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Preface 
This Training Manual has been prepared on the basis of a training needs assessment of 

officers and staff of the treasury offices of Balochistan. The exercise was conducted through 

review of the organizational setup, interviews of human resources, feedback and comments of 

the major stakeholders, and input of Subject Matter Experts belonging to professional 

organizations including AG Office and Finance Department. 

The Manual has been developed in an environment where there is no organized training 

mechanism for professional development of the treasury employees. So far, the Finance 

Department has been outsourcing the training of treasury employees to the local training 

institutions including Pakistan Audit & Accounts Academy and the National Institute of 

Management. Some foreign funded programs have also been collaborating in fulfilling part of 

the training needs by arranging short courses on some selected aspects of treasury functions. 

However, these attempts have not been organized in the sense that the training sessions have 

not been focused on real needs of the employees. Besides, there are no follow-ups and no 

attempt has been made to develop a proper training manual that may serve as a guide for 

trainers and facilitators. The training document prepared by Pakistan Audit and Accounts 

Academy Quetta is actually a compilation of some of the relevant regulations and some material 

on related subjects like management and IT. Besides, the reading material is not comprehensive 

as it does not cover all activities of a treasury, does not delineate any learning objectives, and 

the topics are not linked with ǘƘŜ ŜƳǇƭƻȅŜŜǎΩ real training needs. 

This Manual contains a guide for trainers that can be used to lead them through the 

main functions and rules and regulations governing the prime functions of treasuries. One of the 

main deliverables of this Manual is to create awareness among the treasury employees about 

the knowledge of rules and regulations and significance of training in professional development 

of the employees. It includes reading material condensed from the relevant of books of 

regulations. It also contains practical notes which will help in encouraging the participants to 

bring in their own experiences, share their ideas, and apply them to their own work situations 

during the training sessions. After initiating a mechanism of organized training programs for 

treasury employees, this Manual is recommended to be updated regularly in terms of feedback 

and experiences of the trainers. This will help in adjusting the training modules according to real 

needs of various employee categories having varying capacity levels. 
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Introduction to the Manual 

Purpose of the Manual  

1. This Manual is a pioneering effort to provide training guidelines and selected reading 

material for formal training of treasury officers and staff in a professional format. It includes 

integrated training material that addresses all existing key functions of treasuries by 

providing a better understanding of the key concepts of financial administration and their 

linkages. It is mainly designed to help in improving performance of the treasury officers and 

staff. 

2. The Manual focuses on promoting knowledge of financial rules and regulations governing 

the TREASURIESs of Balochistan. Its aim is to facilitate the development of professional skills 

of treasury employees, enabling them to perform their functions in terms of the prescribed 

rules and regulations. The training objective is to strengthen the institutional capacity 

among the treasury employees for improving general performance treasuries in handling of 

financial administration. The Manual is primarily targeted for capacity building of treasury 

employees for their workplace situations but is also suitable for being used, in a flexible way, 

to prepare for the promotion examination of treasury officers. 

3. Previously, an attempt was made by the Pakistan Audit and Accounts Academy, Quetta to 

compile rules and regulations relevant to treasuries, in the shape of a booklet. However, the 

compilation cannot be termed as a training manual as it is simply a reproduction of original 

text from various books of financial/treasury regulations. The booklet does not contain any 

material for training design and learning objectives and the compilation of reading material 

is quite outdated. 

Target Audience 

4. The Manual is aimed at providing basic material for the training of Treasury Officers, Sub-

Accountants and Assistant Accounts. It will be useful as a conceptual guide for trainers and 

as resource material for participants in training courses to be initiated for the treasury 

employees. It also has the built-in versatility to be applied for training programs in case of 

District Accounts Offices of other provinces as well. 
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Training Objective 

5. The objectives of this Manual is to enable the participants in developing the following skills: 

a) Recognize their main responsibilities and duties regarding treasury service. 

b) Demonstrate knowledge of rules and regulations governing treasury activities. 

c) Apply financial regulations while handling all government transactions. 

d) Communicate with major stakeholders and clients, effectively. 

e) Prepare initial accounts accurately within the prescribed timelines. 

General Guidelines for Trainers 

6. Following are some general guidelines for the trainers engaged in delivery of various 

modules of this Manual: 

Interactive Mode 

a) The training programs of all modules of this Manual are recommended to be 

conducted on fully interactive basis while ensuring involvement of all participants. 

The aim of each session should be to encourage and promote ownership of the 

learning outcomes. It is important to show participants, from the beginning, that 

the training approach is based on the mutual sharing of knowledge and 

information. The participants should be given sufficient opportunity to express 

their feedback on various concepts and practical issues pertaining to the operation 

of treasuries. The trainer should customize the training methodology according to 

nature and composition of the class of participants and keep in mind the following 

points during delivery of the module: 

 Facilitate discussions by encouraging input from all participants. 

 Ask them for questions or clarifications, at regular intervals. 

 Ask them to discuss how the subject matter correlates to their personal 

experiences. 

 Give them some time to read the handouts, as and when required. 

Team Work 

b) The trainer should induce team work among the participants to encourage shared 

learning of the norms and practices of financial administration. This will require 
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special effort and motivation since majority of the treasury employees are not 

used to work in teams, particularly in formal training sessions. Composition of the 

teams should be periodically changed to allow maximum exchange and sharing of 

information. Each team should name a reporter on a rotating basis so that every 

participant is given the opportunity to make a presentation on the training 

module. The trainer is also advised to design seating arrangements in a manner to 

facilitate face-to face discussion and team work. Ideally each team - five to seven 

participants as a maximum - should work around a table to avoid the image of a 

typical class in schools. 

Impact-Oriented Presentation 

c) The trainer should develop PowerPoint slides based on the reading material given 

in the Module. It is advisable to distribute copy of the PowerPoint presentation 

before the training session and the reading material after the session. This will 

help them to explore the concepts, from their own working background, without 

being biased by the information provided. Other audio-visual aids like white board 

and flip chart should also be used for creating impact on the participants.  

Reading Material 

d) The reading material in each module comprises of listing of selected rules and 

condensations from some prime regulations related to each topic. They actually 

act as pointers for studying the main books of rules and regulations. The 

participants should therefore be guided and encouraged to go through the 

relevant rules in detail after each session. 

Training Equipment 

e) The trainers should have the following equipment at their disposal: 

 Computer with Multimedia Project to deliver PowerPoint presentations. 

 Flip chart for group activities and presentations. 

 White board with colored markers. 
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Organization of Modules 

7. The Manual is divided into six main modules. Each module contains broad guidelines for the 

trainer, followed by reading material including key concepts about the main functions of 

treasuries. Broad learning objectives have also been defined for each module to allow 

consistency and relevance in the training process. The Manual has been designed to 

facilitate generalized applicability of the prescribed rules, regulations and procedures in 

various treasury activities. The training approach illustrated in the Manual provides an active 

learning experience for participants. Some sample checklists have also been provided for 

various categories of financial regulations to facilitate their adoption by the participants in 

their actual activities. Key readings are suggested for each module. They may form part of 

ǘƘŜ ǇŀǊǘƛŎƛǇŀƴǘǎΩ handouts and exercises or serve as an additional information source on the 

topics presented.  

Module Contents 

Module-1:  Introduces the key concepts of financial administration. The reading material of 

this Module provides a general introduction and overview of the various steps 

of financial administration ranging from the main categories of government 

accounts to budgeting and introduction to the New Accounting Model. 

Module-2:  Provides the main features of organization and control of treasuries and 

describes the legal basis of financial administration by listing the key regulations 

prescribing governing organization, operation, and control of treasury functions. 

It also describes the accountability mechanism prescribed for treasuries. The 

aƻŘǳƭŜ ŜǎǎŜƴǘƛŀƭƭȅ ŎƻƴǎǘƛǘǳǘŜǎ ŀ ǇǊƻǇƻǎŜŘ ƻǳǘƭƛƴŜ ƻŦ άwǳƭŜǎ ƻŦ .ǳǎƛƴŜǎǎέ ƻŦ ǘƘŜ 

treasuries. 

Module-3:  Describes the basic principles and procedures for handling of receipts and pre-

audit of payments. It contains some useful material condensed from the 

Accounting Policies and Procedures Manual. It also provides a model checklist 

for processing of payment claims in compliance to the main provisions of the 

Treasury Rules and General Financial Rules. 

Module-4:  Gives an overview of the principles and procedures for compilation and 

submission of accounts, based on the main operations of treasuries. It explains 
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the rationale behind the New Accounting Model and its implications for 

financial administration. It also lays down the criteria and method for 

classification of financial transactions under the CoA1 and identifies the main 

features of the accounting function of treasuries, derived from the Treasury 

Rules and Account Codes. 

Module-5:  Provides an opportunity for the participants to develop their professional 

knowledge about the latest Government instructions regarding establishment 

maintenance of Assignment Accounts and Special Drawing Accounts (SDAs). 

Module-6: Comprises of reading material on some topics related to office management. 

The aim of this session is to facilitate learning of the basic principles and 

procedures of treasury administration. This Module covers the basic concepts of 

organizational mandate, an overview of Secretariat instructions, basic principles 

of office communication, the concept of internal controls, and salient features 

of discipline, leave and procurement regulations. 

Supplementary Reading Material: 

This contains condensed reading on the general principles and procedures 

related to the maintenance of GP Fund accounts and payment of GP Fund 

claims. 

 

 

                                                           
1
 Source: Handbook of Accounting Guidelines. 
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Module-1: Basic Concepts 

Overview 

1. This module which has been condensed from the Manual of Accounting Principles, 

introduces the key concepts of financial administration ranging from the main 

categories of government accounts to budgeting and introduction to the New 

Accounting Model. It introduces the basic concepts involved in the process starting 

from budgeting to accounting of payments and receipts. The aim of this Module is to 

establish a shared understanding of the basic concepts among the participants. 

Module Contents 

a. Consolidated Fund. 

b. Public Accounts. 

c. Introduction to New Accounting Model. 

d. Budgeting concepts. 

Learning Goals 

2. The aim of this module is to allow participants acquire a shared level of understanding 

of the fundamental concepts of financial administration applied in treasury functions 

including payments, handling of revenues, and preparation of accounts.   

Learning Activities 

PRESENTATION-1 

The purpose of this presentation is to familiarize the participants with the training 

course methodology by understanding: 

 Why the training course was developed? 

 How it is linked to the functions of treasury officers and staff? 

 What are its underlying vision, approach and content? 

 How it should be used to develop skills to improve performance? 

ACTIVITY-1 

The participants may be invited to: 

a) Define ǘƘŜ Ƴŀƛƴ ǘŜǊƳǎ ƛƴŎƭǳŘƛƴƎΣ ά¢ƘŜ .ŀƴƪέΣ ά/ƻƭƭŜŎǘƻǊέΣ ά/ƻƴǎƻƭƛŘŀǘŜŘ 

CǳƴŘέ ŀƴŘ άtǳōƭƛŎ !ŎŎƻǳƴǘǎέΣ ŀƴŘ ά¢ǊŜŀǎǳǊȅέ. This should take place in the 
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form of a brain-storming activity. The information generated during this 

exercise could then be jointly organized and serve as an entry point for 

understanding the meaning of these concepts. 

b) Divide the class into two groups and ask them to list some of the main 

transaction items classified under these two headings. Ask the groups to 

display their lists on flip charts to share understanding of the two lists. 

PRESENTATION-2 

Make a presentation about the meaning and legal basis of the two main fund 

categories. 

ACTIVITY-2 

Ask the participants to express their knowledge about the new accounting model by 

asking the following questions: 

a) What is NAM? 

b) Why is NAM introduced? 

c) How can it help in financial control? 

PRESENTATION-3 

Make a presentation about the latest changes in government accounting and 

preparation of financial statements. 

ACTIVITY-4 

Encourage the participants to go through the reading material by presenting the key 

learning points during the review session. 

PRESENTATION-4 

Introduce the basic concepts of budgeting and the guidelines for preparation of 

budgets. 

ACTIVITY-4 

Divide the participants into two groups and each to prepare the budget of Loralai 

treasury on the basis of part performance (refer attached budget page) and 

justifications for actual requirements. Allow one hour for the budget exercise and one 

hour for presentation by each group for class discussion. 

Time Allocation 

3. A minimum training time of 8 hours is suggested for this Module. 
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Reading Material: Module-1 

Definitions 

1. Following are some of the basic terms and concepts applicable to treasury operations: 

ACCOUNTANT GENERAL 

Head of an accounts office who keeps the accounts of the Federal and Provincial 

Governments, and when used in relation to a treasury, the head of an office of accounts 

to whom the accounts of treasury are rendered. 

THE BANK 

The State Bank of Pakistan or any Office or agency of the Bank and includes any branch 

of the National Bank of Pakistan, acting as the agent of the State Bank of Pakistan. 

COLLECTOR 

 The head of a district, or an officer nominated by the Government to be the Collector in 

respect of a treasury, and includes any other officer for the time being authorized by the 

Government to discharge the duties of the Collector for the purposes of Treasury Rules. 

FINANCE ACT 

It is the legal instrument through which the budget becomes an act of law. The Finance 

Act also makes the necessary amendments to existing legislation required by the budget 

e.g. amendments to tax rates, introduction of new taxes etc. 

TREASURY RULES 

They deal with the procedures and forms required to be followed in treasuries including 

offices or agencies of the State Bank conducting the cash business of treasuries. 

GENERAL FINANCIAL RULES 

These are essentially the executive orders which describe the financial powers of 

different authorities subordinate to the government. It lays down the prescribed 

procedure for securing and spending of funds required for discharge of officials 

functions entrusted to the authorities. All departmental authorities are required to 

follow these rules, supplemented or modified by the special rules and instructions, if 

any, issued by the government, and other special orders applicable to them. 

ACCOUNTING ENTITY 

An accounting entity is any unit of Government (e.g. ministry, division, and department), 

whose principal source of funding is an appropriation from the Federal and Provincial 

Governments, which prepares input to the accounting system. 
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Consolidated Fund 

2. It is the operating account of the Government, the balance of which is available for 

appropriation against the general operations of Government. It includes all moneys 

received, all loans raised and all moneys received in repayment of any loan by the 

Government. No expenditures will be met from the Consolidated Fund unless specified in a 

duly apǇǊƻǾŜŘ ά{ŎƘŜŘǳƭŜ ƻŦ !ǳǘƘƻǊƛȊŜŘ 9ȄǇŜƴŘƛǘǳǊŜέ ό{!9ύΦ It is a requirement of the 

Constitution that no expenditure from the Consolidated Fund shall be deemed to be duly 

authorized unless it is specified in the Schedule of Authorized Expenditure. The Constitution 

also requires that the Schedule of Authorized Expenditure will lapse with the passing of each 

financial year. 

Public Account 

3. The Public Account consists of those specific purpose moneys for which the Government has 

a statutory or other obligation to account for, but which are not available for appropriation 

against the general operations of Government. It comprises of a series of accounts, each of 

which will have specific rules governing its operation. It includes moneys received by or on 

behalf of the Government, other than those belonging to the Consolidated Fund and 

moneys deposited with the Supreme / High Court or any other court established under 

authority of the Government. All receipts and withdrawals from the Public Account will be 

regulated by Act of Parliament or in the absence of such an Act, shall be determined by rules 

made by the President / Governor. 

New Accounting Model 

4. The previous accounting system had a number of shortcomings. It did not conform to the 

Generally Accepted Accounting Principles, there was lack of information between budgetary 

and accounting data and the financial statements failed to provide meaningful information 

for decision making by the executive. Besides, the transaction codes provided in the Chart of 

Classification were outdated and created difficulties in categorization of transactions. 

5. The New Accounting Model (NAM) provides double entry book-keeping with proper 

classification of financial transactions to produce useful financial report through an 

integrated system of accounting, reporting and budget monitoring. It also has a built-in 
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mechanism for accountability of procurements and recording of fixed assets. The prime 

objective of NAM is to improve public sector accounting and financial system, provide a 

basis for enhancing public sector accountability, and to improve institutional capacity for 

economic policy-making and management. Following are the main ingredients of NAM: 

a) Accounting Elements: Revenues, expenses, assets, liabilities and equity will be 

recognized as detailed in the Chart of Accounts Manual. 

b) Revenues: All revenues will be accounted for on an as received basis, in accordance with 

the directives contained in the Accounting Policies and Procedures Manual. 

Example: A tax assessment is issued on 2 August and the payee makes payment on 1 

September. In this example the revenue would be recognized not upon the issue of the 

assessment on 2 August but upon the receipt of the cash from the payee on 1 

September. 

c) Expenses: All expenses will be accounted for on a cash basis or on a committed basis in 

accordance with the directives contained in the Accounting Policies and Procedures 

Manual. 

d) Assets: All assets will be accounted for on a modified cash basis in accordance with the 

directives contained in the Accounting Policies and Procedures Manual. 

Example: There is a three year development plan to construct a new building, with Rs 1 

million worth of expenditure being incurred each financial year. In this example the Rs 

1 million would be recognized in accordance with the principles on expenses e.g. Rs 1 

million in 19X1, Rs 1 million in 19X2 and Rs 1 million in 19X3. However, upon 

completion of the building, the building would be recorded in the asset register of the 

entity responsible for the asset at the constructed cost of Rs 3 million. Certain entities 

may choose to record the expenditure against a work-in-progress memorandum 

ledger. 

e) Liabilities: All liabilities, other than commitments (which will be accounted for on a 

modified cash basis), will be accounted for on a cash basis, in accordance with the 

directives contained in the Accounting Policies and Procedures Manual. 

Example: An entity enters into a three year lease with payments of Rs 10,000 

each financial year. In this example the payments of Rs 10,000 against the 

current Schedule of Authorized Expenditure would be recognized as a 

commitment upon receipt of the invoice and an expense upon making the 
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payment. The payment against future Schedule of Authorized Expenditure (i.e. 

the balance of Rs 20,000) will be recognized as Deferred Liabilities. 

f) Equity: Unless otherwise specified, the Government of Pakistan is the sole holder of the 

residual value of all accounting entities. 

