Launch hirs
betwesn ship end shore where separatsly charged for, should also be supported by

receipis, Storage charges may be pald In spedial cirumstances with specific approval of
Eovarnrmsent.

[3) Thae chamses mentioned at iterng (v), {vi} and {xi) sbove will be payablia if the contraling
Officer cerllied that the expenses are reasonable ard essentlzl. Thase will include
expendifure incured during joumeys between residance and rabway station o pod of
embarkation or port of disembarkation and air booking office, parformad at tha old atetion
ard the new slation as well es al places of authorsed haliz on route, Whara transporiation
betwesn zirport and air booking offics i not provided free by the air compenies, and in
cage ol Head of Mission where such transpan is provided but not avaitable, of the charges
shall be payable to and from airpor. For the portion of journeys within Bangladesh an
amount reimbursable on account of conveyance charges and transportation of baggegs
shal be limitéa to the amount admiseibie undsr the Supplementary Rules and expendliure
incuried on parterage will rot be separately payable.

(4] Handling and agency cherges of B Trawval Agent will include expenditure incurred on
lnading, unisading and camying of luggage and anly the service charges lenled by the
Trevel Agend for undartaking the iranspottation of luggage. For e porbon of jourmey
wilhin Bangladesh, however, the amount payable shall ba ectusl service charges ievied by
the Travel Agant and the laaging and unloading exganses af the places of entry info or
dapartura from Bangladesh, la lhe exent consldered reasonabls by tha Controlling Officer
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{5 Telagrarm gnd telephona chargas charged by Travel Agencies or meumed by missions or

x. (1)

posts, in cenneglion wilh the reservalion of accommedsticn, Including elaeper
accommodation on rafway. handling and all ather Agency Services charges and fees shall
ke reimbursed in espect of all joumey on duly by road, rall, sea or air abraad when
considered by the Controtiing aufherity as necessary and reasonsble. Telegram and
tefephone charges incurrad by officers themselvea shall not be rejrmibureeable sxcept on
spacific sanclion of Govemment in sach cass,

Transport of Car ; An officer appointed to & post ebroad or on transter or

return to Bangladesh on tarmination of his appointment may draw the actual
qost of transporting his own car by rail or steamer, from the oid to the new
station provided he has maintained a car at the place of his ald station. An
officer may draw the cost of transporting 2 car from a place ather than his last

post to his new place of posting up to the extant of the cost of transportation of
hiz =ar trom the old station to the new staticn

The above transportation charges would be permissible provided a car arrves
at the new slation within a perod of six months from the date of the arrival of
fhe officar at the ﬂewlpnst.

MOTES: [N
(2

(2]

(3

‘I'h_; oot al rarfsportation of a car of an oificer who has main@ined tha car, out may ba raquired o
mamtain at his nex! daca af pasting, will be detemirad by the Covemmant oo merd

fl an Oificer dies abnsed, the oosi of imnsporation of 2 cer to Bangladesh may be alowed at iha
reguest af g family in accsrdance with the principlzs sef oul aboy=
Incidental expenses on fransport of Car : The actal cost of wansporting 2
car will include chargezsuch as Ghat Pass, river dues, dock dues, carnet

‘duses, loading and unloading charges, actual handling ahd agency charges

of the Travel-Agency and marine insurance sulgject o maximum given in

Para X1V, but will exclude crating charges. All claims for incidentsl charges
will be supporied by pavea's recaipis.

Transport of Car by Rail : When fhea car is o be transported by rail it should
ba cant at owner's risk by goods train or if thers [ no goods train by the
cheapest passenger train on production of & certificala by the officer
concerned the freight charged by the railway authorities, the cost of
packing and of transporting the packed car to an from the goods shed at
the =tation of departure and arrival, provided that the total amount so
drawn shall not exceed the freight charges for transporting, the car by
passenper train, If, however, the officer transports the packed car by
passenger irain, instead of goods iraln, the reimbursemsnt of the rsil
freight will be limited to the freight by passenger train of an unpacked car.

MeTe: When & car i frain spored By rail or 225 or partly by mail and pastly by sea at Gowvarnmeant
gapanses from one post to another and the Ofiicer chooses to have the car boxad with a view
to minimising the risx of damags to the vehicle in transit. The actua! cost of the frefght 2nd
packing shanges admissbie undar sub-para (2] may be reémburzed 1o the officar, Provided that
the ampunt 5o payable 4ees not excaed the cost of the freight and other necidental changas that
wiziid hawa been admiseble under sab-para {2 had the car besn fransporied unboxed. The
reimbursameant will be allewed to the oificar on production at a cedificats from tha Head of the
Mizaion or the Ministry of Forsign Affairs o the eifect thaf the amount cleimad by the oificer on
thre trenspo of the boved car goes not excesd the amount that woukd heve bean payabile By
Eovemment on that acoount had the car been ranspoted unbaxes,

{4}

Transport of Car by Read : YWhen tha gar & transported by road under its
own powsar between stations connected by rail or steamsr, or partly by rail
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ar partly by steamer, the officer may draw an allowance of twelve paisa &
mile In respect of the motor car, the distance fo be reckened for the
purpase of this concession being limited to the distance by the approved
route between the stations Dy rail or steamer or partly by rail and partly by
stearmar, Whara the car is transported partty by rail or steamar and parthy
by road the officer may draw the allowance of 12 paisa a mile for the car In
respect of the road journey,

NDTE : The concession wder ihis sub-pard shall not be admissble 1o &n olficed who 2 0ot enililed o transfer fis

gwncar by rail of steamier 2t Govemment sxpense undar the pravisions af sub-paca (7).

Daily Allowance :

3

[}

I addition to the Traveling Allowance provided for in the above paras &
Gavemment officer governed by erstwhile P.F.5. Rules, 1882 may draw Daily
Allowance for sach night at a plage of halt on duty or forcad halt outside the
Headguarters in e following circumstances ;

ta)  While: on authorized duty in cases refarrad toin sub-pars (2} of para 2 [I1).

{b) In all cases whare Travelling Allowance is payable to the Govemment
senant under the provisions of Chapter X except when Travelling on l=ave.

Tne Daily Allowance is & uniform allowanca for each night spent at a place of
halt cutside the Headguarters on oOfficial duty. Ik Is intended 1o caver the
ordinary dailty charges incurred by an officer in consaquence of such absance.
It genaraily covers axpansas on food and sleaping ascommadation.

Full Daily Allowance will be payable In respect of the officer, his wifa and
children above twelve years and one half of the full allowance for every othar
member of s lamily above the age of twehve months and three-eights of the
full allowance far the servant whom the officer is entitled fo take with &t
Eovemment axpenses

Daily Allowance mentioned in para 5 above will be payable for the officer's wife
it she accompanies him under general or special permission obtained in
advanca from the Government in cases referrad to in Mote 4, under para 2 (V).