Example: A self accounting entity is to be wound up. All assets are to be sold or 

transferred and any commitments are to be paid. In this example, any residual from 

the sale of assets less commitments would be payable to the Government of Pakistan 

i.e. the Consolidated Fund. 

g) Double entry book keeping: All accounts will be maintained on a double entry basis in 

accordance with the Accounting Policies and Procedures Manual. 

h) Classification of transactions: All transactions will be classified in accordance with the 

Chart of Accounts as outlined in Chart of Accounts.  

i) Recording of physical assets: The Government, through the development program, 

makes substantial investment in the community in the form of infrastructure and other 

assets. Government entities are given responsibility for the development, management 

and maintenance of these assets. For this reason it is important that the Government 

maintains proper records of the assets and monitors the entity responsible for the care 

and maintenance of the assets. In this regard, assets will be expensed, that is charged 

ŀƎŀƛƴǎǘ ǘƘŜ ŎǳǊǊŜƴǘ ȅŜŀǊǎΩ ŀǇǇǊƻǇǊƛŀǘƛon, upon purchase and recorded in an asset 

register as a memorandum record. The asset registers will record assets by category and 

will be used to report on the assets on a regular basis. 

Budgeting 

6. Budget is the principal document by which the Government sets out its financial plan for the 

following financial year, namely how much the plan will cost (i.e. expenditure) and how 

much and in what way, money will be raised to finance the expenditure (i.e. revenue). It 

consists of a number of documents: 

a) Budget Estimates: Accounting entities will prepare and submit budget estimates in 

accordance with the procedures set out in the Accounting Policies and Procedures 

Manual and Government Finance Regulations as prescribed by the Ministry of Finance. 

b) Annual budget statement: It is the summary of the overall budget position (revenue 

and expenditure). The Government will, for each financial year, prepare a statement of 
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the estimated receipts and expenditure of the Government. The annual budget 

statement shall show separately the sums to meet expenditure described by the 

Constitution as expenditure charged upon the Consolidated Fund and the sums required 

to meet other expenditure proposed to be made from the Consolidated Fund. The 

annual budget statement shall distinguish expenditure on revenue account from other 

expenditure. Under Articles 80 and 120, the Federal / Provincial Government will 

produce an Annual Budget Statement disclosing separately sums charged upon the 

Consolidated Fund, and sums required to meet other expenditure. The Annual Budget 

Statement is also required to distinguish expenditure on revenue account from other 

expenditure. Articles 81 and 121 set out those items that shall be expenditure charged 

to the Federal / Provincial Consolidated Fund, including the remuneration of the 

President and the Judges of the Supreme Court. Articles 83 and 123 provide that the 

Annual Budget Statement will, after passing through the Assembly, be authenticated by 

the Prime Minister/Chief Minister and laid before the Assembly, thereby becoming the 

ά{ŎƘŜŘǳƭŜ ƻŦ !ǳǘƘƻǊƛȊŜŘ 9ȄǇŜƴŘƛǘǳǊŜέΦ bƻ ŜȄǇŜƴŘƛǘǳǊŜ ŦǊƻƳ ǘƘŜ /ƻƴǎƻƭƛŘŀǘŜŘ CǳƴŘ ǎƘŀƭƭ 

be deemed to be duly authorized unless it is specified in the Schedule of Authorized 

Expenditure. 

c) Schedule of Authorized Expenditure: It includes grants made or deemed to have been 

made by the National or Provincial Assembly, in accordance with Articles 82 and 122 of 

the Constitution. It contains detailed estimates of Consolidated Fund - current 

expenditure and detailed estimates of Consolidated Fund - development expenditure. It 

is valid for that financial year only (Articles 80 and 120). Articles 79 and 119 state that all 

receipts into and withdrawals from the Public Account require an Act of Parliament or in 

the absence of such an Act, rules made by the President / Governor. 

d) General Instructions for preparation of Budget2: To prepare a realistic budget in terms 

of actual needs of the treasury, it is important to provide for all items of expenditure 

that can be foreseen for the given financial year, restricted to what is really necessary 

for the Office. Following are the basic rules: 

                                                           
2
 Condensed from A Handbook for Drawing & Disbursing Officers. 
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1) The estimates should be prepared on the basis of what is expected to be 

actually paid (under sanction) during the ensuring year, including arrears of the 

previous years. 

2) Under the provision for Establishment charges, detailed should be furnished in a 

separate form showing names, designations, and increments due. 

3) In the case of sanctioned establishment, whether permanent, temporary, full 

amount of the pay including increments which are likely to be drawn by the 

incumbents on duty during the period should be provided. 

4) Provision should not be made for those who are on deputation or are otherwise 

absent and are not likely to return in the year for which estimates are being 

prepared. 

5) For all fixed recoveries and fixed payments (other than establishment charges) 

the sanction fixing the amount should be quoted. 

6) Provision for losses should not be made in the estimates.  

7. It has generally been observed that Treasury Officers complain about lack of funds 

availability for procurement of very petty items including stationery and inexpensive 

computer items like mouse and keyboard. Similarly, majority of the treasuries do not have 

secured boundary walls around their premises simply because they have been unable to 

present their case for allocation of funds. It is therefore necessary that the treasury officers 

may take special interest in preparing budget estimates for such important requisites, duly 

ǎǳǇǇƻǊǘŜŘ ōȅ άǿŜƭƭ-ŎƻƳƳǳƴƛŎŀǘŜŘέ ƧǳǎǘƛŦƛŎŀǘions. This will also require use of proper 

communication skills, by presenting a self-contained note for decision of Finance 

Department. To succeed in getting the required funds, the officers need to use the right 

style of communication, in terms of language and structure, while complying with the 

technical instructions for preparation of budgets, provided in GFR 62-81. 
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Module-2: Organization & Control 

Overview 

1. Provides the main features of organization and control of treasuries and describes the legal 

basis of financial administration by listing the key regulations prescribing governing 

organization, operation, and control of treasury functions. It also describes the 

accountability mechanism prescribed for treasuries. The Module essentially constitutes a 

proposed ƻǳǘƭƛƴŜ ƻŦ άwǳƭŜǎ ƻŦ .ǳǎƛƴŜǎǎέ ƻŦ ǘƘŜ ǘǊŜŀǎǳǊƛŜǎΦ 

Module Contents 

a. Constitutional provisions for accounting and payment functions. 

b. CGA Ordinance ς salient features. 

c. Principles of Economic Policy. 

d. Proposed set of mission statements of Finance Department. 

e. Organization and accountability of treasuries. 

Learning Goals 

2. The aim of this module is to allow participants acquire shared knowledge and understanding 

of the main legal provisions related organization, functioning and control of treasuries. 

PRESENTATION-1 

The purpose of this presentation is to familiarize the participants with the training 

methodology by understanding: 

 What is the need for understanding the legal basis of treasury organization? 

 How are the legal provisions related to the functions of treasuries? 

 What are the main guiding principles of the main legal provisions for improving 

the performance of a treasury? 

ACTIVITY-1 

Participants may be invited to: 

a) Prepare a list of the main rules and regulations governing treasury functions. 

b) Divide the class into two groups and ask them to list the importance of the legal 

provisions for treasury functions. Ask the groups to display their lists on flip 

charts to share understanding of the two lists. 
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PRESENTATION-2 

Make a presentation about the salient features of CGA Ordinance and its 

implications for treasury operations. 

ACTIVITY-2 

Ask the participants to express their knowledge about main provisions of Treasury 

Rules regarding the following aspects of treasuries: 

a) Organization. 

b) Structure and functions. 

c) Accountability. 

PRESENTATION-3 

Make a presentation to describe the significance of the monitoring mechanism 

ǘƘǊƻǳƎƘ ǘƘŜ ά/ƻƭƭŜŎǘƻǊέ ǎǇŜŎƛŦƛŎŀƭƭȅ ǿƛǘƘ ǊŜŦŜǊŜƴŎŜ ǘƻ ǘƘŜ ŎƘŀƴƎƛƴƎ ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ 

environment of local governance. 

ACTIVITY-3 

Generate a discussion on the pros and cons of accountability of treasuries through 

AG Office. 

PRESENTATION-4 

Highlight the main features of the Principles of Economic Policy, identify the set of 

mission statements proposed for Finance Department and describe the significance 

of identifying organizational mandate to facilitate goal-oriented performance by 

treasuries. 

ACTIVITY-4 

Encourage the participants to go through the reading material by presenting the key 

learning points during the review session. 

Time Allocation 

A minimum training time of 6 hours is suggested for this Module. 
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Reading Material: Module-2 

Constitutional Provisions 

1. The Constitution of Pakistan provides the legislative basis for financial management in the 

Federal and Provincial Governments. It defines the main provisions regarding maintenance 

of accounts of the Consolidated Fund and the Public Accounts according to the annual 

budget statement but does not prescribe any accounting methodology. 

Article 169: Functions and Powers of the Auditor-General: The Auditor-General shall, 

in relation to ς the accounts of the Federation and the Provinces; and the 

accounts of any authority or body established by the Federation of a 

Province, perform such functions and exercise such powers as may be 

determined by or under Act of the Parliament and, until so determined, by 

order of the President. 

Article 170: Power of Auditor-General to give directions as to accounts: The accounts 

of the Federation and of the Provinces shall be kept in such form and in 

accordance with such principles and methods as the Auditor-General may, 

with the approval of the President, prescribe. However, the Constitution 

does not prescribe any accounting methodology. 

Article 171: Reports of the Auditor-General relating to the accounts of the Federation 

shall be submitted to the President, who shall cause them to be laid before 

the National Assembly and the reports of the Auditor-General relating to 

the accounts of a Provinces, shall be submitted to the Government of the 

Province, who shall cause them to be laid before the Provincial Assembly. 

Audit and Accounts Order, 1973: It provides for the types of accounts to be maintained. 

This provides further indication as to the types of accounts to be 

maintained by the Auditor-General. Under Article 9, the Auditor-General is 

responsible for keeping the accounts of the Federation, and of each 

Province, unless otherwise exempted by the President or Governor. 
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Controller General of Accounts Ordinance 

2. Lƴ нллмΣ ǘƘŜ DƻǾŜǊƴƳŜƴǘ ŘŜŎƛŘŜŘ ǘƻ ǎŜǇŀǊŀǘŜ ά!ŎŎƻǳƴǘƛƴƎέ ŦǳƴŎǘƛƻƴ ŦǊƻƳ that of 

ά!ǳŘƛǘƛƴƎέΣ ǘǊŀƴǎŦŜǊǊƛƴƎ ǘƘŜ ŀŎŎƻǳƴǘƛƴƎ ǘƻ /D!Φ ¢ƘŜ ŦǳƴŎǘƛƻƴ ƛƴŎƭǳŘŜǎ ǇǊŜǇŀǊŀǘƛƻƴ ŀƴŘ 

maintenance of government accounts and authorization of payments and withdrawals 

against budgetary provisions. The CGA organization is thus responsible for the functions of 

pre-audit payments and preparation of initial accounts. The CGA is entrusted with 

preparation of financial statements of the Federal and provincial governments, in terms of 

the New Accounting Model (NAM) to conform to the Internationally Accepted Accounting 

Standards. In this regard, PIFRA is providing the requisite facilities including, infrastructure, 

training and other resources for implementation of NAM. With promulgation of the Local 

Government Ordinance, the Auditor-General has prescribed3 the form and procedure for 

maintenance of Local Government Accounts. In brief, while the CGA is responsible for 

maintenance of accounts and payments, the Auditor-General is authorized to prescribe the 

form and procedure for maintenance of accounts. 

SALIENT FEATURES OF CGA ORDINANCE 

a) Transfer of accounting functions: The Auditor General shall transfer accounting 

functions to the Controller General of Accounts who shall be appointed by the 

President from amongst the officers of the Accounts Groups and shall be a 

BPS 22 officer. 

b) Function of the Controller General: 

1) Preparation of Financial Statements: To prepare and maintain the accounts 

of the Federation, the Provinces and district governments, and other 

organizations and authorities, as prescribed by the government, in such 

forms and in accordance with such methods and principles as the Auditor 

General may prescribe from time to time. 

2) Submission of Financial Statements: To submit accounts of each financial 

year, to the Auditor General, showing under the respective head the annual 

                                                           
3
 Local Government Accounts Manual (Auditor-General of Pakistan), April 2003. 
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receipts and disbursements for the purpose of Federation and of each 

Province within the time-frame prescribe by the Auditor General. 

3) Payment Authority: To authorize payments and withdrawals from the 

Consolidated Fund and Public Accounts of the Federal and Provincial 

Governments against approved budgetary provisions after pre-audited 

checks as the Auditor-General may, from time to time, prescribe. 

4) Internal Financial Control: To lay down the principles governing the internal 

financial control for Government departments in consultation with the 

Ministry of finance and Provincial Finance departments as the case may be. 

5) Technical Support: To render advice on accounting procedure for new 

scheme, program or activities undertaken by the Government concerned. 

6) Pension & Provident Fund: Develop and maintain and efficient system of 

pension, provident funds and other retirement benefits in consultation with 

the concerned Government. 

c) Financial Reporting - From the accounts directly kept or maintained by him or 

by accounts officers subordinate to him, and from the accounts kept and 

maintained by other entities, including self-accounting entitles, the Controller 

General shall: 

1) Prepare each year the appropriation and finance accounts and such other 

accounts as may be prescribed by rules for submission to the auditor 

General on such dates as may be specified by him. 

2) Prepare and submit to the Auditor General for each financial year a 

Consolidated and General Financial Statement incorporating the summary 

of the accounts of the Federation, all provinces and district authorities. The 

Auditor General after authentication, shall forward the same to the Federal 

Government, Provincial Governments and district authorities; 

3) Prepare and submit to the Federal, the respective Provincial Governments 

and the Auditor General, statements and summaries of monthly or 

quarterly accounts as on such formats as may be prescribed by rules. 

d) All accounting offices to assist and afford facilities - All Accounting Offices shall 

afford all necessary facilities for efficient discharge and functioning of CGA. 
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e) Terms and conditions of Provincial employees not to be adversely effected - 

Nothing contained in this Ordinance shall be construed in any manner to 

impair or adversely affect the terms and conditions of service of the Provincial 

Governments employees working in the Provincial and DAOs.   

Principles of Economic Policy 

3. The rationale behind defining the mandate of any organization is that it facilitates a goal-

oriented approach for the performance of its constituent units. It is important that all 

employees, irrespective of their level and category, work towards a common organization 

goal for successful achievements of its objectives. 

4. Relevant to the treasuries organization, the basis for financial administration mandate of the 

tǊƻǾƛƴŎƛŀƭ DƻǾŜǊƴƳŜƴǘ Ŏŀƴ ōŜ ŘŜǊƛǾŜŘ ŦǊƻƳ ǘƘŜ άtǊƛƴŎƛǇƭŜǎ ƻŦ 9ŎƻƴƻƳƛŎ tƻƭƛŎȅέΣ ŀǇǇǊƻǾŜŘ 

by the Cabinet in its meeting held on March 15, 1997. The objective of the policy is to 

achieve prosperity and progress of the people of Balochistan and to attain the highest 

possible level of development of the Province through optimum utilization of the resources 

available and enforcement of appropriate policy measures, financial discipline, and balance 

inter-sectoral and inter-regional development. These Principles also entail that the 

Provincial Government will endeavor to reduce and eliminate wasteful expenditures in the 

non-developmental as well as developmental portfolios, besides inculcating financial and 

administrative discipline at all levels of the Government autonomous bodies under the 

Government of Balochistan4. 

Organization of Treasuries 

5. In terms of T.R.4, treasuries will be established in each district, unless otherwise directed by 

the Government in consultation with the Auditor-General. In case the public moneys in any 

district are not deposited in the Bank, the treasury of that district shall render the banking 

service. The general procedures for conduct of business in a district treasury are given in 

Part-II of T.R. 38-75. Procedure for payment of claims including checks applied on claims 

presented, are given in T.R. 175-216. 

                                                           
4
 Principle of Economic Policy: Government of Balochistan. 
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Accountability through Collector 

6. T.R.4 also prescribes the basis for accountability of treasuries as follows: 

a) The treasury shall be under the general charge of the Collector, i.e. Deputy 

Coordination Officer or Deputy Commissioner, as the case may be. The Collector 

may entrust the immediate executive control of a treasury to an officer 

subordinate to him but may not divest himself of the administrative control. The 

Collector shall be responsible for the proper observance of the procedure 

prescribed by or under these rules and for the punctual submission of all returns 

required from the treasury by the Government, CGA, the AG and the Bank. 

b) The duty of verifying and certifying the monthly cash balances, if any, in a 

treasury and of submitting the monthly accounts of such balance in such form 

and after such verification as the CGA may require, shall be undertaken by the 

Collector or by such other officer as may be authorized, regularly. 

c) When a new Collector is appointed to a district, he shall at once report his 

appointment to the AG and shall certify to the AG the amount of the cash 

balance and stamp, if any, which he has taken over. 

d) Ordinarily no portion of the responsibility for the proper management and 

working of treasuries shall devolve upon the officers of Pakistan Audit 

Department. The inspection of treasuries by officers of the Pakistan Audit 

Department shall not relieve the Collector of his responsibilities for 

management and inspection. 

e) ¢ƘŜ /ƻƭƭŜŎǘƻǊΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘƛŜǎ ŀƴŘ ŦǳƴŎǘƛƻƴǎ ƘŀǾŜ ŦǳǊǘƘŜǊ ōŜŜƴ ǇǊŜǎŎǊƛōŜŘ 

under T.R.s 39, 42-45, summarized as follows: 

The Collector will be general in-ŎƘŀǊƎŜ ƻŦ ǘƘŜ ǘǊŜŀǎǳǊȅ Χ ¢ƘŜ ŀǇǇƻƛƴǘƳŜƴǘ ƻŦ ŀ 

subordinate (¢hκ5!hύ Χ ǎƘŀƭƭ ƛƴ ƴƻ ǿŀȅ ǊŜƭƛŜǾŜ ǘƘŜ /ƻƭƭŜŎǘƻǊ ŦǊƻƳ ǊŜǎǇƻƴǎƛōƛƭƛǘȅΦ ¢Ƙƛǎ 

responsibility extends not only to the security of cash balances, stamps, and other 

Government property, and the immediate detection of any irregular practice on the 

part of the subordinates, but also to the correctness of prescribed accounts and 

returns and punctuality of their submission, and to the implicit obedience of the 

Treasury Officer to the instructions issued bȅ !DΣ ΧΣ ƻǊ ŀƴȅ ƻǘƘŜǊ ŎƻƳǇŜǘŜƴǘ ŀǳǘƘƻǊƛǘȅΦ 

The Collector is bounŘ ǘƻ ǎŀǘƛǎŦȅ ƘƛƳǎŜƭŦ ōȅ ǇŜǊƛƻŘƛŎŀƭ ŜȄŀƳƛƴŀǘƛƻƴΣ ŦƻǊ ŎŀǎƘ ΧΣ 
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stamps, securities, drafts and cheque forms, etc., and maintenance of deposit 

registers, reconciliation of cash balances. 

f) Similarly, in terms of T.R.s 48 & 49, the Treasury Officer has been regarded 

responsible to the Collector for proper discharge of his duties, working of the 

treasury, the conduct of his subordinates, and for the custody of cash balance, 

stamps, etc. The Treasury Officer is also responsible to the Collector for keeping 

the accounts of the treasury strictly in accordance with the directions contained 

in the Account Code, for accuracy of all initial records and vouchers and for 

regularity of all transactions taking place at the treasury. 

g) The periodicity of inspection by the Collector has been prescribed in T.R.s 70 & 

71. Every Collector shall make a systematic inspection of the working of the 

treasury once a year with the object of ensuring that the procedure actually 

observed at the treasury is in accordance with the rules and orders in all 

respects and that the accounts and other records are properly maintained. 

Copies of inspection memorandum and orders passed thereon by the Head of 

the Local Administration shall be forwarded to the AG for information. 

Accountability through Accountant General 

7. ¢ƘŜ /ƻƭƭŜŎǘƻǊΩǎ ǊƻƭŜ ƻŦ ƛƴǎǇŜŎǘƛƴƎ ǘǊŜŀǎǳǊȅ ƛǎ ŦǳǊǘƘŜǊ ǊŜƛƴŦƻǊŎŜŘ ǘƘǊƻǳƎƘ ƳŀƴŘŀǘƻǊȅ 

inspection by AG Office which is required to be conducted periodically. The AG brings to the 

notice of the Commissioner of the Division all matters in which he thinks that the action 

taken by the Collector is inadequate or which he considers should receive the attention of 

the Commissioner. The AG reports to the Provincial Government all important points or 

irregularities which are not settled by references to the commissioner.  

8. In terms of T.R.52, the AG may direct his communications regarding treasury accounts and 

procedure either to the Collector or to the Treasury Officer, but all important 

communications to the AG must be issued over the signature of the Collector or with his 

ŀǇǇǊƻǾŀƭΦ ¢ƘŜ /ƻƭƭŜŎǘƻǊ Ƴŀȅ ƴƻǘ ŦƻǊǿŀǊŘ ǘƘŜ ¢ǊŜŀǎǳǊȅ hŦŦƛŎŜǊΩǎ ŜȄǇƭŀƴŀǘƛƻƴ ŀǎ Ƙƛǎ ƻǿƴ ƛƴ 

reply to questions or queries concerning the treasury work. This is element of internal 

control is actually meant to facilitate the accountability of treasuries through the institution 

of the Collector. 
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Module 3: Managing Receipts & Payments 

Overview 

1. This Module describes the basic principles and procedures for handling of receipts and pre-

audit of payments. It contains some useful material condensed from the Accounting Policies 

and Procedures Manual including the management of receipts and payments and bank 

reconciliation. It provides a model checklist for processing of payment claims in compliance 

to the main provisions of the Treasury Rules and General Financial Rules. 

Module Contents 

a. Deposit of public revenues. 

b. Withdrawal of public money. 

c. Model checklist for processing of payment claims. 

Learning Goals 

2. The aim of this module is to allow participants acquire professional knowledge development 

practical skills to receive and record public revenues and handle payment claims on basis of 

the prescribed rules and regulations. 

PRESENTATION-1 

Make a presentation on the main provisions of Treasury Rules and General Financial 

Rules pertaining to deposit of public revenues. 

ACTIVITY-1 

Invite the participants to prepare a list of the main provisions related to public revenue. 

PRESENTATION-2 

Make a presentation on the main provisions of Treasury Rules and General Financial 

Rules pertaining to deposit of payments. 

ACTIVITY-2 

Divide the class into two groups and ask them to prepare a checklist for processing of a 

typical contingent payment bill. Ask the groups to display their checklists on flip charts 

and encourage a consensus on the prime provisions. 
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PRESENTATION-3 

Make a presentation about significance of the financial and legal implications for non-

compliance of the prescribed regulations in processing of payment claims. 

ACTIVITY-3 

Ask the participants to express their knowledge about the main provisions of processing 

personal claims like pay bills of gazetted and non-gazetted employees. 

PRESENTATION-4 

Introduce the main regulations governing processing of personal claims of government 

employees and contingent bills. 

ACTIVITY-4 

Encourage the participants to go through the reading material by presenting the key 

learning points during the review session. 

PRESENTATION-5 

Present the main features of daily and monthly reconciliation requirements with the 

.ŀƴƪ ŀƴŘ ŘƛǎŎǳǎǎ ǘƘŜ ǇǊŀŎǘƛŎŀƭ ŀǎǇŜŎǘǎ ƻŦ άƴƻƴ-ŎƻƳǇƭƛŀƴŎŜέ ƻǊ ŘŜƭayed reconciliation by 

the Bank. 

Time Allocation 

3. A minimum training time of 12 hours is suggested for this Module. 
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Reading Material: Module-3 

Deposit of Revenues 

1. The general principles for deposit of revenues are given in T.R. 7 and GFR 4-8 

TREASURY RULE-7 

a) The basic principles for handling of revenue deposits are given in T.R. 7. All moneys 

received by or tendered to Government officers on account of the revenues of the 

Government shall without undue delay be paid in full into a treasury or into the Bank, 

and shall be included in the consolidated fund. No department of the Government may 

require that any moneys received by it on account of the revenues of the Government 

be kept out of the consolidated fund. Some departments including Post Office, courts, 

Public Works, Federal Excise & Land Customs, Jails, Forest, Railways, Libraries, Military 

Dairies, disposal of furniture purchased from Military Unit Allowance Fund, and the 

Department of Investment and Promotion Supplies, have been authorized to 

appropriate departmental receipts towards departmental expenditure. 

GENERAL FINANCIAL RULES 4-6 

b) The fundamental principle of public finance is that all monetary transactions to which a 

Government servant may be a party in his public capacity should be brought to account 

without delay. All the money received as due to the Government or for deposit in the 

custody of the Government should be credited to the public account any moneys, which 

are not Government dues or authorized by Government these should be kept separate 

from the government account. A separate account should be opened for that money in 

a branch of State Bank or National Bank or Post Office Saving Bank or in any other bank 

with prior approval of the Government and money deposited therein. The officer 

concerned shall be personally responsible to see that money out of that account has 

been spent strictly in accordance with the regulations governing that particular fund 

proper account is kept of all the transactions and accounts are subjected to proper audit 

checks. As regards the revenues and other receipts of the Government, it is the primary 

duty of the officers concerned to see that dues of Government are correctly and 

promptly assessed, quickly realized and immediately deposited into the Government 

treasury. 
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Checklist for Handling of Receipts 

2. Following are some of the key points to be kept in mind for managing Government 

receipts5: 

Á All monies received as revenue of the Government, must be banked in the name of the 

Government without delay and included in the Consolidated Fund of the respective 

Federal or Provincial Government. 

Á Public Account receipts, other than revenue, must be banked in the name of the 

Government without delay and included in the Public Account of the respective Federal 

or Provincial Government. 

Á All receipts should be identified in accordance with the Chart of Accounts specification. 

Á Amounts due to the Government should only be tendered at branches of the State Bank 

of Pakistan or at branches of the National Bank of Pakistan, acting as an agent for the 

State Bank of Pakistan, unless otherwise authorized by the Government. 

Á Officers receiving public money will be held accountable for all public monies received 

by them and must maintain a proper record of receipts. 

Á All amounts to be deposited inǘƻ ǘƘŜ DƻǾŜǊƴƳŜƴǘΩǎ ōŀƴƪ ŀŎŎƻǳƴǘ Ƴǳǎǘ ōŜ ŀŎŎƻƳǇŀƴƛŜŘ 

by a receipt voucher. 

Á Any person making a payment to the Government is entitled to receive proof of 

payment, through the issue of an official receipt drawn and signed by the receiving 

officer. 

Á Collection of public monies must not be mixed with collection of private monies. For 

example, no private monies should be kept in official safes or bank accounts. 

Á Public monies may be collected at a post office for specified classes of receipt, as 

determined by the Government. 

Á Public monies received in cash, cheque or any other form of payment will not be 

accepted by Government entities at their own offices, unless specifically authorized by 

the Government. In cases where receipting at Government offices is permitted, the 

Principal Accounting Officer of the concerned entity must ensure proper control and 

that record of receipts is maintained and public monies are promptly deposited into the 

DƻǾŜǊƴƳŜƴǘΩǎ ōŀƴƪ ŀŎŎƻǳƴǘΦ 

Á Any public monies received by a Government office, where permitted under the above 

direction are not revenues on the part of the collecting entity. No public monies 

                                                           
5
 From Accounting Policies and Procedures Manual. 
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received by a Government office will be retained to meet departmental or other forms 

of expenditure unless otherwise permitted by the Government. 

Á Acceptable forms of receipt include sums due to the Government may be paid in cash, 

cheque, bank draft, postal order and other forms as authorized by the Government. 

Á If payment is received by cheque then it should be ensured that it is marked and crossed 

ŀǎ Ψƴƻǘ ƴŜƎƻǘƛŀōƭŜΩ ŀƴŘ ƳŀŘŜ ǇŀȅŀōƭŜ ǘƻ ǘƘŜ CŜŘŜǊŀƭ DƻǾŜǊƴƳŜƴǘ ƻǊ tǊƻǾƛƴŎƛŀƭ 

Government as the case may be. If this has not been done then it should be completed 

by the bank teller. The cheque must have printed on it the amount in words as well as 

figures. 

Á Amounts received by cheque will only be recognized and recorded in the accounts when 

the cheque is cleared by the bank. The receipt voucher will not be stamped by the bank 

and issued to the payer until the cheque has been cleared. 

Á If a cheque is dishonƻǊŜŘ ōȅ ǘƘŜ ŘǊŀǿŜǊΩǎ ōŀƴƪΣ ǘƘŜ ǇŀȅŜǊΩǎ ƛƴŘŜōǘŜŘƴŜǎǎ ǘƻ ǘƘŜ 

Government is retained and appropriate recovery action will be taken, including 

notification by the bank to the concerned administrative department. 

Á Persons required to pay the Government by a fixed date must take steps to ensure that 

their payment reaches the bank by the due date for payment. In the case of cheque 

payment, at least 2 days margin needs to be given in order to clear the cheque. 

Á Post-dated cheques should not be accepted. Whilst a post dated cheque is a valid 

instrument, it will not be honored by the bank it is drawn on until the date on the 

cheque is reached. Therefore when a person tenders a post-dated cheque, no payment 

is considered to be made, and no receipt can be issued, until the date of the cheque is 

reached. 

Withdrawal of Public Money 

GENERAL PRINCIPLES 

3. Ψ9ȄǇŜƴŘƛǘǳǊŜΩ ƛǎ ǘƘŜ ŎƻƴǎǳƳǇǘƛƻƴ ƻŦ ŜŎƻƴƻƳƛŎ ǊŜǎƻǳǊŎŜǎ ǿƛǘƘƛƴ ŀƴ ŜƴǘƛǘȅΦ Lǘ ǿƛƭƭ ōŜ 

accounted for on cash or commitment basis. Following key steps are required to be followed 

in all expenditure transactions6: 

                                                           
6
 APPM. 
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 Sanction of expenditure. 

 Preparation of claim voucher (bill) for payment. 

 Approval of expenditure. 

 Registration of purchase order/claim voucher. 

 Certification (pre-audit) of claims. 

 Authorization of payment. 

 Issue of payment. 

 Recording of expenditure in the accounting records. 

SANCTION OF EXPENDITURE 

4. Every expenditure must be sanctioned by an officer of the Government who has the 

authority to approve proposals to incur expenditures (including enter into commitments) on 

behalf of the Government and who shall be deemed to be the Sanctioning Officer. The 

{ŀƴŎǘƛƻƴƛƴƎ hŦŦƛŎŜǊΩǎ ŀǳǘƘƻǊƛǘƛŜǎ ŀǊŜ ǎŜǘ ƻǳǘ ƛƴ ǘƘŜ ά5ŜƭŜƎŀǘƛƻƴ ƻŦ CƛƴŀƴŎƛŀƭ tƻǿŜǊ ǳƴŘŜǊ ǘƘŜ 

CƛƴŀƴŎƛŀƭ wǳƭŜǎέ ƛǎǎǳŜŘ ōȅ ǘƘŜ CƛƴŀƴŎŜ 5ŜǇŀǊǘƳŜƴǘΦ The sanction process comprises two 

functions; namely a Budget Availability Review and the raising of a Purchase Order. The 

Budget Availability Review will be performed for all expenditures, whereas Purchase Orders 

will be raised for contingent expenditures only. 

5. The general principles and procedures for withdrawal of money are prescribed in the 

following Treasury Rules and General Financial Rules. 

TREASURY RULES 12-25 

a) Public money may not be withdrawn from the consolidated fund or the public 

account without the written permission of the TO or of an officer of the Pakistan 

Audit Department (CGA) authorized on this behalf by the AG. However, a TO may 

permit withdrawal for purposes like sums due from the Government to the drawing 

officer, provide drawing officer with funds to meet claims likely to be presented by 

other government servants or private parties and authorized investments from the 

public account. 

b) In general, a treasury officer with funds is competent to permit withdrawal for all or 

any of the following purposes: 
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1) To pay due from the Government to the drawing officer. 

2) To provide the drawing officer with funds to meet claims likely to be 
presented against the Government in the immediate future by other 
Government servant-or private parties. 

3) To enable the drawing officer to supply funds to another Government 
officer from which to meet similar claims. 

4) To pay directly from the treasury or bank the sums due by the Government 
to a private party. 

5) To pay a Government officer or authority empowered to make investment 
of money, standing in the Public Account, for the purpose of such 
investment. 

c) A Treasury Officer cannot make payment other than those specified above, unless 

he has been authorized by the AG to do so as a special case. Normally a payment 

should be made in the district in which a claim arises. Authority of the Treasury 

Officer is limited to making of payments authorized by or under the provisions of 

the Treasury Rules. If demand is presented to the Treasury Officer is not covered by 

the provision of these rules or by an authority from the AG, he would be perfectly 

justified to refuse such payment. A Treasury Officer has no authority to act under an 

order of the Government sanctioning the payment. Such orders should normally be 

sent through the AG, but if there is an emergency, the order may be sent directly 

and the Treasury Office has to comply with it. 

d) Every Treasury Officer is responsible to the AG for acceptance of the validity of a 

claim against which the later has permitted withdrawal and for satisfying him that 

the payee has actually received the payment. The treasury Officer should also 

obtain sufficient information as to the nature of every payment he is to make and 

should not accept a claim which does not supply the requisite information. If he is of 

the opinion that a claim is disputable he should not honor it and direct the party 

concerned to refer the matter to the AG. 

e) All pension payments and personal claims of gazetted officers will be paid on 

authority of the AG. 

GENERAL FINANCIAL RULES 

a) Withdrawal of money from the Public Account [GFR-7]: No authority can incur 

expenditure until the expenditure has been sanctioned by a competent authority to 



Reading Material   Module-3: Managing Receipts & Payments 

Training Manual for DAOs of Balochistan ï By AGRPB Project 29 

whom the powers have been delegated. Further the proposed expenditure should have 

been provided for in the authorized grants and appropriations for the year. 

b) Standards of Financial Propriety (GFR-10): Every officer authorized to incur expenditure 

from public funds should observe high standards of financial propriety. 

1) Every public servant is expected to exercise the same vigilance in respect of 
expenditure from public money, as a person of ordinary prudence would 
exercise in respect of expenditure of this own money. 

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

3) No authority should pass any order which will directly or indirectly benefit 
him personally. 

Public moneys should not be utilized for the benefit of a particular person or 
section of the community unless the expenditure involved is in signification; 
a claim for the amount can be enforced in a Court of Law; or the expenditure 
is in pursuance of a recognized policy or custom. 

4) The amount of allowances should be so regulated that it is not, on the 
whole, a source of profit to the recipients.  

c) Control of Expenditure (GFR 11-17): All Heads of Departments are responsible for 

enforcing financial order and strict economy at every step. The duty of controlling 

officer is not only to see that the total expenditure is kept within the limits of the 

appropriation, but he has also to see that the funds are expended in the public interest 

and for those objects only for which the money was provided.  

d) Power of Sanction (GFR 39-49): It has been specifically prescribed that in all cases for 

sanction it should distinctly be stated that provision for the proposed charged 

expenditure is available in the budget. Grant of retrospective sanction has been limited 

to exceptional circumstances only, with approval of the Government. Besides, a 

sanction which has not been implemented for a year will lapse, unless it is specifically 

renewed. 

e) Establishment (GFR 108-126): These rules explain the sanctioning powers for creation of 

temporary or permanent posts and prescribe the conditions and procedures for service 

matters like transfer of charge of a gazetted officer, admissibility of date of birth, service 

records of non-gazetted employees, and admissibility of arrear claims. 
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f) Writing off losses (GFR-47): Subject to the limits and conditions specified by the Finance 

Division a competent authority may sanction the write off of the irrecoverable value of 

stores, public money lost by fraud, negligence of individuals or other causes. This is, 

however, subject to the condition that the loss does not disclose a defect of system, the 

amendment of which requires the orders of higher authority and there has not been any 

serious negligence on the part of some individual Government officer or officers, which 

may call for disciplinary action requiring the orders of a higher authority. 

g) Permanent Advance (GFR-132): Permanent advance is granted to officers who have to 

make payments, before the place themselves in funds by drawing on the treasury. The 

amount of advance is fixed by the government up to amount advised as appropriate by 

the Accountant General. The Head of Departments may sanction permanent advances 

for their subordinate officers in consultations with the Accountant General, but in the 

case of a Head of Department himself, it will be sanctioned by the next superior 

administrative authority. All applications for revision or increase of advance should be 

submitted to the sanctioning authority through the Accountant General who will advise 

as to the appropriate amount of advance. If there is difference of opinion between the 

former and latter, the matter should be referred to the government for orders.  

h) The advance should not be multiplied unnecessarily. If the subordinates of an officer 

require petty sums, he should spare a small portion of his own advance rather than 

apply of a separate advance of them. He can advance the money to them after taking 

acknowledgments as usual. 