The rates of Baily Allowance will be regulated by the office Memorandum from
the Ministry of Finance No. MF/EF-2{B)2{19)/81/25(2000), dated tha 2™
Fabruary 1981 (Appendix C) and such other order as may be Issued by
Govemment from time to time.

{1} During transit in journey by rall, road or sea an officer may claim daily
allowance at fitty per cent of the normal rate for every twenty-four hours from
the time of departure-from the station of duty to the time of arival at the next
station of duly, On the outward journey, Daily Allowance will be allowsd for the
next place of his duty, Similarly, on the retumn jourmney, Daily Allowance will be
allowed for the place of duty whare he last stayed on duty,

Mote s (1) I focd is included in the fare, the rats of Dally Allowance for svery twanty-faur haurs in

tremed will o2 only twenty par cen of the nermal rate.
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13 For pariogs = lsg: fan fwenty-lour howrs or far the broken periods in érangid an afficsr
may clams ane-icarth of I6e angit rate of Daily Allowance B eveng Six Baus o racthn
tharaol

i3y Qunng tranel By &i, Daity Allgwance will be admissible-as laid down v subpaa | 1) ang
read with Hlals | atave 1or the entirg durelion of ransd of each joumey from ks stabnn of
commancemsnl of the iurney fo.he destingion

Jdoining time (Travelling Time) !

8, {1} Joining time of the Dificers belonging o Bangladash foreign serace would
ba governad by olowing rules. Jdoining fime will ba reckonad a5 duty and
will b2 aomissible &5 provided lor Below 10 cases of jourmays for which
faras are pavable by the Government

(@) In the case of |ourney on transler from a post abroad o & posl n
Bangladesh or vice versa or from ong Mission 1o anothar, the actual fims
spant in transit fram the ofd place of duty to the new plaoe of duty. by the
aporoved route noluding such forcad halls as ara certified by the officer
clus six days for preparation. If the jousnay is performed in the Government
servani's own car, the jeining tme shall be the actual ime spent in trans:
or that admissible had the journey been performad by the approved route.
whicheveriz less

foi  In case of journeps on feave 1 (1) The astwal ravaling nme, that 15 the hims
laken tor the oubward and the retutn ourney by an approvead route between
ire statign from where he procesds on leéave and the naarest oorl of
debarkation In the country whera he spands his leave. insluding foroed
halts. i any, enroute o be cerified 85 in clauss (5) provided that, i1 ihe
leawve is spent in & couniry othar than Bangladesh the travelling time thus
allowsd not exceed the fime occupied by a-journey to and from the neares!
part of dezarkation in Bangladesh by an approved rouse

{iil} Trawvelling time vl be sllowed not morg than once [n every wa years of
service abrocad on duty or in the case of an officer serving in sni of-the
localites geclarsd as unhealtny for purpose of leave [(hargdship slations) not
rmare than orse i avery sighteen manths.

Mate: Inthe cess of pournays on leave Dy sea 10g jpining hma 16 beallowed lo an ollicgr shat Be

reaticted to e jeiung ima which would have been admissible 10 him i 1ha joumay =ad been
perarrrees Dy alr,

) In the case of jgurneys 1o |oin & new post on raturm from [2ave, joining ime wil
be reckonad as in clause () from the place where the officer was spending tha

leave or from the oid station whichever 15 lass. |1 the leave 1aken excesds four
rmonths, no pragaration and transit time can be taken,

Il.  Extended joining time: The Ministry of Foreign Affairs may grant 1o an officer a
longer penod of jpining tima than is atherwisa adrmissible, subjact 1o .a maximum
o thirty days.

. Joining time emoluments: The emoluments during |iming tme will be a5
foliows:
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MoTE |

(i} Pey:asdsfined in F R, 107 (al or (b} as the case may be and

i) Daily Allowance : As inparas 3 and 8 (1) al rate admissible for the Eountry
whare joining time is spent, provided that only fifty per cent of the rats of
daily alipwance would ba adgmissibla il an officer accupied accommadaion
provided by Govamment at the post where he relinguished charge or 21 the
post where he assumes charge. No daily sllowance will howswar be
admizsible for joining time spent at Headguarters,

ro astual sxpenses will be admissdde dunng jomesg Hms indluchng torsed halls and eanss
fime.

Travelling Allowance admissible to Ministerial Staff

1o

11

Government servanis transferred or postad abroad ara entitled to gst the

expensas incurred by them in cannaction with their jourmey for thamselves and
thair families, Tha expenses includs |

iy Actual fares;
i) transportation charges tor personal sffects: and

fiy incidenigl expenses sush-as charges for faxl. poriers, food for thameelvas
and their families. ato. {if this is not included in the fickets).

For the purpose of paragraph 10 the term family meens the official'z wife
legitimate children and stas chlicean resihing with biry and wheolly dependent on
tim. It glse ingludas major sons and marriad daughtars so long as they are
ragiding with and wholly dependent on am. Tha tarm lagitimate children does
riot inclede adopted children

fa} In eddition o the charges covered by paragraph 10 Govermment servants
ara also antitied to Daily Alldwances for halls enroute to the place of duty
provided the halts were unavaidable and were not due 1o parsonal desirs
of tha parsonal bensfit ot the official concarned

by The grant of daily allowance to the membars of the Minislerial and nan-
clerical staff posted in Missions abroad for the period spent as joining time
{i.e., & days for preparation and actual imsa in transit) on transfer from
Bangiadesh to Mission abroad and from Migsions abroad o Banpgladesh |5
regulated oy the conditions spacifiad balow

=

[*] Rates of Daily Allowance will be as laid down In Appendix ‘'C’ and will be
regulated by such orders as may be issued by Government fram tme o
tirme

(2} Full Daily Allowanca will be payabla in raspect of the official, hiz wife and
children above 12 years and cne half of the full allowance for every alher
mambers of hus family above ihe age of 12 months,

{3) During transit in journey by rall, road or sea an official may claim daily
aflowance &l 50% of the normal rates for every 24 hours from the time of
geparture from the station of duty to the time of ardval ar the next siation
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MoTes: (1)

(2]

i3]

14]

L

(6}

on duty. On joumney at the time of trarsfer from Mission abroad ta
Bangladesh Daily Allowance will be allowed for the last place of his duty.
Similarly on his journey on transfer from Bangladesh, Daily Allowanca will
be sllowed for the place where he resume duty in 2 Mission abroad. In
case of transter from one Mission to another Daily Allowance will be
allowed for he next place of duty.

it1o0d is included in the fare the rate of Cally Allcwance far svery 24 hours in transit will be
anly 20% of the normal rates

For periods of fess than 24 hours or for the broken perods in transit, an officie! may claim
_th of the transit rate of daily allowence for evary & hour or fraction thereof. Doring transit
By air Daily Allowance will be admissitis 85 laid down in sub-pare 3 read with Neta 1

ebave ter the antire duration of transit of each founay from the stafion of commencement
of the poumey o the destnation,

If &n official secupies accommodation provided by Government at the post where he
relinquishes charges or at 8 post where assumes charge afier transfar only 50% of the
rermial daily alowsnce will be admissible.