1) The holder of the advance is responsible for its safe custody and he must 
always be ready to account for the total amount of money. In case of 
transfer to charge and yearly on the 15th July, each officer holding an 
advance must send an acknowledgement of the Accountant General, of the 
amount due from and accountable for by himself as on the 30th June, 
preceding. 

2) Finance Division has decided that the FAs/DFAs may fix special imprest for 
obtaining P.O.L supplies from petrol pump set up by the Benevolent Fund 
without referring the matter to the AGPR, relaxation of Para 132 (iii) of GFR 
Vol.1, subject to the following condition.  

i) Purchase and Acquisition of Stores (GFR 141-147): An authority, which is competent to 

incur contingent expenditure, may sanction the purchase of stores required for use in 

the public service in accordance with the instructions contained in Appendix 8 of the 
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G.F.Rs Vol. II, or any general or special orders issued from time to time. The purchase 

must be made in the most economical manner, and in conformity with the definite 

requirements of the public service. Piecemeal purchased should be avoided as far as 

possible. It is advisable to prepare periodical indents and make bulk purchases, but this 

does not mean that store may be purchased much in advance of the actual 

requirements. Where scales of consumption have been laid down by competent 

authorities, care should be taken that the scale is not exceeded. The purchase orders 

should not be split up in order to avoid the necessity of obtaining the sanction of higher 

authority. The detailed procedure for procurement of stores from within the country 

ŀƴŘ ǘƘǊƻǳƎƘ ǘƘŜ tŀƪƛǎǘŀƴ aƛǎǎƛƻƴ ŀōǊƻŀŘ ƛǎ ŎƻƴǘŀƛƴŜŘ ƛƴ !ƴƴŜȄǳǊŜ ά!έ ǘƻ wǳƭŜ мпп ƻŦ 

the G.F.Rs Vol. I and should be rigidly followed. 

j) Loans & Advances ς General Conditions (Rules 249-253): As a general rule, advances 

are not payable to Government servants who are not in permanent employment, 

because their pay does not constitute adequate security for the advances. In special 

cases, however, and subject to such conditions as may be deemed appropriate 

temporary Government servants may also be allowed the advance. Simple interest at 

the rate fixed by Government should be charged on advances granted to Government 

servants for building houses or for purchased of conveyances. Where an advance is 

drawn in more than one installment, the rate of interest recoverable should be 

determined with reference to the date on which the first installment was drawn. The 

interest is calculated on balances outstanding on the last day of each month. If a 

Government servant dies before retirement no recovery will be made on account of 

interest. In case recoveries on account of interest were in progress at the time of death, 

no recovery will be made for remaining amount of interest. 

BILLS OF B-16 AND ABOVE GOVERNMENT SERVANTS (RULE 248 TO 261) 

a) The pay and fixed allowances of B-16 and above Government servants are drawn on 

Form T.R 16 if drawn from treasury and Form T.R 17 in case of AG office. The claims 

related to salary, honorarium, fee, etc are also drawn in the same form. The 

travelling allowance bills are drawn in Form T.R 20. 

b) The B-16 and above officer are not allowed to draw increased or changed rate of 

pay, leave salary, fixed allowance, reward or honorarium etc, unless the Accountant 
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General has issued an authority in respect of the same. When such an officer draws 

his pay from a treasury, he can draw advance of pay and travelling allowance 

without any authority from the Accountant General, but an authority is necessary in 

respect of all other personal advances. 

BILLS OF B-1 TO B-15 GOVERNMENT SERVANTS (RULE 262-282) 

a) The bills for salaries and fixed allowances of B-1 to B-15 Government servants are 

drawn in T.R 22. Separate bills should be prepared for permanent and temporary 

establishments. The name of every substantive, officiating or temporary incumbent 

should be shown against each post. In respect of temporary establishment, the 

number and date of sanction letter is also required to be quoted. The rate of pay 

claimed should always be noted and when the pay is drawn for part of the month, 

the number of days is mentioned against the name of the Government servant 

concerned. The various sections comprising the establishment should be shown 

separately, the description of each section as well as the sanctioned number of 

posts included therein being prominently written in red ink at the top. Whenever 

the leave salary is drawn, the bill should be accompanied by a statement, attested 

by the drawing officer, showing the calculation of the leave salary. If due to certain 

reasons the leave salary of an incumbent cannot be calculated, the amount of pay 

to which he would have been entitled had he remained on duty should entered in 

the money column of the form which is intended to show leave salary, the amount 

being left un disbursed and treated as held over pending the fixation of the amount 

of leave salary. 

Contingent Claims 

6. In terms of T.R. 284, άcƻƴǘƛƴƎŜƴŎƛŜǎέ include all incidental and other expenses which are 

incurred for the management of an office or for the technical working of the department, 

other than those which under the prescribed rules of classification of expenditure fall under 

ǎƻƳŜ ƻǘƘŜǊ ƘŜŀŘ ƻŦ ŜȄǇŜƴŘƛǘǳǊŜΣ ŜΦƎΦΣ άǿƻǊƪǎέΣ άǎǘƻŎƪέΣ άǘƻƻƭǎέ ŀƴŘ άǇƭŀƴǘέΣ ŜǘŎΦ General 

principles for classification of such charges are given in T.R. 287. However, the Chart of 

Accounts is the authority for exact classification of transactions. Detailed procedures for 

processing of contingencies, including abstract and detailed contingent claims, are given in 

T.R. 298-312. 
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Pension Payments 

7. Chapter-VI of the Treasury Rules pertains to pension payments. All pension payments will be 

payable on the basis of Pension Payment Orders issued by the AG or Controller of Military 

Accounts, as applicable. These payments will be subject to certain checks and verifications 

prescribed in T.R. 328 to 334. 

Model Checklist for Payments 

8. The following general checklist for processing of payment cases, has been compiled from 

T.R. 138, & 177-188 in consultation with the Subject Matter Experts: 

Á Preparation & Form of Bill: The bill should stat the amount, the name of payee and 

nature of the payment and should be prepared on the prescribed form. The amount 

claimed should be mentioned both in figures and words. 

Á Erasures and overwriting should strictly be avoided. In case of an error, pen should 

be drawn over the wrong entry and a correct entry neatly made in red ink, which 

should be duly attested by the drawing officer over his dated initials. Similarly all 

alterations and changes in the bill should be attested and signed as many times as 

are the alterations or corrections. All corrections and alterations in the order of 

payment must be attested by TO. Bills and documents showing signs of alteration 

should not be accepted as a regular feature. 

Á Account classification should be properly recorded on the bill, in terms of the CoA. 

Separate bills should be submitted where the expenditure is drawn against different 

detailed objects. 

Á Date of payment should be noted in acknowledgements, in sub vouchers and 

acquaintance rules. 

Á When the drawing officer requires payment to be made to some other person or 

agency, he should specially endorse an order or furnish an authority in this regard.  

Á Letter of authorization is required in case the bill is presented by a person other 

than the claimant. 

Á Compare signature of the drawing officers with the specimen signatures received 

under T.R. 172 & 173. 

Á Check arithmetic computations on the bill before making the payment order. 

Á Pay and allowances claims of gazetted employees are to be admitted after checking 

the register in which their records of salary, leave, etc. are maintained. 

Á Bills for pay and allowances or leave salary of a gazetted employee who is about to 

retire or proceed on leave out of Pakistan shall be submitted to AG Office for special 
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ŀǳŘƛǘ ƻƴ ǘƘŜ ŘŀǘŜ ƻŦ ǇŀȅƳŜƴǘ ƻǊ ǎƻƻƴ ŀŦǘŜǊ ǘƘŜ ƻŦŦƛŎŜǊΩǎ ƛƴǘŜƴŘŜŘ ƳƻǾŜƳŜƴǘ ƛǎ 

known to the treasury. 

Á Payment of any special concession or allowance should not be made without 

authorization of the AG. 

Á In case of contingent payments, check the following: 

o Tender/quotation documents are attached. 

o Availability of budget in each object. 

o The expenditure is sanctioned by the competent authority in terms of the 
delegation of powers. 

o Entries made in stock register 

Á Utility claims are within the prescribed expenditure limits. 

Bank Reconciliation 

9. In terms of the APPM, the following key internal controls are required to be observed in the 

bank reconciliation processes: 

 There shall be a one-to-one relationship between the DAO/AG/AGPR and a designated 

branch of either SBP or NBP referred to as the Main Designated Branch. 

 All receipt vouchers shall be sequentially numbered by the bank. 

 The DAO/AG/AGPR shall check the bank scroll with the payment advice note on a daily 

basis. 

 The DAO shall prepare a monthly reconciliation statement for receipts and 

expenditures. 

DAILY RETURNS BY MAIN DESIGNATED BRANCH 

10. The Main Designated Branch shall submit a daily return to the concerned DAO/AG/AGPR in 

the form prescribed by the Auditor-General. The daily return shall include the following: 

 Bank scroll (form 6A) 

 Paid cheques 

 Receipt vouchers 

 Transfer advices. 

11. When a receipt voucher is deposited at a bank branch, that branch shall allocate a 

sequential number to it. Where the bank branch receiving the receipt voucher is not the 

Main Designated Branch reporting to the DAO/AG/AGPR, that branch shall forward all 

receipt vouchers to the designated main branch at the end of the day. The Main Designated 
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Branch shall then allocate its own unique sequential number when reporting, along with the 

bank scroll, to the DAO/AG/AGPR. 

12. The Main Designated Branch shall submit a separate daily return for each government bank 

account and for: 

 Expenditure - federal government 

 Expenditure - provincial government 

 Receipts - federal government 

 Receipts - provincial government 

 Adjustments between government departments 

 Adjustments between different governments. 

13. The two main government bank accounts (separate for each government) are, Non-food 

Account (I) relating to other than food transactions and Food Account (II) relating to food 

transactions. 

14. The Main Designated Branch shall report on a monthly basis to the relevant DAO/AG/AGPR 

through the Monthly Main Designated Branch Statement (MMDBS). 

Monthly reconciliation 

15. A monthly reconciliation of bank accounts is a necessary part of financial management and 

is also an effective measure for detecting and deterring fraud and irregularities. Every DAO 

shall prepare a monthly reconciliation statement for expenditures and receipts. 
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Module-4: Accounting Principles & Procedures 

Overview 

1. This Module gives an overview of the principles and procedures for compilation and 

submission of accounts, based on the main operations of treasuries. It explains the rationale 

behind the New Accounting Model and its implications for financial administration. It also 

lays down the criteria and method for classification of financial transactions under the CoA7 

and identifies the main features of the accounting function of treasuries, derived from the 

Treasury Rules and Account Codes. 

Module Contents 

a. Note on treasury operations. 

b. Practical notes on initial accounts checklist. 

c. Provisions of Treasury Rules and Account Codes. 

d. New Accounting Model ς salient features, accountability, and key controls. 

e. Overview of District Accounts. 

f. Definition of Chart of Accounts ς elements & classification of funds. 

Learning Goals 

The aim of this module is to allow the participants to: 

a) Demonstrate professional knowledge and understanding of the main treasury 
operations related to deposit of revenues and payment out of public funds. 

b) List the key checks for preparation of initial accounts as prescribed under the 
relevant provisions of the Treasury Rules, Account Codes, read with the main 
instructions given in the NAM. 

c) Demonstrate understanding of the salient features and key controls provided 
in NAM. 

d) Demonstrate knowledge and understanding of meaning and significance of 
the new classification codes prescribed under NAM. 

e) Classification various types of funds according to the Chart of Accounts. 

                                                           
7
 Source: Handbook of Accounting Guidelines. 
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PRESENTATION-1 

Make a presentation of the main provision for compilation of initial accounts in 

treasuries. 

ACTIVITY-1 

Ask the participants to prepare a checklist for preparation of initial accounts. Assign one 

of the participants to present the list on the flip chart. 

PRESENTATION-2 

Make a presentation about the key steps in preparation of initial accounts and correlate 

with the checklist proposed by the participants. 

ACTIVITY-2 

Generate a discussion on main provisions of the Treasury Rules and Account Codes 

regarding preparation of accounts. 

PRESENTATION-3 

Make a presentation on the key provisions for preparation of accounts in a treasury. 

ACTIVITY-3 

Seek input of the participants about NAM by asking the following questions about the 

main features of NAM, why is it considered important for improvement of the 

accounting mechanism? And which characteristics of NAM provide for budgetary 

control and accountability? 

PRESENTATION-4 

Make a presentation on the salient features of NAM and its accountability and control 

provisions. 

ACTIVITY-4 

Encourage the participants to go through the reading material by presenting the key 

learning points as overview. 

PRESENTATION-5 

Make a presentation on the definition and significance of Chart of Accounts. 

ACTIVITY-6 

The participants may be asked to illustrate some simple applications of the classification 

mechanism given in the Chart of Accounts and to prepare a list of main elements of the 

new Chart. The participants may then be asked to present list of main features and the 

applications of CoA. 
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ACTIVITY-7 

Make the participants work on some examples of classification of Consolidated Fund 

and Public Account transactions. 

PRESENTATION-7 

Make a presentation on the principles prescribed for classification of government funds. 

Note: For Chart of Accounts, the trainer is advised to review knowledge of the 

participants about Classification of transactions and its significance in government 

accounting. This may be followed by a presentation about main elements of the module 

ǘƻ ǊŜƛƴŦƻǊŎŜ ǘƘŜ ǇŀǊǘƛŎƛǇŀƴǘǎΩ ǿƻǊƪƛƴƎ ƪƴƻǿƭŜŘƎŜ ŀōƻǳǘ ŎƭŀǎǎƛŦƛŎŀǘƛƻƴ ƻŦ ǘǊŀƴǎŀŎǘƛƻƴǎΦ 

The participants may also be provided handouts to enable them to apply the learning 

outcomes of this Module. 

Time Allocation 

2. A minimum training time of 24 hours is suggested for this Module. 
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Reading Material: Module-4 

Accounting Function 

1. In terms of GFR 15-16, the officer who is entrusted with the duty of preparing and rendering 

any accounts or returns in respect of public money or stores is personally responsible for 

their completeness and strict accuracy and their dispatch within the prescribed date. 

Similarly, an officer who signs (Treasury Officer) or countersigns (Collector) a certificate is 

personally responsible for the facts certified to, so far as it is his duty to know or to the 

extent to which he may reasonably be expected to be aware of them. If the certificate does 

not represent the facts, it is his duty to make any necessary amendment which will call 

attention to the deviation and so to give the authority concerned the opportunity of 

deciding whether the amendments cover requirements. 

Practical Notes: Initial Accounts 

2. The following checklist provides the main requirements for preparation and submission of 

monthly accounts by treasury offices: 

 The vouchers must be compiled on daily basis and numbered properly. 

 The vouchers figures should tally with the bank scroll, on daily basis. 

 Entries in the cashbook should be made daily. 

 Incorporation register and other relevant registers should be completed daily. 

 Receipts must be posted in the relevant register and the figures should agree with 
the bank scroll. 

 The payment of public account register should be maintained to ensure that 
payments do not exceed receipts. 

 In case of differences of figures with the Bank, the variations may be reported on 
daily basis so that the Bank may be able to resolve and adjust the differences on 
the next working day. 

 At the end of the month, cashbook totals and bank totals must be tallied with each 
other before posting of the figures in the monthly list of payments /cash account. 

Initial Accounts Procedure 

TREASURY RULES 61 & 68 

3. The form and procedure with regard to the initial accounts kept in the treasury and the 

methods and principles in accordance with which the accounts are kept, are governed by 
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the directions contained in the Account Code Volume-II. It is the duty of the Treasury Officer 

to satisfy himself that those directions are strictly observed, that the accounts are correct in 

all respects and that the record of receipts and payments are clear, explicit and self-

contained as to producible, if necessary, as satisfactory and convincing evidence of facts. 

4. A complete list of treasury accounts and returns to be rendered to the AG and other higher 

authorities shall be kept at each treasury. The accounts and returns be written up in 

accordance with the directions contained in this behalf in the Account Code Volume-II, and 

such orders and instructions as may be issued by the Collector. With regard to the punctual 

submission of the accounts and returns, the Head of the Local Administration shall view with 

sever displeasure any avoidable delay on the part of the Collector or of the Treasury Officer 

in the dispatch of the prescribed accounts and returns with complete schedules and 

vouchers particularly those required by the Government, the AG and the Currency Officer 

concerned. 

ACCOUNT CODE VOLUME-I 

5. The Federal and provincial governments have separate Public Accounts of their own into 

which moneys received on account of the revenues of the government are paid or credited 

and from which all disbursements or on behalf of the government are met. Account Code 

Volume-I provide general outlines of the system of accounts which include realization and 

recording of receipts and payments by various government departments. Transactions in 

one account circle which are adjustable in the accounts of another circle are passed on 

monthly basis to the latter for adjustment through Exchange Accounts and Settlement 

Accounts. The annual finance accounts of the Federal and provincial governments are 

submitted to the respective governments in accordance with a timeline prescribed by the 

Auditor-General/CGA. This volume also provides general guidelines for recording of various 

categories of classified as well as unclassified transactions. However, the revised form and 

procedure of accounts have been provided in the New Accounting Model (NAM) and are 

required to be categorized in terms of the Chart of Accounts (CoA). 

ACCOUNT CODE VOLUME-II 

6. It provides guidelines for initial accounts to be maintained in the treasuries and the accounts 

and returns to be rendered by treasuries to the AG. In terms of Article 4, each item of 

receipt or payment occurring at a treasury should be broadly classified with reference to the 
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Government to which the transaction pertains, namely the Federal or the Provincial 

Government concerned, and secondly, with reference to the department or such heads of 

receipts and, with expenditure as may be required by the AG. The procedure for accounting 

of the following categories of transactions is provided in this Volume: 

a) Transaction with other governments. 

b) Transactions on behalf of Railways. 

c) Account with State Bank. 

d) Transactions with departments that draw money by cheques. 

e) Remittances. 

f) Adjustment by transfer. 

7. The Account Code also provides guidelines for incorporation of Sub-Treasury Accounts and 

daily and monthly closing of accounts, and for accounting of deposits which include 

revenue, personal, civil and criminal deposits, local funds, and those made in the Sub-

Treasuries. Cash accounts and list of payment are required to be prepared in forms T.A. 36 

and T.A. 37, respectively, in terms of the objects prescribed by the AG. Cash accounts 

(Federal and Provincial) should be supported by a closing abstract in Form T.A. 38. There 

should be separate schedule of the receipts and expenditure for each department and for 

each major head of account not relating to any particular department. The vouchers 

pertaining to each schedule should be numbered consecutively in a monthly series and 

attached to the schedule in numerical order. The monthly accounts are required to be 

submitted to the AG on the prescribed dates. 