An cfficial will also be enflled to full dally slowance tor salf and members of his tamy for

forced halts enrcute to the place of duty provided that the haits were nat due 1o any
personal desire or pergonal bansdit of the official concamed.

No daily allowance wil be acmissitle for [sining ime: speni at Headquarters of the Ministry
in Banglacesh.

Foreipn Allowange #rid House Rant Allowanee will afso not be admisainie lor 6 days of
preparaion if en offlclal draws the daily allowance

13.  Air route Is not an approved routs for Ministarizl etaff including Supetintendent,

The

approved route n thalr case 1z the cheapeast one, Charges for the

transportatian of personal effects carried by the cheapest routs will be payable
Ly the Government up o the follewing maximum :

)

{b)

i possessing a famity
Gm-..'arr'.rnant servants of Grade 1l an
rhaUncs.

Sovernmeant servants of Grade . 15
maunds.

If not possessing a family :

Governmeant servants ol Grade 1 20
maunds.
Govemment sarvants of Grads [l ? 12
maunds.

This alsg includes the concession of excess baggages allowed by air at
Government expensas,

(z)

Where the personal effects excluding carsmotor cycles of officers and staff
ara transported by ship, the maximum maundage allowed undar the rules
will be converted into cubic fest on the basis of ene maunds being equal to
13 cubic feet for determining the transportetion charges payeble from

public funds. Charges over the above this limit are to be borne by the
Eovernment sepvant himseli,
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14,

18,

17.

18.

sk
i

210,

2.

It in any special cage Ministarial staff (including Superintendents) are aliowsd
by the compatent autharity to travel by air when posted or transferred sbroed
they can camry personal effects by alr but the payment for the excess bagpage if
any, will be fimited to that which would have been admissible had the entire
luggana been camied by the cheapest approved route up to the maximum given
in the precesding para.

Ministarial Government servanis {including Supariniendants) whe on their
transter from Bangladesh to posts abroad are allowed to travel by air, may be
allowead the cost of carrying laggage up to a maximum of 22 |bs, accompanied
or 44 |bs. unaccompanied as excess baggage or the actual expenditure
incurred in carrying the baggags by air whichever is less.

The wives of the Ministerial Governmant servants who are authorised by
competant authority to travel by air in the event of thair hustands' transtfer may
b allowed the cost of axcess baggaga to the maximum of 11 Ibe. accompanied
and 22 Ibs, unaccormpanied or the actual expenditure incurred on carming the
baggage by air, whichsver is less.

The limits menticnad I paragraphs 15 and 1€ are exctusive of fres allowance
giver by air companiss.

The concession of excess baggage by air sanctioned in Ministry of Finance
Q.M. Mo, 10(33)-1008/49, dated the 8" September, 1950 is not in additian to
ihe baggege, which officers are entitled o carry in accordance. with the
provisions of Ministry of Foreign Affairs and Commonwaalth Relations Memo,
Mo, Mi32/21/48, datad the 277 May, 1950 less the excess baggage carred by
air by the cheapest approved moute,

Whan an officer is transferred from one place to another he may carry baggage
by air subject to the limits prescribed in the Ministry of Finance O.M. rafsrrad to
above, but he must carry the ramaining luggage (limit prescribed in  the rlinistny
of Forgign Affairs and Commonwaalth Relations Memc Mo, M/32/21/48, dated

the 27" May, 1850 less the excess baggege caried by air by the cheapest
approved route.

If an officer wishes to carry excess baggage by air over and abova the limit
prescribed in the Ministry of Finance O.M. No. 10{33) 1008-1/43, dated tha 8"
Septembaer, 1950 he may do so but the cost of carriage of luggage which he is
entitl=d to carry but tha cheapest approved route {maunds 30-20, etc.) ag the

case may be lass the excess baggage carried by &lr as mantioned In paragraph
18,

Transportation of parsonal effects of staff under order of transfer-insurance,
packing and crating charges,

The staff under orders of transfer are antitied to have their luggage insured at
Gavemment expenses provided the maximum value of the insured property

does not exceed Tk, 3,000 in the case of married officials and Tk, 2.000 in case
of gingle officials.
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22, Packing and crating chargss for the trapsportation of personal efiects of the
staf under crders of transter are not admissible.

24, The chamges for storage pending shipment of the personal effects of officers
and clerical personal transferred or posted abroad from part of ine expensas of
transportation of personal effects and are, therafore, payable by Governmant.

24, It is the responshbility of the officers themselves fo arrange collection of the
B shipping documents from companies concermned and to take delvery of their
aoods at the pori of daestination in good Sme o avold levy of demurrage
charges. Help, if any, extended by Missions abread in dispatching the perscnal
= baggage. elc., of the officer is given as a matter of courtesy and should not be
guoted @z a justification for reimbursement of the demurrage charges
Govarmmant ig, therafore, not responsible for the payment of demurrage
c:harges which may be levied on their peraonal effects due to late recaipt of
shipping documents from Missions, eic.

25, Heimbursemesnt of expendiure on account of cancellation of reservation of
seats may be allowsd in cases of journays on transier sutject to the canditions
= on which such reimbursameant is allowed.

]
Pl
o

The sanction of the Ministry of Finance is essential in each indiadual case tor
the transportation of cars both in the case of diplomatic and non-diplomatic
officars.

27. Both in tha case of diplomatic and non-diplamatic officers certificaticon is
4 mecessany to the effact :

(&} thattha provision of the car at the old as wall as the new station of posting
ls assential in the interest of public sarvice; and

(b) that carcannotl be purchased at the new station on reasanable condition,

28, Difficer and staff postad [n the Missions abroad are allowsd insurance subject o
limnits fixed for parsonal effects. Insurance charges for cars are not admissibie n
addition to insurance charges allowed for parsonal affects. Mo crating charges
are admissible.