Notes on Treasury Accounting 

Treasury Accounts 

8. Detailed procedure for maintenance of various books of accounts is also given in the 

Treasury Rules. The accounting records of a treasury consist of a cash book in which each 

transaction of receipt and payment is posted as it occurs. Besides, subsidiary registers are 

maintained for receipts and payments of frequent occurrence, or of a special nature or 

belonging to departments for which separate returns are prepared, and only the daily totals 

of these registers pass into his cash book. Special registers are maintained for Bank 

Treasuries.  
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DAILY CLOSING 

a) The totals of subsidiary register are transferred into the cash book in terms of 

Central and Provincial transactions, and the cashbook is closed and a balance 

sheet is prepared in a prescribed form. The totals of receipts and disbursements 

in cash as worked out in the cash book for Central transactions are posted in 

lump in the cash book Provincial receipts and disbursements. 

b) The Treasury Officer checks both registers and cash books, comparing each 

payment entry with its voucher and the register totals with those entered in the 

cash book comparing each payment entry with its voucher and the register 

totals with those entered in the cash books. 

c) After verification of the balance sheet, the Treasury Office signs both cash books 

and both balance sheets and the accounts for the day are closed. 

d) The Treasury Officer also verifies the cash, etc. shown in the balance 

memorandum and, together with the Treasurer, locks it up under double locks 

in the strong room. 

MONTHLY BALANCE 

a) On the last day of the month, the treasury records including a cash balance report of 

the district are verified by the Collector or a designated officer. 

MONTHLY ACCOUNTS 

b) The manual accounting entails submission of monthly returns for provincial, district, 

and federal governments are maintained separately and consist of schedules of 

payment in two parts, the first part relating to the payments made from the 1st to 

the 10th of the month and the second part of those made during the rest of the 

month; schedule of receipts; a list of payments; and a Cash Account. However, 

under the NAM and latest instructions issued by the CGA, monthly accounts are 

required to be submitted to the AG Office by the 5th of every month in case of 

Federal Government and 8th of every month in case of Provincial Government. 

c) There are separate schedules for each department or for each class of transaction 

not relating to any particular department in which the transactions are entered in 

sufficient details to enable the preliminary compilation and the vouchers to be 
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identified according to the classification given in them. The list of payments and the 

cash account show respectively the total payments made, and the total receipts 

collected, during the month, detailed according to each schedule, or, in respect of 

the Debt and Remittance transactions, according the broad account classification. 

d) Daily and Monthly Agreement: The correctness of daily accounts is secured by 

making two independent officials (the Accountant and the Treasurer) separately 

deal with and record each item of receipts and payment as it occurs, and by 

effecting an agreement at the end of the day between the two sets of accounts thus 

prepared, and at the same time verifying the actual cash balance in the hands of the 

Treasurer. The daily check is reinforced by the actual count of the whole of the cash 

balance in the treasury on the last day of each month by the Collector himself. With 

introduction of online accounting, expenditure is automatically matched with the 

budget allocations and releases made by Finance Department. 

e) Accounts with the bank: At the branches of the State Bank and of the National Bank 

of Pakistan acting as Agent of the State Bank, the procedure is that the Treasury 

officers and other officers of Government authorize to draw or pay money distinctly 

classified each transaction as central or provincial. The banks deal with three groups 

of accounts, i.e. federal, provincial and the district government. All adjustments 

between these governments are carried out through the State Bank of Pakistan 

Karachi. All government transaction reports generated by the State Bank of Pakistan 

are sent to the A.G.P.R/C.G.A concerned at the close of the accounts of each month.  

f) Transactions with other Governments: Transactions occurring in a provincial 

treasury on account of the Central Government and all transactions on behalf of 

other Provincial Governments arising in a Province are carried in the first instance 

against the balance of the province in which the treasury is situated, and the 

requisite adjustment between the governments concerned is subsequently initiated 

by the A.G.P.R/C.G.A. Similarly, all Provincial transactions in Central Treasuries are 

carried, initially against the balance of the Federal Government pending adjustment 

between the balances of the Governments concerned trough the State Bank. 

g) Initial Accounts: The revenue received and the payment made at Provincial 

treasuries are compiled at each district treasury into the separate monthly accounts, 
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for the transactions of each category of government, which are  sent to the 

Provincial AG. 

New Accounting Model ï Practical Aspects 

9. Notwithstanding the applicability of general guidelines for compilation and submission of 

accounts by treasuries, the New Accounting Model (NAM) has been introduced by the 

Auditor-General/CGA to produce annual financial statements of the government in 

conformity to the international standards. The main objective of NAM is to allow timely, 

accurate, relevant and reliable generation of financial reports, periodic forecasting of cash 

balances, trend analysis reports, reflection of debt profile and investments and production 

of comprehensive financial statements for decision-making of the executive agencies. 

Following are the salient features of NAM: 

a) Modified Cash Basis of Accounting. Under this mechanism, receipts will continue to 

be recorded on cash basis. Payments will be recorded on cash basis. However, 

certain payments will be recorded on commitment basis.  Commitment is defined as 

an obligation to make future payments, and are recorded when an entity issues a 

legally binding purchase order or enters into contract for provision of goods and 

services.  Commitments are booked against funds available in relevant object. The 

recording of commitments is actually termed as modified basis of accounting. 

b) Fixed Assets Accounting. The control of fixed assets is an important feature of 

efficient financial management. It involves accurate reporting of assets purchase, 

disposal & transfers, and losses through misuse/theft. Government departments are 

required to maintain a fixed asset register containing details of cost, location, date 

of purchase etc. 

c) New Chart of Accounts. The existing chart of classification (CoC) was considered 

deficient as it did not meet the new standardized reporting requirements, did not 

allow for project accounting, and separate entities were classified under the  same 

function. The New Chart of Accounts (CoA) meets all financial requirements and 

includes the elements of Entity, Function, Object, Fund, and Project. The entity 

means the organizational structure or unit which is creating the transaction. The 

ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ƘƛƎƘŜǎǘ ƭŜǾŜƭ ƛǎ ǘƘŜ DƻǾŜǊƴƳŜƴǘ ŀƴŘ ǘƘŜ ƭƻǿŜǎǘ ƭŜǾŜƭ ƛǎ ǘƘŜ 55hΦ 
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Similarly, in terms of classification, there are five tiers of government which include 

Federal, Provincial, and District governments, Tehsil Municipal Administration, and 

Union Counsel. NAM has not yet been implemented in Tehsil Municipal 

Administrations and Union Counsels. 

ACCOUNTING RESPONSIBILITIES 

10. The procedure and forms of NAM are given a comprehensive set of manuals available on 

the website of PIFRA. !ŎŎƻǊŘƛƴƎ ǘƻ ǘƘŜ ά!ŎŎƻǳƴǘƛƴƎ tƻƭƛŎƛŜǎ ŀƴŘ tǊƻŎŜŘǳǊŜǎ aŀƴǳŀƭέΣ Ŝach 

AG is responsible for the centralized accounting and reporting functions within their 

respective Province, under the authority of the Auditor-General. Additionally the 

Accountant General is responsible for the consolidation of the summarized financial 

information prepared by provincial self-accounting entities. They receive accounts and 

reports from the DAOs and PAOs, and provide Annual Accounts (to the AGP) and 

Consolidated Monthly Accounts (to the Provincial Government, through the Provincial 

Finance Department). In addition each Accountant General also acts as the DAO in respect 

of the Provincial Headquarters. 

11. The District Account Officers are responsible for the accounting functions of the districts. 

Each province is divided into districts. The DAO have the authority to pre-audit bills, issue 

payments and record government transactions at a district level. They receive reports from 

the DDOs and bank scrolls from the SBP/NBP and prepare reports for submission to the 

AG/AGPR offices. The TREASURIES perform the above mentioned functions for both Federal 

and Provincial transactions occurring within his/her District. Separate accounting records 

are maintained for Federal and Provincial transactions. In turn the TREASURY reports both 

to the AG and AGPR sub-office. 

KEY CONTROL OBJECTIVES OF NAM 

a) Accuracy: The information in the accounts shall be accurate, representing the actual 

substance of past events, without undue errors or omission. This shall include 

correct and consistent classification of transactions and the recognition of revenues 

and expenditures in the correct time period. This objective shall be addressed by: 

 Budgetary control and authorized payment procedures. 

 Reconciliation of cheque/transfer advice to claim prior to authorization. 
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 Reconciliation of tax revenue receipts to tax authority records & bank. 

 Procedures and control for recording inter-entity transactions. 

 Maintenance of physical assets registers. 

 Control over maintenance of permanent accounting records. 

 Procedures and control for making adjustments to accounting records. 

 Reconciliation of general ledger to sub-ledgers and source documents. 

 Detailed Chart of Accounts for classifying transactions. 

 Regular post-audit process, both internal and external. 

b) Completeness: the information in the accounts and the supporting subsidiary 

records shall be a complete representation of all past transactions that have 

occurred during the reporting period. This objective shall be addressed by: 

 Budgetary control procedures. 

 Recognition of significant commitments, using a commitments register. 

 Reconciliation of tax revenue receipts to tax authority records. 

 Issue and review of sequentially numbered receipts for all revenue. 

 Deposit of money by SBP/NBP. 

 Regular, complete and up-to-date bank reconciliation. 

 Recording of physical assets. 

 Regular and systematic, review and clearance of suspense accounts. 

 Reconciliation of general ledger to sub-ledgers and source documents. 

 Regular post-audit process, both internal and external. 

 Systematic consolidation of accounts from subsidiary ledgers & source 
transactions. 

c) Existence/Validity: all transactions accounted for must be genuine transactions. 

This objective shall be addressed by: 

 Approval, certification and authorization process for payments. 

 Audit trail from the payment to the source documents supporting the claim. 

 Review and authorization of payroll schedules by a delegated authority. 

 Reconciliation of cheque/transfer advice prior to signing by the delegated 
authority. 

 No duplicate receipts provided. 

 Regular, complete and up-to-date bank reconciliation. 
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 Performance of regular stock-takes. 

 Maintenance of physical assets registers. 

 Regular post-audit process, both internal and external. 

d) Economy: the accounting system shall include controls to ensure the prudent 

allocation of government resources. This objective shall be addressed by: 

 Expenditure approval, certification and authorization procedures. 

 Competitive procurement process & central purchasing facilities. 

 Asset management policies and procedures. 

e) Effectiveness: the accounting system shall include controls to ensure the effective 

performance of government responsibilities. This objective shall be addressed by: 

 Clearly defined responsibilities, scheme of delegation and reporting lines. 

 Comprehensive procedure notes. 

 Human resources program including recruitment, training and appraisal. 

f) Efficiency: in practice there will often be a trade- off between economy and 

effectiveness. The accounting system should seek to operate as efficiently as 

possible by optimizing the relationship between these two variables. This objective 

shall be addressed by: 

 Pre-audit (certification) of payments. 

 Issue of payment through direct bank transfer 

 Use of imprest system for small payments 

 Collection of revenue through SBP/NBP. 

 Responsibility accounting, using responsibility center. 

 Production of annual and monthly financial reports. 

 Limited duplication of roles. 

 Consolidation of accounts. 

g) Minimize risk of fraud and corruption: the accounting system shall include controls 

to minimize the risk of fraud and corruption. This objective shall be addressed by: 

 Segregation of duties including, accounts and audit, recording of receipts 
and collection of money, approval/authorization and issue of payment, 
recording of expenditures and issue of payment. 

 Budgetary control procedures. 
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 Pre-audit of claims for payment. 

 Maintenance of an authorized signatories list by the bank. 

 Requirement of a double signatory for issue of payment. 

 Issue of payment through direct bank transfer and cheques. 

 Maintenance of a physical assets register. 

 Control over maintenance of permanent accounting records. 

 Procedures and control for making adjustments to accounting records. 

 Reconciliation of the general ledger to sub-ledgers and source documents. 

 Responsibility accounting, using responsibility centers. 

 Clearly defined responsibilities, scheme of delegation and reporting lines. 

 Regular post-audit process, both internal and external. 

 Preparation of monthly and annual accounts. 

 Availability of an audit trail through sub-ledgers and source documents to 
substantiate the financial reports. 

 Preparation of additional operational information by entities as required. 

 On-going review of information requirement by users. 

h) Relevance & Reliability: the accounting system must produce financial information 

which is relevant and understandable to the users of the information. The financial 

reporting from the accounting system must be based on the accountabilities 

required of users, and their decision making requirements. This objective shall be 

addressed by on-going review of information requirement by users. The accounting 

system shall also produce reliable financial information. This objective shall be 

addressed by the controls over completeness, accuracy and validity. 

i) Consistency: the accounting system must enable consistent information to be 

produced in financial reports, in order to be useful for decision making. This 

objective shall be met by: 

 Consistent reporting period and unit of currency. 

 Consistent accounting basis and policies. 

 Consistent reporting formats and disclosures. 

 Accounting policies consistently applied across all government entities. 
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Introduction to Chart of Accounts 

12. The Chart of Accounts is an essential component of the accounting framework. It provides 

the structure by which accounting transactions are coded, and thus used in financial 

reporting. The chart of accounts structure consists of elements each of which represents a 

ΨǾƛŜǿΩ ƻǊ ΨŘƛƳŜƴǎƛƻƴΩ ƻŦ ŦƛƴŀƴŎƛŀƭ ƛƴŦƻǊƳŀǘƛƻƴΦ 

ELEMENTS OF CHART OF ACCOUNTS 

a) Entity ς It is the organization unit within the government responsible for 

management and control of particular resources. In the budget process each entity 

shall receive an allocation of funds, with entity managers held responsible for the 

expenditure incurred. The entity code is further divided to provide meaningful 

financial information: 

 Government - the Government within with the entity exists. 

 Division or Department - primary sub-units of Government. 

 Attached Department - a sub-unit of Division. 

 Drawing and Disbursing Officer - the lowest level within entity to which 
budget is allocated and controlled (in addition the district in which each 
transaction of an entity takes place is included). 

b) Object ς It describes the item of expenditure, receipt, asset or liability. Each 

accounting classification is further sub-divided into a hierarchy, down to the level of 

detailed object head. 

c) Fund ς It is the pool of money from which budgetary allocation is made (e.g. 

Consolidated Fund), and is further sub -divided into grants (in the case of 

Consolidated Fund) or Public Account detailed heads. 

d) Function ς Also terms as the economic function, it relates to the provision of a 

particular service, activity or Government program. 

e) Project ς It is an element used for identifying development projects. 

CLASSIFICATION OF FUNDS 

a) Consolidated Fund: It represents those moneys for which the Government is at 

liberty to appropriate for the operations of Government. It is sub-divided into 

several components of revenue and expenditure, to meet Constitutional 
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requirements (e.g. requirement for voted and charged expenditures) and 

administrative requirements. The Annual Budget Statement follows this broad 

scheme of classification. 

b) Public Account: It consists of those moneys received by the Government for which it 

has a fiduciary duty, but is not at liberty to appropriate for the general services of 

Government, unless provided for under an Act of Parliament or Presidential order. 

Unlike the Consolidated Fund, the balances in the Public Account are carried 

forward at year end, to be used for the specific purpose for which they are 

established. It consists of trust accounts and special deposit accounts. Trust 

accounts are generally separate legal entities, and as such expected to produce 

financial statements. Examples of trust accounts include general provident funds, 

insurance funds, benevolent funds, relief and welfare funds, and reserves. 

c) Special Deposit Accounts: These are established under the authority of Ministry of 

Finance for a particular purpose, but are not legal entities. Examples of special 

deposit accounts include savings bank accounts, national deposit accounts & 

certificates, revenue deposits, court deposits, and personal deposits. 

d) Accounting Element: It is a single alpha character sub element and defines the 

accounting element to which a transaction will be classified. The accounting 

elements are as follows: 

A00000 Expenditure  
B00000 Tax receipts 
C00000 Non-tax receipts 
E00000 Capital receipts  
F00000 Assets 
G00000 Liabilities  
H00000 Equity 

e) Account Number: It is a five numeric character sub elements. This sub element 

ŘŜŦƛƴŜǎ ǘƘŜ ŘŜǘŀƛƭŜŘ άƴŀǘǳǊŀƭέ ŀŎŎƻǳƴǘǎ ǘƻ ǿƘƛŎƘ ǘǊŀƴǎŀŎǘƛƻƴǎ ǿƛƭƭ ōŜ ŎƭŀǎǎƛŦƛŜŘ όŜ.g. 

salaries, utilities, etc). The account number contains a further internal structure 

including Major Object, Minor Object, and Detailed Object. 

f) Fund Element: It enables financial reporting by fund being either the consolidated 

fund or the Public Account. The use of the fund element is mandatory for all 



Reading Material  Module-4: Accounting Principles & Procedures 

Training Manual for DAOs of Balochistan ï By AGRPB Project 51 

accounting transaction. It consists of three sub elements, fund, sub-fund; and grant 

/ public account number. 

g) Fund has a one alpha character and identifies the fund as being the Consolidated 

Fund or Public Account. 

h) Sub-fund element is of two numeric characters, which divides the Consolidated 

Fund between developments, current and charged expenditure and divides the 

Public Account between trust accounts and special deposit accounts. The Sub-fund 

element also shows the source of funding.  Following are the different categories of 

sub-funds: 

Current ς Revenue 
Current ς Capital 
Development ς Revenue 
Development ς Capital 
Charged expenditure  
Trust accounts  
Special Deposit accounts 

i) Grant Number/Public Account is three numeric character sub element, which 

identifies the relevant Consolidated Fund grant or Public Account. The grant number 

will facilitate capturing and reporting whether expenditure is met from capital and 

revenue via a grant being distinctly revenue or capital in nature.  

j) Function Element provides reporting of transactions by economic function and 

program. The function code is mandatory for transactions relating to expenditure 

and revenue. It consists of four sub elements, major function, minor function, 

detailed function and program (program sub element will only be used by 

computerized entities if the Federal and Provincial Government decides to 

introduce program accounting). 

MAIN CLASSIFICATIONS 

a) Major Function: describes the principal economic function to which a transaction 

should belong. The major functions included in the Chart of Accounts are those 

ǇǊƻǾƛŘŜŘ ōȅ ǘƘŜ LƴǘŜǊƴŀǘƛƻƴŀƭ ƳƻƴŜǘŀǊȅ CǳƴŘ ƛƴ ǘƘŜ ǇǳōƭƛŎŀǘƛƻƴ ά! aŀƴǳŀƭ ƻƴ 

GƻǾŜǊƴƳŜƴǘ CƛƴŀƴŎƛŀƭ {ǘŀǘƛǎǘƛŎǎΩ όDC{ύΦ Major function is identified by two numeric 

characters. 
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b) Minor Function: The second sub element is minor function, which provides the 

lowest level of economic function to which a transaction will be classified. The 

minor functions included in the Chart of Accounts are those provided by the 

LƴǘŜǊƴŀǘƛƻƴŀƭ ƳƻƴŜǘŀǊȅ CǳƴŘ ƛƴ ǘƘŜ ǇǳōƭƛŎŀǘƛƻƴ ά! aŀƴǳŀƭ ƻƴ ƎƻǾŜǊƴƳŜƴǘ CƛƴŀƴŎƛŀƭ 

{ǘŀǘƛǎǘƛŎǎΩ όDC{ύΦ Minor function is identified by single numeric characters. 

c) Detailed Function: It provides an additional level of details and analysis and will be 

uniquely applied to each major / minor function combination. The detailed function 

sub element will be revised (with input from all stakeholders) prior to issuing the 

proposed CoA. The detailed function is identified by two numeric characters. 

Checks for Classification 

13. Correct classification of vouchers of each accounting circle is extremely essential for 

accuracy and reliability of financial reporting. The following points should be kept in mind 

while recording transactions: 

 Name of the government must be stamped clearly on each voucher/chalaan.  

 Major/detailed classification should be reconciled with the budget allocation 
recorded in each voucher. 

 The function of public account of the receipts side should be equal to that of the 
payment side. 

USE OF CHART OF ACCOUNTS ELEMENTS 

14. The application of the CoA is based on double-entry book-keeping whereby the debits equal 

the credits for every transaction. To allow for this expenditure, revenue, assets, liability and 

equity codes have been provided. The debit side of the posting involving expenditure 

(including expenditure on physical assets) will require all sub elements of the chart of 

account elements to be used. Revenue will be posted against certain sub elements of the 

entity element depending upon whether the revenue is to the government or to an entity at 

a lower level. This would be identified by the type of revenue (e.g. capital receipts would be 

revenue of the government, collected by the relevant department and hence both the 

government sub element code and the department sub element code would be used.  The 

άƻǘƘŜǊ ǎƛŘŜέ ƻŦ ŀƴȅ ǘǊŀƴǎŀŎǘƛƻƴ ƛƴǾƻƭǾƛƴƎ ǊŜǾŜƴǳŜ ŀƴŘ ŜȄǇŜƴŘƛǘǳǊŜ όƛΦŜΦ ŎŀǎƘύ ǿƛƭƭ ƴƻǘ ǳǎŜ ŀƭƭ 

sub elements of the entity elements and the fund element. Transaction which are posted 

against receivables, liabilities and equity will also use some sub elements and not others.  
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WHO WILL USE WHICH OBJECT CODES 

15. In line with the functions and activities of organizational units, the object codes will be used 

by: DDO (Object only), DAO (All codes), and AG / AGPR (All codes). 

USE OF ELEMENTS FOR DIFFERENT TRANSACTIONS  

16. Not all journal entries will require the use of all elements. The first reason is that a number 

ƻŦ ŜƭŜƳŜƴǘǎ ŀǊŜ άŘŜǊƛǾŜŘέΣ ǘƘŀǘ ƛǎ ŀƴ ŀǘǘǊƛōǳǘŜ ƻŦ ŀ ŘŜǘŀƛƭŜŘ ǎǳō ŜƭŜƳŜƴǘ ǇǊƻǾƛŘŜǎ 

information to identify the higher level sub elements. For example the DDO code in 

conjunction with other sub elements determines the government sub element. The second 

reason is that certain transactions are not relevant to some sub elements. Liabilities, assets 

and equity items are an example of this where they will be posted to only the government 

sub element of the entity element. In a computerized environment it will be possible to 

derive further codes to minimize the data entry requirements. 

Practical Notes 

17. The necessity of proper classification of transaction is illustrated as follows: 

Illustration-1: A DDO is controlling two departments having different codes of classification. 

The budget allocation for Departmental Code 51100 is Rs.2,000/- and that of 51200 is 

Rs.3,000/-. So far, Department 51100 has spent Rs.4,000/- (excess expenditure) and no 

expenditure has been incurred by Department 51200. Suppose, a claim of Rs.1,500/- is 

erroneously processed under the Head 51100, where it actually relates to Department 

51200. After compilation, this transaction will be reflected in the list of payments, monthly 

civil accounts and the annual appropriate accounts of the Provincial Government. Such 

errors cannot be rectified once the Provincial accounts are closed at the end of the financial 

year. It is therefore imperative that all transactions should be correctly recorded right from 

the beginning, i.e. at the stage of initial accounting. 

Illustration-2: During compilation of accounts by a treasury office, Rs.5,000/- is received 

from the Bank without any classification. On the first instance, this transaction can be 

debited to the Suspense Head by crediting the Bank with the same amount. However, after 

correspondence for reconciliation with the Bank and departments, the treasury is required 

to send a revised list of payments to the AG Office by reducing the debit Suspense Head and 

by raising the debit (expenditure balance) of the relevant function by the same amount.
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Module-5: SDAs & Assignment Accounts 

Overview 

1. This Module provides an opportunity for the participants to develop their professional 

knowledge about the latest Government instructions regarding establishment maintenance 

of Assignment Accounts and Special Drawing Accounts (SDAs). 

Module Contents 

a) Revised procedure for operation of SDAs. 

b) Maintenance of SDAs and Assignments Accounts. 

Learning Goals 

2. The aim of this module is to allow participants acquire a shared level of understanding of 

ǘƘŜ ǇǊŜǎŎǊƛōŜŘ ǇǊƻŎŜŘǳǊŜǎ ŦƻǊ ƎƻǾŜǊƴƳŜƴǘ ǎǇŜƴŘƛƴƎ ǘƘǊƻǳƎƘ ǘƘŜ άƛƳǇǊŜǎǘέ ƻǊƛŜƴǘŜŘ 

instruments of Assignment Accounts and Special Drawing Accounts. The module also aims at 

emphasizing monitoring of this mode of expenditure by the treasuries, as an important 

control measure for financial administration. The training session is also expected to help in 

creating awareness among the participants about the importance of treasuries in 

monitoring of expenditure from the accumulated balances of this mode of spending. 

ACTIVITY-1 

Invite the participants to answer the following questions: 

 What is an Assignment Accounts? 

 What is the difference between a PLA and an SDA? 

 What is the rationale behind allowing government spending through these two 
instruments? 

 What are the possible implications of permitting this mode of expenditure, in 
case there are no internal controls or external checks? 

Note: Ask the participants to discuss how the subject matter correlates to their personal 

experiences. There are certain treasuries where there is very little activity pertaining to 

this category of fund management. For example, in case of Pishin District, only one such 

account is being maintained without any significant activity in terms of recording of 

transactions. However, it is important to emphasize the importance of shared learning 

about the mechanism of this mode of government spending by all treasury employees. 
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PRESENTATION-1 

Make a PowerPoint presentation on introduction to Assignment Accounts and SDAs. The 

purpose of this presentation is to familiarize the participants with the basic concepts 

and the rationale for government spŜƴŘƛƴƎ ǘƘǊƻǳƎƘ ǘƘŜ άƛƳǇǊŜǎǘέ ƳƻŘŜΦ ¢ƘŜ ŀƛƳ ƻŦ ǘƘƛǎ 

presentation should also be to clarify some of the prevailing misunderstandings about 

these instruments of expenditure. The trainer should explain why PLAs have been 

converted into SDAs. 

ACTIVITY-2 

Invite the participants to: 

a) Explain the conditions for establishing a new Assignment Account and the mode 
of payments through this instrument. 

b) Divide the class into two groups and ask them to list the advantages and 
disadvantages of government spending through thŜ άƛƳǇǊŜǎǘέ ƳƻŘŜΦ 

c) Generate a discussion on validity of the two sets of arguments and encourage a 
consensus on maintaining the mechanism subject to implementation of the 
requisite control measures. 

PRESENTATION-2 

Make a presentation about the basic principles and procedures of the two modes of 

expenditure. 

ACTIVITY-3 

Invite the participants to answer the following questions: 

a) Iƻǿ Ƴŀƴȅ ƻŦ ȅƻǳ ƘŀǾŜ ǊŜŀŘ ǘƘŜ /D!Ωǎ ƛƴǎǘǊǳŎǘƛƻƴǎ ƻƴ ǘƘŜ ǎǳōƧŜŎǘΚ 

b) Iƻǿ Ƴŀƴȅ ƻŦ ȅƻǳ ƘŀǾŜ ǊŜŀŘ ǘƘŜ C5Ωǎ ƛƴǎǘǊǳŎǘƛƻƴǎ ƻƴ ǘƘŜ ǎǳōƧŜŎǘΚ 

c) Which ǎƛǘǳŀǘƛƻƴǎ ǊŜǉǳƛǊŜ ƎƻǾŜǊƴƳŜƴǘ ǎǇŜƴŘƛƴƎ ǘƘǊƻǳƎƘ {5!ΩǎΚ 

d) Which situations require government spending through Assignment Accounts? 

PRESENTATION-3 

Make a presentation about the prescribed procedures for payments, reconciliation, and 

reporting of the two modes of expenditure. At this stage the role of treasuries in 

monitoring of the transactions may be highlighted. 

ACTIVITY-4 

Encourage the participants to go through the reading material by presenting the key 

learning points during the review session. 

Time Allocation 

A minimum training time of 12 hours is suggested for this Module. 
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Reading Material: Module-5 

Standard Procedures 

1. The following standard procedures have been defined in the Manual of Accounting 

Principles, for the maintenance of Assignment Accounts and SDAs. 

Assignment Accounts 

a) An assignment account is a separate bank account opened in favor of a delegated 

authority, into which funds are released for specified purposes. An assignment 

account may be drawn on by the delegated authority (located in a spending Division 

or Department) without the requirement for certification and authorization by the 

DAO/AG/AGPR. 

b) Each assignment account is established at designated branches of the NBP in fixed 

currency. In cases where a project or other activity receives both GoP funding and 

foreign donor funding, separate Rupee and $US assignment accounts must be 

maintained. 

Special Drawing Accounts 

a) A personal ledger account (SDA) is also a facility provided to a delegated authority in 

a division/department to incur expenditure up to a prescribed limit, without the 

requirement for certification and authorization by the DAO/AG/AGPR. However 

unlike an assignment account a SDA is not a bank account; it is a separate ledger 

account maintained by the DAO/treasury office, with the spending limit controlled 

by these offices, rather than the NBP. 

General Policies 

a) Assignment accounts and SDAΩǎ ǎƘŀƭƭ ƻƴƭȅ ōŜ ŜǎǘŀōƭƛǎƘŜŘ ǿƛǘƘ ǘƘŜ ŀǇǇǊƻǾŀƭ ƻŦ aƻCΣ 

in consultation AGPR/AG. All expenditures incurred using an assignment account or 

SDA must be classified according to the Chart of Accounts. (i.e. to the relevant 

object, function, fund and entity to which the transaction relates). The nature of 

expenditure, incurring entity or source of funding does not change, simply because 

it has been incurred under an assignment account or SDA facility. 
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b) Assignment accounts and SDAΩǎ Ƴǳǎǘ ƴƻǘ ōŜ ǳǎŜŘ ŦƻǊ ǘƘŜ ŎƻƭƭŜŎǘƛƻƴ ŀƴŘ ǊŜŎƻǊŘƛƴƎ ƻŦ 

receipts. Assignment accounts will be included in the overall cash balance of the 

Government for the purposes of financial reporting and bank reconciliation. 

Establishment of New Assignment Account 

a) Upon approval for the establishment of an assignment account, an allocation of 

funds to the account is made under the sanction of the responsible ministry or 

department. This allocation will be based on clearance by MoF, who along with 

other central agencies, control the overall resource allocation process (e.g. Public 

Sector Development Program, loan arrangements negotiated by EAD). The 

allocation shall be communicated to the relevant AG/AGPR office.  

b) The Accountant General shall then issue a letter of assignment (form 17A) to the 

relevant DAO/treasury office with an endorsed copy to the branch manager of the 

State Bank of Pakistan, within whose area the account is opened. The letter of 

assignment shall specify the following details of the account to be opened: 

 Account name & the bank branch from which it shall operate. 

 Authorized cheque signatory and specimen signature. 

 Drawing limit of the account. 

 Budget head to which the release of funds shall be made (in doing so 
specifying clearly whether it is a Federal or Provincial Government account). 

 Any other conditions for the operation of that account. 

c) Upon receipt of the letter of assignment, the delegated officer in the DAO / treasury 

office shall arrange for the opening of the assignment account at the designated 

branch of the National Bank of Pakistan, in the name of the authorized cheque 

signatory. At the same time, this delegated officer shall update the Appropriation 

Register by the amount of funds released against the assignment account. Although 

the balance of this account is monitored by the NBP, it is still important to reflect 

this information (i.e. funds available) in the records of the Government, via the 

Appropriation Register. 

d) The authorized cheque signatory for the assignment account shall then be supplied 

with an official cheque-book by the DAO/treasury office, for the purpose of official 

withdrawals from the account. 
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Establishment of SDA 

a) When approval has been given for the establishment of a SDA, the AG/AGPR shall 

advise the relevant DAO/treasury to establish the SDA in its records. This advice will 

include the following details: 

 Name of account & authorized cheque signatory and specimen signature. 

 Drawing limit for the account. 

 Budget head to which the release of funds shall be made (in doing so 
specifying clearly whether it is a Federal or Provincial Government account). 

 Any other conditions for the use of the account. 

b) Each SDA shall then be established as a separate budget head in the Appropriation 

Register by the relevant DAO / treasury office, for the purpose of controlling the 

balance of each account. Each SDA shall be maintained in a separate section of this 

ǊŜƎƛǎǘŜǊ ǘƛǘƭŜŘ ΨSpecial Drawing AccountΩ ƻƴ ŀ ŘƛǾƛǎƛƻƴκŘŜǇŀǊǘƳent-wise basis. 

c) The DAO / treasury office shall then issue an official cheque-book to the authorized 

cheque signatory, from which cheques may then be drawn. 

Processing of payments 

a) For both assignment accounts and SDAΩǎΣ ŎƘŜǉǳŜǎ ŀǊŜ ŀōƭŜ ǘƻ ōŜ ŘǊŀǿƴ ōȅ 

authorized signatories of those accounts, from the time cheque-books are received, 

or other time, as communicated by the DAO / treasury office. 

 Cheques shall only be drawn by the authorized cheque signatory where it is 
required for immediate disbursement or reimbursement of expenditures 
previously incurred. 

 All cheques drawn from assignment accounts and SDAΩǎ Ƴǳǎǘ ōŜ 
countersigned by a delegated authority in the responsible ministry or 
department. 

 All cheques drawn in respect of SDAΩǎ Ƴǳǎǘ ōŜ ŜƴŘƻǊǎŜŘ ōȅ ŀ ŘŜƭŜgated 
officer in the DAO / treasury office prior to encashment. 

b) The delegated officer shall check the following before endorsing payment: 

 Sufficient funds exist within the nominated SDA, for the payment to be 
made (as indicated in the budget head in the Appropriation Register). 

 The cheque has been drawn only by the authorized cheque signatory. 

 The cheque has been written in proper form, from an official cheque book. 
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c) The above endorsement process of SDAΩǎ ǊŜǉǳƛǊŜǎ ǘƘŜ ǊŜƭŜǾŀƴǘ ōǳŘƎŜǘ ƘŜŀŘ ǘƻ ōŜ 

provided to the DAO / treasury so that the Appropriation Register can be duly 

checked and updated. It also requires the cheque register to be updated, for those 

cheques endorsed. 

d) SDAs and Assignments Accounts transactions are maintained only at Quetta. 

Authorization for opening of accounts is given by AG Office. The treasury then allots 

Accounts Numbers and issues cheque books to the concerned agency. Accounts are 

opened only in the National Bank branches. Every cheque is passed by the 

TREASURY before presenting to the bank. THE TREASURY is responsible to ensure 

reconciliation of payments with the bank, in conjunction with the concerned 

department. 

Finance Departmentôs Procedure 

2. The Finance Department has adopted the following procedure, with effect from December 

18, 20098, for the establishment and operation of Assignment Accounts including all 

accounts pertaining to IDA/IBRD, ADB, other credits, loans, grants, revolving funds accounts 

and imprest accounts, etc. The procedure is within the framework of the accounting 

principles and policies prescribed by the Auditor-General of Pakistan and the 

ŘƛǊŜŎǘƛƻƴǎκƎǳƛŘŜƭƛƴŜǎ ƎƛǾŜƴ ƛƴ ǘƘŜ DƻǾŜǊƴƳŜƴǘ ƻŦ tŀƪƛǎǘŀƴΣ CƛƴŀƴŎŜ 5ƛǾƛǎƛƻƴΩǎ hΦaΦ 

No.F.2(4)-B.5/2000-1146, dated 25/11/02. These are applicable to all existing accounts and 

to new accounts operated by departments, authorities and other entities of the 

Government of Balochistan. 

a) All accounts established and operated by any entity or functionary of the 

Government of Balochistan, other than (i) Special Drawing Accounts (which replaced 

the earlier Personal Ledger Accounts or SDAs) and (ii) the main bank accounts of a 

statutory or semi-autonomous body of the Provincial Government; shall be in the 

form of assignment account. 

                                                           
8
 Authority: Finance Department Letter No. FD (SO-Dev:)13-6/2008-09/8851-8970, dated 18/12/08. 
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DEFINITION 

b) An assignment account is a separate bank, account opened under the authority of 

Finance Department, Government of Balochistan in favor of a delegated authority, 

into which funds are released for special purposes. An assignment account may be 

drawn on by a delegated authority (located in a department, attached department 

or entity). 

c) Each assignment account is established at designated branches of the National Bank 

of Pakistan in fixed currency. In cases when a project or other activity receives both 

Government funding and foreign funding, separate Rupee and US$ assignment 

accounts may be maintained where authorized by the Finance Department, 

Government of Balochistan, the latter per payments in foreign exchange if any.  

d) Assignment accounts are included in the overall cash balance of the Government for 

purposes of cash balance and financial reporting. 