Members of the Ministeral staff including Superiniendents are not entitled to
racelve ransportation charges of their cars, while oh transfer,

29, An officer or a member of the staff who ls unable to find suitakle residential
accommadation immediately on his arrival a1 a new post is entiled to draw daily
allowances in lieu of fargign allowance and house rent allowance for himself and
hig wife at full rates for & pericd not axcaeding 28 days. Tha rest of the
members of his family above the age of 12 months are entitled to draw daily
aliowance at one half of the full rate per mamber admissible to him. Children up
ta tha age of 12 months are not entitled 1o any daily allowance. Private servanis

of an officar or official for whom fares have been paid by the Govemment will
draw daily allawance at three-gight of the full rates,
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30. The ctaim for incidental expenses showld be supported by a carlificate fram the

L3

a2,

Head of the Mission in the case of Goverrmant sarvants posted 1o Missions
gnd the Ministry in the cese of the Government sarvants postad at
Headguarters, to the sttect that the claim on account of incidantal axpenses has
paen carefully scrutinised and that the amount cieimed has been aciually spent
by the official

.an duty abroad :

The terms allowsd 1o Government official and non-cfficials proceeding to place
outside Bangiadesh on official business and Bangladesh basad officers and
staff posted in various Missions abroad while travelling on duly abroad except
on transfer are given in the Appendix C,

ta) When travelling abroad by rail - officials and non-officials will be entiled to
actual fara of tha clags to which they are entiied under para | balaw, No
extra Incidental fare will ba admizssible as for journey in Bangladesh, Trave!
by sea will not be undartaken except with the prior permission of the Head
of Deparment and In the case of Heads of Missions, the Ministry of
Foreign Affairs. The parmission will not be accorded except for valid
reasans and only after taken into account the extra cost invelved [ncluding
amalumanta duting the journey period). In such casag the period spand in
waiting for & passage by ship and on tha jeurnay by sea should be treated

as duty, jpining fime stc. but may ba treated as leave if duly applied for and
sancticned.

by Whan an officer performed joumeys by Road, traveliing allowance shall be
admissible as under ;

Journey between pleces connected by ral-
il By conveyance provided by Governmeant : under Supplementary Ruls, 182,

(i) By own caror under own arrangements ; Actual cost of Reilway fare by the
shartest route for the cless of accommadation to which the sfficer s
entitled.

iiiy By pubfic conveyance playing for hire charges : for a single seat in the
publle conveyance or railway fere of the grede to which the officer is
eniitied, whichever |5 |858.

Joumeys betwean places not connacted by rail-
(i1 By conveyance provided by Government under 5.8, 182,

(iy By own car or under own arrangament - Officars of categories First,
Second and Third will be entifled to Mileage allowanca @ Tk, 1.00, 0.80
end Q.60 paisa raspactively per mila provided that the officer certifies that
he had performed the read journey by taking a single seat in a taxl, Motor,
mint-bus or Motar lorry playing for hire.
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HOTE :

33,

MNOTE

34,

as.

There will be no occasion lor travelling under own arrangements by
officials of calegories IV,

(i} by Public conveyance playing for hire - officials or categories (1) to (i) will
not adopt this meode of transport. Officials of eategores |V will be entitled 1o
the fare of 2 sngle ssat by mini-bus or |mxi playing for hire between the
placas involvad.

For e pupase of 5.8 182 daily alowarca will b9 sdmessibés &1 the rates prascrbed in Appardis

(¢} If an officer travel by rall and a night journey Is involved, he may claim ihe

cost, it incurred, of sleeper acoommodation in the class to which he is
entitled.

Far the purpose of rallway journeay within a country abroad refarred to in para
32 [a), the government officials of the First, S8acond, Third and Fourth grades
(as defined in 5.R, 17), &nd non-officials will be entitled to the class of
accommaodation shown against each :

{g} Officials of tha First Grade drawing pay above —i 19 Class
TE. 1,003 per month end non-officials. (G2
(B) Officers of the First Grads drawing pay nat .o 1¥ Class
excesding Tk, 1.000 per month and 2™ Grade (Drdinary)
(c) Officers of the Third Garde . 2™ Class
id) Officers of the Fourth Grade oo 3% Class

In cases where ths raiiway of any country provide only two clesses of
accommadation, the Second, Third and FDU_ﬁI‘I Grade Officars will be antitled to
the lower ciass of socommadation

¢ DOfficials travelfing by ralil on tolr cutsides Bangladssh are aaditled fo claim, in addiificn to the
aciual rail fairs, D, A subject oothe llowing condftions
(@) 50% of the normel rate of D.A, shall be paid Tor every 24 hours of the rai
journey and 25% of the transit rate of D. A, for every six haurs or fraction
thereaf, celoulated from the time of departure from the last stetion o he
time of arrivel at tihe next station of duty, and

(b} ‘on tha ocutward journay, D, A, will be allowed &t the rate admissible af tha
next place of duty and on tha returm journay at the rate admissibia for the
|ast place of duty '

Grant of Caily Allowange to the local based siaff in Misslons abroad while
making journey on official duty :

Tha locsl based staff employed In Bangladesh Misslons abroad, who are paid
in aceardance with the local rates are allowed daily allowance at the ratas
admissible to smployass of the corresponding catsgory of the local
Govemment when on tour of official duty within the country of posting.

Tha officars and members of staff posted abroad are granted leave and
passage ai Government expense aiter they have senved abroad for 3 cartain
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parod, The cost of passaga by sea, rail or air does not, howevar include food
charges, Similary incidental expenses, e.g,, taxi fare, porterage efc., are not
admissible

38.  In the case of leave-cum-transfer incidenta! charges are admissible from the old
station to the naw station,

37. The paszages of officers and their families proceeding on leave to Bangladesh
are ordinaslly admissible by the cheapest spproved route, (e, by sea or rail
excep! in casas where sea passage is not conveniently available. In gll cases,
onor concurrence of the Ministry of Fareign Affairs, |5 necassary.

Tour in by air within or without jurisdiction ;

38, Touring by air should only be resorted o whan no othar means of conveyancs
are available or whara due to exigencies of services it is unavedabla.

3%, Stenograpnars or any other mamber of the staff should not ba takean an tour
untit it 1= absciutely necessary.

Attendance in courts to give evidence :

40. The period of absance of a Government servant who has been surnmoned o
give svidencs In a Criminal/Civil case not concernad with his official duty is
traated as spent on duty but no travelling allowancs is admigsibla.

Traveliing by Bangladesh Biman :

41, When travsiting on duty by Bangladesh Biman or othar air lines which provids
first clase and tourist class accommodation, Ministerial sfaft inciuding
Bupenntendents who are authorised by compstent autherity 1o travel by alr are
entiied 1o tourist class accommodation.

Local Taxes at Alrport :

&2, Local Taxes charged from passengars at cartain airports in canain counirses
which gre supplemantarny 10 airlines fares ara also relmbursabla 1o Governmeant
semvanis procesdmng azroad on official duty.