GENERAL POLICIES  

a) Assignment accounts can be established only with the authorization of the Finance 

Department, Government of Balochistan, who may obtain advice from the 

Accountant General Balochistan where necessary.  

b) The establishment and use of assignment accounts shall be strictly limited to those 

situations where prompt payment is an essential consideration. Each application for 

assignment account shall be considered on a case by case basis although such 

accounts are typically established for development each appointment for 

assignment account shall be consideration projects.  

c) Except in cases where assignment account expenditure is incurred from the Public 

Account and is determined as such by the Finance Department, Government of 

Balochistan in consultation with the Accountant General Balochistan, all 

expenditure incurred from the assignment account is from the Provincial 

Consolidated Fund. As such, its funding must be approved in the Schedule of 

Authorized Expenditure for a given financial year. The balance remaining at the end 

of each financial year must lapse (i.e. cannot be carried forwarded to the next year). 
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d) Budget estimates for and all expenditures incurred from, an assignment account 

must be classified according the Chart of Accounts under the New Accounting 

Method, (NAM) i.e. to the relevant object, function, fund and entity to which the 

transaction relates. The nature of the expenditure does not change because it has 

been incurred under an assignment account facility. 

e) Assignment accounts cannot be used for collection and recording of receipts. 

f) Assignment accounts shall from part of the overall cash balance of the Provincial 

Government for the purposes of financial reporting and bank reconciliation. 

g) All established procedures and policy guidelines for accounting, reporting, 

reconciliation, audit, maintenance and operation of government account issued 

from time shall apply to assignment accounts unless specially stated. 

ACCOUNTING POLICIES 

a) The overall framework of Government accounting as set out by the Auditor General 

in the Manual of Accounting Principles (MAP) and the Accounting Policies and 

Procedures Manual (APPM) shall apply to assignment accounts. Particular attention 

is required to Chapter 4, 10 and 17 of the APPM.  

b) In order to have a consistent basis of accounting for all forms of expenditure in the 

Government, the modified cash basis of accounting is adopted. 

c) Expenditure in relation to assignment accounts will be recognized in the account 

when cheques have been drawn by the cheque signatory (i.e. upon the issue of 

payment).  

d) The key controls to be observed in respect of assignment account transactions are: 

 Signing of cheques drawn on the account, by the authorized cheque 
signatory, and countersigned by the co-signatory from the responsible 
entity in accordance with the approved function-cum-object wise budget 
provision for the line item to which the payment pertains to.  

 Fund control exercised on each payment by' the National Bank of Pakistan.  

 Reconciliation of assignment account balances to the bank (and their 
function-cum-object wise reporting to the Finance Department every 
month) along with copy of bank statement.  

 Submission by the authorized signatory of expenditure along with vouchers 
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by the 21st of the following month to the Accountant General Balochistan as 
laid down in Government of Pakistan, Finance Division O.M. No. F.2 (4)-
8.S/2000-1146 dated November, 25, 2002 and completion of process laid 
down therein. [Para XI (b) and (c)].  

e) Since assignment accounts by-pass a number of key controls specified in the APPM 

(Chapter 4), the Government of Pakistan Finance Division has provided that the 

signatory to the account shall be personally responsible for the adjustment of 

disbursement. 

ESTABLISHMENT OF NEW ASSIGNMENT ACCOUNT 

a) The establishment and use of assignment accounts shall be strictly limited and each 

application shall he entertained on case-to-case basis by the Finance Department.  

b) All requests for establishment for assignment accounts must include a full and 

detailed justification for the request, and in case of development projects must be 

accompanied by copies of the project documents, and where applicable, the 

credit/loan/grant agreement with the Federal and the project/program agreement 

with Government of Balochistan and the relevant approved from the Planning & 

Development Department, Government of Balochistan.  

c) The Finance, Department shall examine the request and process the application, 

seeking the advice of the Accountant General, Balochistan where necessary. A 

minimum period of ten working days is required for the request to be processed, 

where no reference to the Accountant General Balochistan is required.  

d) Upon approval for the establishment of an assignment account by the Finance 

Department, an allocation of funds to the account under the sanction of the 

responsible department or entity is made. This allocation will be the based on 

clearance by the Finance Department, who along with other agencies as the case 

may be, control the overall resource allocation process (e.g. Public Sector 

Development Program, loan arrangement). The allocation shall be communicated to 

the Accountant General Balochistan. 

e) The Accountant General, Balochistan shall then issue a letter of assignment (Form 

17A) with an endorsed copy to the State Bank of Pakistan. The letter of assignment 

shall specify the following details of the account to he opened:  
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 Account name. 

 The bank branch of NBP from which it shall operate. 

 Authorized cheque signatory and specimen signature. 

 Currency of account. 

 Drawing limit of the account. 

 Budget head to which the release of funds shall be made. 

 Any other conditions for the operation of the account. 

f) Upon receipt of the letter of assignment and completion of account opening 

formalities specified by the Accountant General's office, the account shall be 

opened at the designated branch of the National Bank of Pakistan. The authorized 

cheque signatory for the assignment account shall be supplied with an official 

cheque book for the purpose of official withdrawals from the account. 

g) The Government of Pakistan, Finance Division O.M. No. F.2 (4)-B.S/2000-1146 dated 

November, 25, 2002 details the procedure in case of assignment accounts 

pertaining to foreign assisted projects or programs which shall be followed in these 

cases. 

PROCESSING OF PAYMENTS 

a) Cheques are to be drawn by authorized signatories, duly countersigned by a 

delegated authority, only where it is required for immediate disbursement or 

reimbursement of expenditures previously incurred. 

b) Budget provisions in the Schedule of Authorized Expenditure and or the Public 

Sector Development Program as the case may be an essential pre-requisite. In 

addition to the provision in the PSDP, a detailed function and object wise annual 

budget estimate is required to the prepared by the Project/Program Directors, and 

after approval by the Planning and Development Department, communicated to the 

Finance Department, Government of Balochistan. 

RECONCILIATION 

a) The APPM provides for reconciliation procedures as follows: 

1) The National Bank of Pakistan shall send a (i) bank scroll on a monthly basis 

to the Accountant General Balochistan and (ii) bank statement to the 

authorized signatory for the ,assignment account that it maintains;  
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2) Taking the information contained in the statements, a reconciliation 

statement for the assignment account shall be prepared to consist of (i) 

opening account balance as per bank statement balance as per bank 

statement (ii) less reported expenditures for the month (iii) less payments 

in bank statement but not advised by signatory (iv) plus un-cleared cheques 

(v) equals closing assignment account balance per bank statement.  

3) Any unreported payments identified in this statement shall be verified and 

appropriate adjusting entries made bring accounting records up to date, 

and reconciled to the bank statement.  

b) Reference may also be made to the Government of Pakistan, Finance Division O.M. 

No. F.2. (4) -B.S/2000-1146 dated November, 25, 2002.  

REPORTING 

a) To provide a consolidated summary of assignment account balance in the bank 

reconciliation described above, each DAO/TO A shall submit details of assignment 

account balance to the Finance Department and the Accountant General 

Balochistan at the end of each month.  

b) In a quarterly basis, departments shall submit a detailed Statement of Expenditure, 

for all assignment accounts under their control to the Finance Department and the 

Accountant General Balochistan. There reports will support the verification of 

accounting record. Further details-may be sought to assist in detailed analysis where 

required. 

POST AUDIT OF PAID VOUCHERS 

a) The Government of Pakistan, Finance Division O.M. No. F.2 (4)-8.S/2000-1146, 

dated November, 25, 2008 referred to earlier, has laid down the requirements for 

post-audit of paid vouchers. These instructions shall be deemed to be applicable to 

all assignment accounts. 

b) The relevant text of the above mentioned reference is reproduced below: 

"The Accountant General shall also carry out necessary post-audit of 
the paid vouchers. The observations, if any shall be communicated to 
the Project Director with copies to Finance [Department] and 
Planning & Development [Department]. After post audit, the 
Accountant General will return the vouchers to the Project Director 
for external audit purpose ōȅ ǘƘŜ !ǳŘƛǘƻǊ DŜƴŜǊŀƭ ƻŦ tŀƪƛǎǘŀƴΦέ 
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c) In this regard, the signatories are required to submit a function-cum object-wise 

statement of expenditure duly verified along with vouchers by the 21st of the 

following month. 

YEAR-END CONTROLS AND ADJUSTMENTS 

a) No cheques shall be drawn from assignment accounts after 30th June against 

Schedule of Authorized Expenditure from and/or Public Sector Development 

Program from the previous year. Any commitments established under assignment 

accounts shall be duly reversed.  

b) Since only cheques drawn are to be recorded as expenditure in the accounts of the 

year, no reversal is required and no entry is required to the Sub-Ledger/General 

Ledger. Any amounts left outstanding in the cheque closing account as at 30th June 

represent those cheques drawn before the end of the year but not yet cashed at the 

bank for which sufficient funds shall be retained in the respective assignment 

account for this purpose.  

c) The balance in the assignment account pertaining to the Provincial Consolidated 

Fund shall lapse at the end of the financial year and the Appropriation Register 

balance (i.e. funds available) against the relevant budget heads shall be reset to zero 

and closed, until funds are released for the following year.  

d) The late drawing of cheques at year end does not represent good financial 

management practice and is subject to specific directives issued by the Accountant 

General to avoid it.  

CLOSURE 

Assignment accounts must be promptly closed when the relevant activity for which they 

were established has been completed or otherwise wound up. 
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PRACTICAL NOTES: 

After entry of cheques in the Appropriation Register, the following entries will be made: 

A: Rs. 1,000/- DR ς Detailed Head of Account 

B: Rs.1,000/- CR- SDA Cheques 

After payment by the Bank, the following entries will be made: 

A: Rs.1,000/- CR-State Bank Deposit 

B: Rs.1,000/- DR- SDA Cheques 

Points to Note: 

1) No reversals are required at the end of the year. 

2) !ǘ ǘƘŜ ŜƴŘ ƻŦ ǘƘŜ ȅŜŀǊΣ ǘƘŜ ǘƻǘŀƭǎ ƻŦ ά!έ ŀƴŘ ά.έ ǎƘƻǳƭŘ ōŜ ŜǉǳŀƭΦ 

3) In case of excess payment in SDA cheques, the matter should immediately be 

reported to the Director State Bank. 

4) All entries in the Appropriate Register should be recorded and balanced with great 

care. 

5) Reconciliation figures communicated by the Bank must tally with SDA cheques/Bank 

Scroll. 

6) Cost Center indicated in the release may be recorded in the accounts carefully. 
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Module-6: Office Management 

Overview 

1. This Module comprises of reading material on some topics related to office management. 

The aim of this session is to facilitate learning of the basic principles and procedures of 

treasury administration. This Module covers the basic concepts of organizational mandate, 

an overview of Secretariat instructions, basic principles of office communication, the 

concept of internal controls, and salient features of discipline, leave and procurement 

regulations. 

Module Contents 

a. Organizational Mandate. 

b. Basics of Office Communication. 

c. Concept of Internal Controls. 

d. Discipline Regulations. 

e. Procurement Rules. 

Learning Goals 

2. The aim of this module is to allow participants acquire a shared level of understanding of 

some of the fundamentals of office management relevant to treasury organizations. After 

attending this training sessions, the participants are expected to demonstrate the ability to: 

a) Prepare periodic targets pertaining to their main activities. 

b) Draft effective office communications, including letters and summaries for higher 

level decision-making. 

c) Demonstrate professional knowledge of the basic concepts of internal controls, 

specifically with reference to pre-audit payments. 

d) Demonstrate understanding of the main regulations pertaining to employee 

discipline and prepare discipline cases for action by the competent authority. 

e) Demonstrate understanding of the salient features of procurement regulations and 

check application of the prescribed procedures while processing payment cases. 
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Learning Activities 

PRESENTATION-1 

Make a presentation on the meaning of organizational vision, mission and goals. 

ACTIVITY-1 

Ask the participants to write down a mission statement for Finance Department. 

Generate a discussion on various aspects of the proposed statements and their linkage 

with the assigned roles of treasury officers. 

PRESENTATION-2 

Describe the salient features of Secretariat Instructions and their significance for 

managing treasury offices. List the main ingredients of an effective office note 

ACTIVITY-2 

Ask the participants to prepare a comprehensive note on construction of a boundary 

wall around the treasury premises. 

PRESENTATION-3 

Present the rationale and the main characteristics of internal controls. 

ACTIVITY-3 

Invite the participants to link the prime elements of internal controls to the operations 

of treasuries and to propose some applications of the basic principles in a typical 

treasury office. 

PRESENTATION-4 

Make a presentation on salient features of RSO. 

ACTIVITY-4 

Divide the participants into two groups and ask them to list the main aspects of 

indiscipline typical to treasury offices. Allow representative of each group to present the 

list of discipline problems and then generate a discussion on how to deal with such 

cases of indiscipline with or without application of discipline regulations. 

PRESENTATION-5 

Make a presentation on the salient features of procurement regulations relevant to pre-

audit functions of treasury offices. 
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ACTIVITY-5 

Ask the participants to prepare a checklist for compliance of procurement regulations 

while handling contingent payment claims. 

Time Allocation 

A minimum training time of 24 hours is suggested for this Module. 
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Reading Material: Module-7 

Organizational Mandate 

1. Identification of organizational mandate is extremely important for making employees work 

for the ultimate objectives in a coherent manner. The mandate is normally defined through 

vision and mission statements based on legal provisions. 

Vision 

2. It is the oǊƎŀƴƛȊŀǘƛƻƴΩǎ ǇǊŜŦŜǊǊŜŘ ŦǳǘǳǊŜ ƛƴ ŀŎǘƛƻƴ and describes how life will be like for key 

stakeholders, based on personal aspirations and ideas. It provides a strategic focus for the 

ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ŀctivities ς guiding the employees what is expected of them. 

Bad Examples of Vision 

 Model diversified energy resources and petrochemical organization, 

exceeding expectations of all stakeholders. 

 By using state of the art technology, high performing people, excel business 

process and synergetic organization culture. 

Good Examples of Vision 

 Providing leadership, direction, pro and re-active facilitation, to an 

aggressive national drive for maximization of sustainable growth of 

Pakistan's foreign trade. 

 To help the nation spend wisely. 

 To allow optimum use of national resources. 

 To produce happier and satisfied employees 

Mission 

3. It defines the ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ǇǳǊǇƻǎŜΣ ōŜƭƛŜŦǎ ŀƴŘ ǾŀƭǳŜǎ - how business should be 

conducted. It does not give a direction to the organization and does not describe the future 

world that the organization strives to create. 

Examples of Mission 

 To improve performance of the government and its organizations by 

providing valuable information to the cabinet and parliament. 
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 To promote highest standards in public administration through proper 

conduct of public business and beneficial change in the provision of public 

services 

PROPOSED MISSION & MANDATE OF TREASURIES 

The prime mandate of the district treasuries is to ensure that sanctity of the budget is 

preserved while handling financial transactions in the most efficient manner, at the 

district level. This is derived from the following set of mission statements proposed for 

the Finance Department: 

 To ensure budget optimum utilization of the meager financial resources in 
accordance with the political mandate. The treasuries are required to comply with 
financial sanctions and budget releases. 

 To ensure collection of meager provincial revenues with due care and regularly 
analyze the provincial contribution for realistic budgeting. The treasuries are 
required to ensure proper collection and recording of all receipts within their 
jurisdiction. 

 To manage financial resources effectively and efficiently and to promote prudent 
practices in the government. The treasuries should ensure that all payments are 
adequately backed-up by the relevant rules and regulations. 

 ¢ƻ ǎŜǊǾŜ ŀǎ ǘƘŜ tǊƻǾƛƴŎƛŀƭ DƻǾŜǊƴƳŜƴǘΩǎ ǇǊƛƳŜ ŦƛǎŎŀƭ ŀŘǾƛǎƻǊΦ Treasury Officers 
should act as financial advisor for all executing agencies operating at the district 
level. 

What are Goals? 

4. They are road maps to the vision as they identify the specific outcomes sought & answer the 

question. They tell us, ά²Ƙŀǘ Řƻ ǿŜ ƴŜŜŘ ǘƻ Řƻ ƛƴ ƻǊŘŜǊ ǘƻ ŀŎƘƛŜǾŜ ǘƘŜ Ǿƛǎƛƻƴέ. They embody 

the ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ŎƻƳƳƛǘƳŜƴǘ towards achieving or sustaining something that might not 

exist today. Examples of Training Goals: 

Skill development ς to provide hands-on training in the use of IT in public 

administration and to give special sessions on presentation and inter-personal 

skills 

Leadership ς to train participants about the modern leadership techniques 

through special group activities involving presentation of assignments by team-

leaders 

Research ς to conduct experiential learning activities through research by 

setting minimum standards of a well-structured research methodology 
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 Office Communication Basics 

Secretariat Instructions 

Secretariat Instructions provide important procedural details for economic and efficient 

disposal of business in the Secretariat. They also provide a code of conduct regarding the 

manner in which various levels of official hierarchy are to be dealt within an office/secretariat. 

They advise us to be polite and impersonal while submitting cases to higher authorities or while 

replying to other Ministries/Divisions/Departments/Provincial Governments and the public. 

They provide for systems through which problems of the employees of 

Ministries/Divisions/Departments can be brought to the notice of higher authorities for 

necessary action. Compliance of the procedures can help in improving individual performance, 

resultantly improving overall performance of the Ministries/Divisions/Departments. 

Office Files and Correspondence 

1. It is the duty of treasuries officers to ensure that cases submitted to the higher 

authorities are prepared in a comprehensive manner, including all important points 

required for decision in the form of a self contained note. In this regard, the 

provisions of Secretariat Instructions regarding maintenance and submission of files 

are to be followed. 

2. While preparing notes at section level, the following points must be kept in mind: 

Á Facts of the case. 

Á Legal or customary procedure to be adopted. 

Á Rules and regulations, facts and figures, having a bearing on the case. 

Á Points for decisions. 

3. Setting of Files require fulfillment of the following conditions: 

Á Each paragraph of the note portion and every page of the correspondence 

portion should be numbered consecutively. 

Á Correspondence portion should be arranged in the chronological order. 

Á Referencing to correspondence should be done by page number so that 

links with note portion are maintained even if the flags are removed. 