Touring of staf! outside thair country of posting :

43 The Head of Missions and ather officers serving abroad are not 2ntitled to taks
any of thelr staff on tour outside the countries to which they are accredited
without prior epproval of the Ministry ol Foraign Affairs,
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CHAPTER Xl

MEDICAL ATTENDANCE

Madical facilities :

1

2.

L

Ag per Instructions containged in the Ministry of Finance O.M. No.
MEA A1 720430081, dated the 107 Aprl 1973 Govemment servants serving in
the Missions abroad and thelr families are antitted to medical facilitiss under the
axizting rules namely central servica (Medical Attendance) Bulas, 1958, as
amerded from time to time. These Rules have been incomporate in Appendix |

The Medical Attendance Rules refarred fo abowve have been emplified and
modified to the extend indicate below in so far their application 1o the
Government servanis semving in Foreign Mission is concermed.

(1)

i

il

Tik
__CI:I'J,I

L]

[vi}

(i)

The expenditurs incurred on consultation of ccculists Is reimbursable by
Government provided it does not include charges for testing of eye sight

for providing of glasses, and provision of glasses. The cost of medicines
prescribed by the occulists in the treatment of eye dissases i alsa
raimbursable.

The Head of tha Misslon may appoint a locai medical officer ss
‘Authorisad. Medical Attendant’ and make arrangemenis Wwith f7im for

gHendance on the staff of the Mission on suitable terms with e poor
concurrence of the Govemnmen! of Bangladash. For the purpose of

employing a whole time medical practitioner or making payment of 8
manthly fees rather than peying for acltual services rendesred the orders of
the Ministry of Forsign Aftairs arg reguired in each casa,

Government ssrvants and their familles are not entitled 1o frea
conveyance for eongulting doctors unless tha place at which Govammeant

servant rasides is not the headquarters of the suthorizsed meadical
attandant.

Free medical facilitiss are provided anly the staff senl from Bangladesh
and Bangladeshiis recruited locally. 7

Class IV Government sanvants whather racruited locally or in Bangladesh
and their families are entitled to free madma! fan:ﬁltll:—.s |r| Gwernmam

_hospitals or othar analogous institutions. They are in no case enfitled to
“tecelve medical aftendance ‘treatment at their residence.

Head of the Mission may authorise the medical attendant o meke

Madical congessions include refund of cash of all therapeutic substances
usually supplied free (including patent medicing) provided the claim is
supported by certificate as required by the rules.
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i wili}

(i}

[}

A

{ai}

A %)

[xlv)

()

The familiss of Government servants are allowed free attendance and
freatmant (i) at thelr residences by the authorsed medical attendant only
iiiy at hospitals run by the Government of tha country concernad and also
cost on 2ach treatment (excluding diet charges), accomenodation, ordinary
nursing, etc., are payabie by Govarnment. Such treatment includes pra-
natal and pest-natal treafment and also confinement.

The hospital accommedation including grivate reoms in the hospital which
shouid be provided o different classes of Government senvants accoraing
to their status and the nature of dissase should be decdad by the Head
af the Mission in consultation with the medical officer.

Government s2rvant serving In Bangladesh Mission abread and
mermbears of his family when away from the station of posting, but within
the country of posting eitharon official or private business iz entitled to the
raimbursement of expenses on medical treatment.

The facitity of circumcision of sons of Govemmeant servanis posted in
Bangladesh Mizsion abroad is admissibie i1 11 is dona 81 3 Govemmant
hospital. In case the facllities do not exist in the Government hospitals of
the country, the sons of Government servants may get the treaimant at
Govarnmeanl expenszes by tha authorised medical atlendant. [T the
authonsed medical attandant is not a Surgeon the reatment can be cone

al Government expensa through a Surgeon recommended by the
authorised medical attendant,

Surgical cotton is not permissible at Govemmaent expense. The cost of
Gripa water 15, howsvar, reimbursable.

Members of families of Government sarvanis serving (0 Bangladesh
Mission abroad, who are transferred from one country @ ancther countny,
leaving banind temporanly mambers of their families on acocount of the
education of thelr children, etc., may ba allowed to racsive medical
tregtment 81 Government expenses according to the Ceniral Service
(Madical Attendanca) Rules, 1958 for a pariod of ons year in a particular
country from the date of transfer from that country of the Govarnmaent
servant concerned 1o anather country,

In foreign countries where facilities for inoculation and vaecination for
pravention of certain dissgses are not provided free of cost to ifhe
Govemment servants posted in Bangladesh Missiocns abroad the

sxpenditure mcurrad by Government servants on this account may be
resmbursad to them and membars of heir families,

Expanditure incurred by Government servants postad in Foreign Missions
on dental treatmient will be reimbursed to them by the Government i such
traatment 1§ recaivad from a dentist included in the panel of doctors of the
Missions, This does not, however, include expenditure on (i) Cleaning a2nd
filling of testh (i) provision of artificial dentures.

L —— =
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The officers posted in Bangladesh Missions abroad have been allowed medical
facilities within the scopse of Medical attendarce Rules, 1958 and in these rules
thare is no pravision for receiving medical treatment outeide Bangladesh. Tha
nfficers posted abroad are therefore, not entitlad 1o recatve madical treatmeant in
a country other than the country of their posting except with the prior sanction of

ihe competentauthonty. — =

Procedure for setting claims for medical charges in Bangladesh Missions
abroad :

4.

(i)

in relaxation of Rulss 258-A and 281-A of the Cantral Treasury Rules, Val, |,
the following procedure nas been laid down for setting claims for madical
charges In Bangladash Missions abroad.

[a} When a member of the staff desire to consult the authorised medical
attendant he must obtain from one of the officers of the Embassy an

authorisation slip addressed to the authorised madical attendant in the form
given below ;

“Farm of autherisation slip.

Address Embassy of Bangladesh

(MName of suthorised medical attendant)
Address !

FPlease examing M iissMrs. et cersere e ey e st sees s and ratum

this slip &t the end of the month aitached to vour total bill for atiendance on tha
staft of this Embassy.

This slip should accompany with your il for medical attendarce supportad by
& bred statement of the naturs of the patient's ilness and the treatment gven.
Should you considar that there was on reasen for Mr./idiss/Mrs.
........................... 13 consull vou personally please.

Cresignation of Oficsr,

n receipt of the slip the authonsed medical attendant will examing the patient
and record his opinion thereon whether the call was justified or not. If he fesls
that tha case nesds matemity, specialised or hospital treatment he should
nimself diract the patient to the medical authonties, or doctors concerred for
iheir services for maternity, specialised, or hospital treatment giving details of
dates, names, treatment given, sfc., and forwerd thase ta the Embassy together
with the bill for his own services supportied by the autharisation slips issusd by
the: Mission and cerifificate in the form shown as under
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Form of certificate of autharised medical attendant.

| heraby cartify that tha i e et e . treatment for which tha

attached hills have been presented was undergone with my approval Ery
kA A T wife/sonidaughtar of a member of the staff

........................ e L

L | = et R Y SRR

(@) If a meamber of the stafl reguires the servicas of the doctor inan emergency
or when the office is closed he can call on the authardsed medical attendant
withoul the authorisation slip referred to in {a) above. The authorized
medical attendan! should see such patienis but should insist on the

necessary authorisation slip being produced as soon as possible the next
day.

(2] As soon medicines have been supplied by the dispensary, the bill frem the
dispensary should be submitied to the Mission for payment supgorted by
the doctor's prescription. If the two are found to agree, payment should be
made Immediately Only officers of the rank of Third Secretary and above
ara permitted to check and pass such bills for peyment. They should,
howsewvsr, 2as that only such medicines are allowsd which are considsrad
essential by the authorised medical attandant for the recovery of the
patient and tenics, ste., are not prescrbed at Govemment sxpense. The
bills can either be submitted direct by dispensary or, i @ payment for the
madicines has to be made on the spot by the member of the staif,
receipted kill should be submittad by e person concerned to the Mission
for payment in the manner indicated abovea.

{d) (i} Tne expenditure involved for the payment of madical charges shouid be
debited to the budgst ot the post concemed under the head “tllowances,
Honorana, ets.”

(i} The paid bills (together with relevant certificates) exceading Th. 20
should be sent by tha Mission to the Additional Aceguntant General,
Foraign Affalrs, alongwith the monthly accounts and those for Tk, 20

or less retained in bound files for reference at the time of the local
aLdit.

{ii} The final decision whether the charges mads are acceptable remaing
with Government. Any charges which are unreasonabls in the ap iy
of Government will be raciaimed from the officer incuring them or in
Mﬁﬂmm who authorised their reimbursement from

ublic funds. It is desirable, therefore, that there should bBe prior
| consUliaficn by the Mission with the Ministry of Foreign Affalrs in any
case of doubt,

5. Fees charges for giving Injsctions where thay are charged separately will be
relmoursed to officlals serving in Bangiadesh Mission abroad.
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With the Introduction of *New National Grades" and Scales of pay vide Ministry
of Finance Notification Neo. MF{ID)-1-3/77/850, dated the 20" Dacember 1977
medical facilifes herfher to applicable lo the officers and stad serving (0 the
Bangladesh Mission abroad have besn ceased with effect from the 1% July
1577, They shall be paid a fixed Medical Allowance of TH. 30 per month (raised
to Tk. 45 par month with effect from the 1% May, 1380) in lieu theresf vide pars
1€ read with sub-para 1 (3) of the eforesald Notification,
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CHAPTER XII

MISCELLSANEQUS SUBJECTS

Brokerage fee of renting residential accommodation by Bangladash Missions :

7

The Heads of Mizsions have been authorised to pay brokerage charges up to a
fimit of 5% of the annual rent, it unavoidable while renting accommadation for
offica and residences of offivers and stali serving in Bangladesh Missions
abrogad. If and when 5% of the annual rent iz not accepiable to the brokers in
the cites of Paris and Bad-Godesberg the payment of brokerage charges up to
a sum egual to one month rent may be made In the case of renling
accommodation for Bangladesh officers and staft sening in the Embassias of
Bengladesh, Paris and Bad-Godesherg, Bevond the above limit prior approval
of the Ministry of Foreign Affairs is required in each individual cass.

Recovery on Accounts of water _I'rfgt_i_l}_g_ and lighting charges :

2.

In cases where charges on account of water heating and highting and other
services and utifities, from part of rent collectively or separately in respect of
rasidential or Hotel accommeodation supplied to officers and staff serving in
Bangladesh Missions abroad, & cerain percentage of the rents should be
recovered from officers end staf concemed for water, healing, lighting and
ather servicas and utilities. The percentags deduction o be mads will ba
determined by Government on the recommendation of the Head of the Miasion,
Govamment's llabillty |s limitsd to acual payment made on account of rent less
daducton on account of zervicas and utilities mentioned above.

It has been decided thai in all cases where charges for heating electricity and
water are included in the house remt bills and cannot be separated recovery
therenf should be made from the occupants concemad at the following rates
with effect from the 1 May, 1866.

{Ii Heating : 2% (Two per cent] of the monthly rent of rasidential
accommodation.

(it Lighting: 2% (Two per cent] of the monthly rent of residential
accomrnadation.

(iii) Water : (Two per cent) of the monthly rent of residential eccommedation.

Hiring of Taxis :

4.

When for any reason such as non-availability of siaft cars, officer's have to use
other means of transport at Govemment expense, recourse should not
immediately be had to taxis. When the particular joumey ¢an be carded out
gqually well by cheaper forms of transport such as buses, frams, etc., it should
be carried out by those means and taxis should only be hired whan absolutaly
unavoable,
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B

Taxl hire should not, be paid o Government officials proceeding io places
oulside Bangiadesh on official business for journays batwsean the place of work
and the hotel or other place of residence of the Governnmeant servants as such
journeys cannot be regarded as journeys on duty. In respect of other sarvanis
on official duty taxi-hire may be paid,

Ona cenificate baing fumished by tha officer concernad to the affect that the
journgy tor which taxi-hire is claimad was nol a journey betwaan ths place
residence and place of work and was made on oiicial cuty.

Tips to waiters :

B

Tips to waiters at official entertainments can only be paid and charged io
Government account it includad in the bills of catlerers.

Printing of Cards :

-

I supersession of all previcus instructions on the subject, the follewing fresh
instructions havea been issued 1o the Bangladaesh Missions abroad |

(11 The cards should l:u printad in the name of the WMission, officia] laveal
should ba specfied by the Heads of Missions and genarally they should be
issued under his signature.,

(2} Distribution of cards should be restriciad to the country of accreditation of
the Head of the Mission,

(3} ‘Cost of cards sent out by the Heads of Missions and officers in their
parecnzl capacity should oe bamea by tne persons concerned.

{4) Exchange of greeting cards with officers of the WMimisiry, Bangladesh
Diplomat in other Bangladesh Missions and ofher Govemment servant
shouid not be done at Govemment account,

(5] Heads of Missions can sanction expenditure on this account up to Tk, 760,

Printing of visiting cards of Bangladesh Farelgn Service Officers :

a.

The expendiiurs on the printing of visiling cards must be bome Dy the omcgrs
themsaehes.

Telephone :

2.

10,

The telephone charges as laid down in s&ral No. 48 of Appendix B of G.F.R.
Vol I also inciude call charges. In accordance with tha above provigion the
Haad of the Mission being the Head of the Depariment is autnersed 1o sanction
teiephone charges which are inclusive of ogil charges for connections of office
in his charge with existing telephone system whatever the amount.

Driving licance feas of any chaufieur employed in the Missians |s not legitimate
charge an Govarnment,

Page 108

L

-

ey

frer




/

"f'i'l

Finenzial Instructions

Contribution towards joint gifts :

Bangladesh Heads of Missions can incur expeanditura on farewall presants to
foreign Ambassadors and other foreign Heads of Missions an the following
terms and condifions |

() The expenditure will tenstitute 8 contribution towards & joint gift given by
all Heads of Missions to a departing colleagus.

(b) The expenditure on any singla cceassion will not exceed the sum Tk, 500.

(¢} The total expenditure on this account will not exceed Tk, 3,000 per year in
any perticular Mission.

{d} The expenditure will be incurred from within the sanctioned budget grant of
the Mission.

Contributory payment in respect of breakages of crockery, Glassware, ete. :

12, Government will pay only 25% of the cost of the breakages gnd the Head of the
Mission will pay the rest.

13, Forwriiting off logses through the, negligence, etc., in the case of Govemmeant

propery on the charge of the Head of Mission, prior approval of the Ministry of
Fargign Affairs is sesantial.

Membership fees of the Professional Institutions :

14, Payment of subscription for membership of professional institutlons should not
be charged to Government. Thess subscriptions should be paid by the

individuals themselves and the payment made on their account will not be
reimbursable by Gavernmant.

Concessions admissible ta Heads of Bangladesh Diplomatic Mission :
15. The Heads of Bangiadesh Diplomatic Misslone abroad and the Head o

indepandant Consular pasts have bean granted the following concessions ;

(i Free completely furnished house with curtaing, cushions, carpatg, kitchan
eguipment, table-ware, house hold and tabls linen, garden egquipment,
glass, Chaina cutlery and silver, etc. and a refrigerator.

{ily Maintenance at Government expense of gardens and grounds attached to
the house including pay, atc., of the gardenar,

(i} Half the cost of watar, haating and lighting will ba borne by Gavernment.
e

| —

{iv] A car and its upkeep (including pay and aillowances of tha driver) at
Govammean! expansas or a suitable allowance in lisu tharsof.

The tam *Haad of Diplomatic Missions™ cover High Commissioner and Deputy
High Commissioners whan the later ara not postad in the same place, The term
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"Haad of independant Sonsular posts” covars Consuls General and also cover
Consuig, Vice-Consuls who arg posted in places whare thare is no consular
officer senior to them. It does not apply to Consular Officer whose residence is
at a place where there is a diplomatic Mission end where the consular efficer s
conssguantly in e sams town as the Head of the Diplomatic Mission (Ministry
of Foreign Affairs and Commonwaalth Relations letter No. MIBS/AET, dated the
5" Jdanuary, 15948 and memog Mo, MB/SMT, dated the 7 Aprii, 1948 and Mo.
M/B/B/AT, datad the 207 April, 1948).

; Yearly Returns of Inventory of Government Property etc. :
o

16. The Dead Stock Regsler required 1o be maintainad by all Bangladesh Mission
sbroad should include - {a} the number of articles received, (I Voucher Mo, I:I::I
cost incurred, (d] number of ariicles disposed of, disposed of and suthority
undes which disposad of (whether sold ar writtan the sceount, and orders of
compatent autority. deciaring it unservicsabla, etc.) and {e) belance In respect
of each kind of articlas.

The yearly inventory {due 1% January avery year) should consist of the detalls
of the purchases, eic., made during the period of one yaar only preceding the
prasoribad data for its submiesion in the fallowing farm :

(i} Serial Mumber, {ii} Mame of Aricle, (i) Number of Aricies, (iv) Price paid
localBangladesh currency, (v} Date of purchesslreceipt, (vi) Vouchsr
number, (vii) Month and date of Voucher, (vii) New or sacond hand and
{lx) Ramarks,

Tha foliowing cerificate should be fumished in leu of the full inventiroby

“This is to carily that & ull physical check of all property on charge of this
Mission was camied out under my instruction on .o (hers
mention tha data), Excapt for the amendments indicated in the annexure 1o
this letter, the Inventory is complete s indicated in out earlier latier
OORRPE S (here number and date of the last [stter forwarding the full
details of the invantory will be guoted”.

It there have been any charges in the inventory such as additions, alternation
replacements or wriing off, these details should be indicated in the annaxura,
Tha annexure will indicate the pages and items of the |ast statement of
inventory against which modifications are necessary. It will also guote the
requisite authority for writing off, replacemants or renawals,

Tha prescribed date for closing the return should be rigidly adhered to.

The inventory should invariably be supported with ThF' following I:EI'tIfICE![E
re*:urdaﬂ thereon, EIQI'IE!d I:l:.,r the Head of ths“ﬁﬁdnc:ﬂr:,r S O

e R e LTt R e e et i o i e

() That all articlas shown ae E-l':!lﬁll'lg balance h.:.wa bsen Inspected chackad
W with the Dead Stock Begister
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17

{ii) that all new supplies up to date have been brought on the Dead Stock
Haegister,

(il} that the articles in stock agree with those shown in the Dead Stock
Hegistar,
(W) that tha inventony is corract in all respect;

(v} thatthe sale proceeds have all heen correctly accounted for:

{vi} that sanction of compatent authorty exsts for witing off all aticles taken
off the Dead Stock Register; and

(vil) that the aricies have been physically varified with thoss shown in the Daad
Stock Register.

The Head of the Chancary should ensure that the discrepancies pointed out by
ihe Addilional Accountant BGeneral, Foreign Affairs i the inventoriss are
actually =2&1 right anc & cerificate furnished to that effect to the Ministry of
Foreign Affairs and Additional Accountant General,

All Missions shell send fheir returns direct to the Addiional Accountant Ganeral;
Foreign Affairs, with 2 copy o the Ministry of Foreign Affairs.,

Stationery Siores .

18

The procedurs for obiaining the supply of articles of stationery, atc., for the usa
of different daparimants and offica of the Ceniral Govarnment is laid dawn [0
tha Famphlet "Rules for the supply and use of Stationery Stores™ issued by the
Cortroiler of Prinfing and Stelioneany.

An account ot the Stationery Stores should be maintained in the form
repraducad at Appendix 'J'. The account should be balansad monthly over the
dated signature of the Officer-in-charge or the Storas and the closing balance
for mach kind of articles should be cared forward as opening balance in the
account of the maonth following.

Care of Government Transport :

20,

{i) When an aliotment is placed at the dispocsal of an officer Tor Secret
Senvices, the officer concernad will maintain a contingent register in the
prescribed form in which the date and amount of each contingent blil will be
entarad with a nota of the progressive expenditure, Within the allotment the
officer may draw bills for such sums as may be necessary, Such bills may
not be supported by vouchers,

(i} The general control of expenditure incurred against the aliotment will be
vested in the officer aforesaid, who will be responsible that aceounts are
duly maintained and that payments have been properly mads for the
purpose-for which the appropriation has been made,
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{iii)

(1)

The officer aforesaid will maintain in the form of a cash book 2 sacret
record of the expenditure and receipts (if any)} connected with the
allatrmant. This record should contain the amount and the date of each
paymant and such Indication of ite nature as tha oificer mentioned in para
{iv) below may congider necessary in arder to enable him 1 discharged the
responsibility placed upon him by the para. The amounts drawn from the
Mission an cantingent bills will be entarad in the eash bock on the receipt
side, tha number and date of the bill being noted against the entry,

In respect of each officer authorised to incur Secret Service expenditurs
Eovermmeant will nominate & Contrelling Officer who should conduct at least
once i every financisl year; a sufficiently real administrative audit of the
expenditure incurred and furnish a certiflcate to the Additional Accountant
General in the foliowing form not later than the 317 August following the
year o which it relates :

*| hareby certify that the amount actually expended l:lg ma or under my
authority for Secret Service in the year ending the 30" of June was Tk,
............. that the balance in hand on the 30" of June, was TK. i,
and that this balance was surrendered by short drawing in the first bifl
prasentsd during the year and | declars that the interests of the public
sarvice required that tha dbove payment should be mads out of Secret
Service funds and that they were propanty so made™.

Annual return of non-gazetted Establishment :

21,

HOTE ;

Early in June sach year, a detzilad statement of the permanent establishment
axisting on the 1" June, should be prepared by each head of office in lorm
G.F.R. 19 and transmitted to the Additional Accountant General, direct as socon
as possible not later than the 18" July. The directions given by the Auditor-
Genaral with regard to the prepamation and submission of these returng &re
containad in Appendix 7 of the campilation of Ganeral Financial Rules Vol. I1.

The detailed statements should be prepared in two pars, one for permanent sstablishment

Incleding permanent end officlzting Incumbents of permanent post and the othar covering all
temporary gosls In exisience on the 17 July.

Supply of Forms &

22,

Tha Deputy Controilers of Printing and stationery, Dacca, maintain stocks of the
standard forms which are preseribed for use by the Gavernment offices. Heads
of effices should send their indsnts 1o the Deputy Controller concemead subjact
to the obeervance of the procedurs prescribed by him

Hiring of builldings for residential and offlee purpose of the Missions :

23,

Mo building should be hired by the Mission without the sanction of the
Govemment unless tha case is coverad by the provislons contained in item 32
(2] of Appendix B of the Compilation of Genaral Financial Ruleg Val. Il
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Financial Instructions

Such hirings are also subject 1o the usual restrictions regarding the existence of
necessany appropriations and to any other monetary limit or other conditions
prascribed by the Governmant.

Tha Mis=ions concermad should maintain a register ehowing the parloulars of
the bulldings hired, name of the landlord, the date from which hired, the rate of
manthly ren! and the date of actual payment of the rent in respect of each
maonth, a separate folio to be sent apart for each building to watch and record
the monthly payments.

The hiring of each building should be preceeded by the axecution of a conract
petween the Misslon and the land lord. The terms of the contract should be
such &8s would safequard the interest of the Govermment.

AgS s00n as a contract hés been executed, 8 copy of the same should be
furnished ic audit.

Mote - Tha contingent bills submitied with the aceounts m swupport ot the Faymenis i remt should

indicale the numberand dale of sanclien a autherising the expenditure. the pariculars of tha
buliding hired, and the peEred o which the ranl has bean paid.

Remittance of servicing of the Home-based officials :

24

Govarnmeant ssrvants serving in the Bangladesh Missions gbroad, on the eve of
their transter fo Bangladesh or to ancther Mission, may be permitted to remit
their serving including the sele proceeds of their cars and others psrsonal
effactz through the Missions. The amoun! deposited by an official with a
misgion will be reimburzed to him either at Headquarier or @ hiz place of
pogting &t the official rate of exchangs, after the accounts officar concerned has
veritied the credit'in the accounts of the Misslon and autharised payments of an
equal amount 1N our MNational cumency vis-2-wWs ioreign cumency, as ihe case
may ba,

Head of the Mission are requested to ensure that the remittance of saving of
officers and staff through the Missions imprest accounts does not cause any
wviglation of the Foreign Exchangs Ragulation of the host countres,

Grant of Foreign Exchange facilities to officers posted abroad :

Home basad officars, on first end subsequent posting abroad, are entitled to
draw Foreign Exchange as parsonal guota on the following scale for purposes
of initial Establishment in the foreign couniry concemad.

The sbave facilities may also apply to preas Attache, Education Attachae,
Cultural Attache, Miary Attachs, Labour Attache, Agricultural Attache,
Commercial Atieche, Ecanomic MinisterCounsalior and other gimilar
categories of officers on their first and subseguent posting abroad.

The Taka covers will be provided by the Officer himsslf out of his own
respurcas. The amaunt of parsonal guata so released wili bs agjusied against
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Financial Instruciions

the foreign exchange allocation of the administrative Ministry concarned during
the relevant shipping perlod :

A (1) Ambassador - B. iy Ambassadors may be aliowed -

iy Maximum of £ 30 free exchange PATERIIC WRCHickge. L E Rt

F2h : the whole amount would be
admissible onoe in the caraar, and recoverabie In Foreign Exchangs

) Up o s similar smount as advance in 10 monthly instalments,
repayable in foreign Exchange in |
10 monthly instalments. '

' Ail ether olticers and staff

(including Diplomatic officars).

(il 1_ month's pay subject ta &
maximum of £ 500 buf the whaole
emouni will b= mcoverabla in

| foreign axcharigs In 10 monthly

instalrmants.

(21 AN obher alficers and  stafl
; (inciuding diplomatic officers and
| alse Clazs | and class |l officars |
: postad abroad buol not glven |
diptomatic rank)

fi} 1 manths selary subject o a

eimum af £ 500 of Farsign
i Exchange admizsible once in I
career, and |

Gil] wp to e similar amount &8s &n
advance repavable in foreign
Exchangalin 10 Instalments.
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