Á Noting should be done on note sheet paper instead of memo pad or other 

kinds of paper. 
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Á Notes should be marked in a way to leave proper space for the higher 

authorities to make their own recordings. In case a note extends till end of 

the page, it should be designed in a way so that a reasonable portion of 

the text is carried over to the next page. Carried over text in the next page 

must ŎƻƴǘŀƛƴŜŘ ǎƻƳŜ ǇŀǊǘƛŎǳƭŀǊǎ ƻŦ ǘƘŜ ŎŀǎŜ ƭƛƪŜ ƛƴŘƛǾƛŘǳŀƭΩǎ ƴŀƳŜΣ ǎǳōƧŜŎǘ 

title, etc. so as to ensure that decision recorded by the higher authority is 

duly linked with specific case. 

Drafting of Office Notes 

1. An Office note is initiated to settle a matter while remaining in the framework of 

Rules and Regulations. It is a statement of facts describing the issue under 

consideration with the views of the officer suggesting a course of action for 

decision. It helps the competent authority decide a matter in its true perspective. 

Noting is not required when the officer himself is competent to dispose of a matter 

under certain instructions, orders or delegated powers. Noting helps in highlighting 

pros and cons of a case. It is actually a historical record and source of information 

for future handling of cases. 

2. The language of office notes should be clear, concise, simple, direct and free from 

misconstruction. Lengthy sentences, abruptness, redundancy, official jargons, 

superlatives, repetition whether of words, expression, phrases or ideas, should be 

avoided as far as possible.  

3. A typical office note should be organized in terms of the following attributes: 

 Purpose: tell why you are writing: response, reference, initiative 

 Facts & regulatory framework 

o Important facts of the case 

o Legal or customary procedure to be adopted 

o Any rules and regulations having a bearing on the case 

o Any other related facts or figures. 

 Propose concrete action 
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Concept of Internal Controls 

Internal controls are policies and procedures established by management to provide, as 

ŦŀǊ ŀǎ ǇǊŀŎǘƛŎŀƭΣ ǊŜŀǎƻƴŀōƭŜ ŀǎǎǳǊŀƴŎŜ ǘƘŀǘ ǘƘŜ ŜƴǘƛǘȅΩǎ ƻōƧŜŎǘƛǾŜǎ ŀǊŜ ōŜƛƴƎ ƳŜǘΦ Lǘ ƛǎ ǘƘŜ 

responsibility of management to ensure that a proper internal control structure is instituted, 

reviewed, and updated to keep it effective. An internal control structure is defined as the plans 

and activities of an organization, including management's attitude, methods, procedures, and 

other measures that provide reasonable assurance that the following general objectives are 

achieved: 

EFFICIENCY & EFFECTIVENESS 

 Ensuring economic, efficient, and effective operations and that quality products 

and services are produced in a timely manner, consisteƴǘ ǿƛǘƘ ǘƘŜ ŜƴǘƛǘȅΩǎ 

objectives. 

SAFEGUARDING OF ASSETS 

 Safeguarding assets and other resources against loss due to waste, abuse, 

mismanagement, errors, fraud and other irregularities. 

REGULATIONS COMPLIANCE 

 Complying with laws, regulations, and management directives. 

RECORDING & DOCUMENTATION 

 The internal control structure and all transactions and significant events are to be 

clearly documented, and the documentation is to be readily available for 

examination. Besides, transactions and significant events are to be promptly 

recorded and properly classified. 

REPORTING 

 Developing and maintaining reliable financial and management data and fairly 

disclosing that data in timely reports. 

AUTHORIZATION & EXECUTION 

 Transactions and significant events are to be authorized and executed only by 

persons acting within the scope of their authority. 
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SEPARATION OF DUTIES 

 Key duties and responsibilities in authorizing, processing, recording, and 

reviewing transactions and events should be separated among individuals. 

SUPERVISION 

 Competent supervision is to be provided to ensure that internal control objectives 

are achieved. 

ACCOUNTABILITY FOR RESOURCES AND RECORDS 

 Access to resources and records is to be limited to authorized individuals who are 

accountable for their custody or use. 

MONITORING AND EVALUATION 

 In addition to the internal control system, managers are expected to be 

evaluating their performance in a timely manner and taking corrective action as 

necessary. 

The extent to which these standards are met by management depends to some extent 

on the nature of the entity. Small organizations are not always in a position, for example, to 

maintain proper separation of duties. The treasury officer should take such matters into account 

when assessing sufficiency of the internal controls. 
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Discipline Regulations: Salient Features of RSO
9
 

Key Definitions 

COMPETENT AUTHORITY 

Any officer or authority, not inferior in rank to the appointing authority prescribed for 

the post held by the person against whom action is proposed to be taken. 

MISCONDUCT 

Includes conduct prejudicial to good order or service discipline or conduct unbecoming 

of an officer and a gentlemen or involvement or participation for gain in industry, trade 

or speculative transactions or abuse or misuse of the official position to gain undue 

advantage or assumption of financial or other obligations to private institution or 

persons such as may cause embarrassment in the performance of official duties 

functions. 

Grounds for Penalty 

After processing of a discipline case under the RSO, an accused employee can be 

awarded minor or major penalty on account of inefficiency, misconduct, or corruption. 

The grounds for award of any penalty are as follows: 

Á Inefficient or has ceased to be efficient for any reason. 

Á Is guilty of being habitually absent from duty with-out prior approval of leave. 

Á Is guilty of misconduct. 

Á Corrupt, or may reasonably be considered as corrupt. 

Á Engaged or is reasonably believed to be engaged in subversive activities. 

Á Found to have been appointed or promoted on extraneous ground in violation 

of law and the relevant rules. 

                                                           
9
 The Removal from Service Ordinance, 2000. 
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LIST OF PENALTIES 

Minor Penalties: 

(i) Censure; 

(ii) Withholding, for a specific period, promotion or increment, otherwise 
than for unfitness for promotion or financial advancement in 
accordance with the rules or orders pertaining to the service or post; 

(iii) Stoppage, for a specific period, at an efficiency bar in the time-scale, 
otherwise then for unfitness to cross such bar; 

(iv) Recovery from pay of the whole or any part of any pecuniary loss cause 
to Government by negligence or breach of order; 

Major Penalties: 

(i) Reduction to a lower post or time-scale or to a lower stage in a time-
scale. 

(i) Compulsory retirement; 

(ii) Removal from service; and 

(iii) Dismissal from service. 

Defense Opportunity 

Before awarding penalty, the competent authority shall inform the accused, in writing of the 

action proposed to be taken against him and the grounds of the action and give him and give 

him a reasonable opportunity of showing cause against that action within seven days or within 

such extended period as the competent authority may determine. The dismissal or removal or 

premature retirement from service or reduction to lower post or pay scale of a person shall not 

absolve such person from liability to any punishment to which he may be liable for an offence 

under any law committed by him while in service. 

Note: A person against whom action is proposed to be taken under the Ordinance, may 

be placed under suspension with immediate effect, if in the opinion of the competent 

authority, suspension is necessary or expedient. 

Inquiry 

The competent authority shall, before passing an order, appoint an Inquiry Officer or Inquiry 

Committee to scrutinize the conduct of a person who is alleged to have committed any of the 

specified act or omissions. The inquiry officer shall submit his findings and recommendations to 

the competent authority within twenty-five days of the initiation of inquiry. The competent 
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authority may dispense with the inquiry if it is in possession of sufficient documentary evidence 

against the accused, or for reasons to be recorded in writing; it is satisfied that there is no need 

of holding an inquiry. Every finding recorded by the Inquiry shall, with the recommendation 

provided for in that section, be submitted to the competent authority who may pass such orders 

thereon as it may deem proper in accordance of the provisions of this Ordinance. 

REPRESENTATION AND REVIEW 

A person, who has been dismissed or removed or compulsorily retired from service or 

reduced to lower post or pay scale by the competent authority, may within fifteen days from the 

date of communication of the order prefer a representation to the Chief Executive or such 

officer or authority as the Chief Executive may designate. The Chief Executive or an officer or 

authority as may be designated for the purpose by the chief Executive, may on consideration of 

the representation review petition and any other relevant material, confirm, set aside, vary or 

modify the order in respect of which such representation or review petition is made with in sixty 

days thereof. 

APPEAL 

Notwithstanding anything contained in any other law for the time being in force any person 

aggrieved by any final order under section 9 may, within thirty days of the order, prefer an 

appeal to the Federal Service Tribunal established under the Service Tribunal Act, 1973 (LXX of 

1973). 
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Leave 

Leave is a period allowed to public servant to attend to his urgent private affairs within 

or outside Pakistan or get treatment or rest for recoupment of his health. During this period, the 

public servant does not do official work but gets full or half salary (or even no salary but his 

absence from service is ignored of his service is not discontinued or disturbed on account of his 

absence from duty). Grant of leave is a concession to public servant and in principle it cannot be 

claimed as a matter of right. 

Basic Conditions 

1. Leave is earned by period of duty only. In the exigencies of public service, a competent 

authority has every right to refuse or revoke any kind of leave. 

2. A competent authority can sanction or refuse leave of any kind, but it has no discretion to 

arbitrarily change the title of leave applied for. The public servant concerned has right of 

option to be granted leave according to the title selected by him [FR 67, 87, (9)]. 

3. A public servant is not permitted to accept any employment during leave. However, during 

leave preparatory to retirement, a competent authority may permit a public servant to do 

so under certain conditions. Undertaking of private employment during leave is tantamount 

to misconduct [FR-69]. 

LEAVE SALARY 

4. During the period of leave on Full Pay or half pay, leave salary equal to dull or half pay as the 

case may be or equal to Full or Half average pay earned during the last 12 complete months 

immediately proceeding the month in which leave was taken whichever is beneficial to the 

public servant is granted during leave. Rate of leave salary once decided cannot be changed 

during leave. Even if there is any change in emoluments of the public servant concerned 

during that spell of leave, i.e. increment etc., the effect of such change will be given from 

the date of resuming duty after the end of leave, the rate of leave salary remaining the same 

during that spell of leave. Only in case of leave preparatory to retirement, annual increment, 

promotion or change in emoluments, is taken into account as assumed emoluments.  

5. A government servant can be recalled from leave before its expiry. The recall can either be 

optional or compulsory. If it is optional, no additional concession shall be allowed to a civil 

servant joining duty before expiry of leave. But in case of compulsory recall, following 

concessions are allowed: 
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a) He will be allowed single return fare and daily allowance as on tour from station 

where he was spending leave to the place where he has been called from duty.  

b) If he has been called to duty at headquarter and remaining leave is cancelled, he 

will be granted fare for one way journey only.  

c) In case the cancellation of remaining leave is optional, no concession will be 

allowed. 

6. A public servant who has been granted leave on Medical Certificate can be allowed to 

resume duty only on producing medical certificate of fitness in the prescribed form by the 

competent medical authority. 

7. A public servant on leave cannot return to duty before expiry of leave granted to him 

without the prior approval of the authority which granted him leave. 

OVERSTAY AFTER SANCTIONED LEAVE 

8. A public servant is expected to resume duty after the end of leave, on due date. In case he 

remains absent after the end of his leave, without obtaining the extension from the 

competent authority, shall not be entitled for any remuneration for the period of absence. 

Double the period of absence shall be debited to his leave account and disciplinary action as 

deem fit may also be initiated against him. 

9. If there is no sufficient leave in his credit, it shall be adjusted against future earnings.  

Leave Regulations10 

EARNING OF LEAVE 

o Leave is earned for the period of duty it shall not be earned during leave of any kind 

except, casual leave and quarantine leave.  

o Period spent in Foreign Service qualifies a civil servant to earn leave, according to 

prescribed rules. 

EARNING & ACCUMULATION OF LEAVE 

10. A civil servant shall earn leave on full pay which shall be calculated @ 4 day for every 

calendar month of the period of duty rendered. Duty period upto 15 day in a calendar 

ƳƻƴǘƘ ǎƘŀƭƭ ōŜ ƛƎƴƻǊŜŘ ŀƴŘ ƳƻǊŜ ǘƘŀƴ мр ŘŀȅǎΩ ǿƛƭƭ ōŜ ǘǊŜŀǘŜŘ ŀǎ Ŧǳƭƭ ŎŀƭŜƴŘŀǊ ƳƻƴǘƘ ŦƻǊ ǘƘŜ 

purpose of earning of leave. 

                                                           
10

 The Revised Leave Rules, 1980. 
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11. LŦ ŀ DƻǾŜǊƴƳŜƴǘ ǎŜǊǾŀƴǘ ōǊŜŀƪΩǎ ǘǿƻ ƳƻƴǘƘ ƛƴ ƻƴŜ ǎǇŜƭƭ ƻŦ ƭŜŀǾŜ ŀƴŘ Řǳǘȅ ǇŜǊƛƻŘ ƛƴ ŜŀŎƘ ƻŦ 

the month is more than 15 days, the leave earning for both the incomplete months shall be 

restricted to that admissible for one full calendar month i.e. 4 days. If a civil servant 

proceeds on leave on 25th March and resume duty on 5th April of the same year. The duty 

period in botƘ ǘƘŜ ƳƻƴǘƘ ƛǎ нп ŘŀȅǎΩ ŀƴŘ нс ŘŀȅΩǎ ōǳǘ ƘŜ ǎƘŀƭƭ ŜŀǊƴ ƭŜŀǾŜ ŦƻǊ ƻƴŜ Ŧǳƭƭ 

calendar month i.e. 4 days. 

GRANT OF LEAVE 

12. The maximum period of leave which can be granted at one time is as under: 

i. Leave without medical certificate  120 days 

ii. Leave with medical certificate   180 days 

Kinds of Leave 

EXTRA ORDINARY LEAVE 

a. Leave without pay can be granted to permanent of temporary government 

servant on any ground upto maximum of 5 years at a time, provided he has a 

continuous service of 10 years or more. A government servant can avail 5 years 

E.O.L for each spell of 10 years or more service. In case of less than 10 years 

service extra-ordinary leave without pay for maximum of two years may be 

granted at the discretion of the head of the office. 

b. In case E.O.L is combined with any kind of leave, leave on full pay or leave on 

half pay, the period five years get reduced accordingly. 

c. Absence without leave can be treated as extra ordinary leave. 

RECREATION LEAVE 

 15 days recreation leave may be granted to a civil servant in a calendar year in 

lieu of 10 days leave on full pay. This leave is not admissible to the civil servant 

in a vacation department.  

LEAVE NOT DUE 

 Leave not due may be granted to a civil servant against leave to be earned in 

future, on the following conditions: 

a. It can be granted to permanent civil servant and if the authority is also satisfied 

that the civil servant will resume duty on the expiry of the leave and clear the 

balance of leave outstanding against him. 

b. Maximum 365 days leave on full pay may be granted in entire service, provided 

that during first 5 years of service, it should not be exceeded 90 days in all. 

c. Such leave may be converted into leave on half pay. 
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SPECIAL LEAVE 

a. Special leave for 130 days on full pay may be granted to a female civil servant on 

the death of her husband. The leave shall commence from the date of death of 

her husband. The civil servant is required to produce death certificate either 

with the leave application or can be furnished to the authority separately. 

b. This leave is not debit able to leave account. 

MATERNITY LEAVE 

a. Maternity leave maximum 90 days in all or 45 days from the date of her 

confinement whichever is earlier may be granted to female civil servant. 

b. It can be granted upto three times, outside the leave account in entire service 

and beyond third time from leave accounts, but there is no such restriction for 

female civil servant employee of vacation department.  

c. Spells of maternity leave availed prior to Revised Leave will be treated as has 

been taken under these rules. The leave salary during leave will remain 

unaffected.  

DISABILITY LEAVE 

a. Disability leave maximum up to 720 days on each occasion, on the production of 

M.C. may be granted to a civil servant. It is not debit able to leave account. 

b. The leave salary equal to full pay during 1st 180 days and half pay of the 

remaining period shall be admissible. 

LEAVE EX-PAKISTAN 

Any kind of leave which is spent by a civil servant out of Pakistan with the 

permission of the Government is called Ex-Pakistan leave. These may be 

proceeding abroad during leave or takes leave while posted abroad or 

otherwise on duty abroad. 

LEAVE PREPARATORY TO RETIREMENT (L.P.R) 

 A civil servant may be granted LPR a maximum upto 365 days on his qualifying 

25 years or more service, subject to availability of leave either on full pay or on 

half pay or partly on full and partly on half as the discretion of civil servant.  

ENCASHMENT OF LEAVE PREPARATORY OF RETIREMENT 

a) On superannuation or on qualifying of 30 years or more service, a civil 

servant may, at his option, be allowed to encash leave preparatory to 

retirement. 

b) He will be paid for actual period of such leave, maximum 180 days. 
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c) If at any time during such period, a Govt. servant is granted leave due to 

unavoidable circumstance i.e. performance of Hajj or illness etc, the 

leave pay shall be a reduced equal to half of the leave actual avail. For 

example, a civil servant who has opted for encashment has taken 30 

days leave, his cash compensation equal to half i.e. 15 days will be 

reduced. 

d) The Govt. servant shall submit his option, fifteen month before the date 

of voluntary retirement to the authority, who accept the option and 

issue formal sanction for the payment of cash. 

e) For the purpose of payment in lieu of leave. 

The rate of leave pay shall be the rate admissible at the time when leave pay is drawn. 

The leave pay may be drawn at any time for the period for which duty has already been 

rendered. Only senior post allowance will be included in leave pay.  

RETIREMENT AND ENCASHMENT OF LPR 

On the completion of 31 years or more qualifying service, a Govt. servant may grant 

voluntary retirement and also encashment of LPR on three month short notice. In such 

case, the last year of his service will be treated as service rendered in lieu of LPR and he 

may be granted encashment for actual period of leave subject to maximum 180 days. 

ENCASHMENT OF LPR ON SUPERANNUATION PENSION 

In case of Govt. servant neither avail, :PR nor opt for encashment in lieu thereof till his 

superannuation, it  will be considered that he has opted for  encashment and he will be 

allowed encashment for actual period of leave but not exceeding 180 days,  

IN SERVICE DEATH 

In case of death of civil servant during service or permanently in capacitated for further 

a by Medical Board, he or his family shall be granted encashment/ cash compensation in 

lieu of leave available in his credit balance at that time, subject to maximum 180 days 

equal to full pay.  

MEDICAL LEAVE 

Leave on Medical certificate shall not be refused but sanctioning authority may secure a 

second medical opinion.  

LEAVE ON HALF PAY 

Leave on full pay, at the option of the civil servant be converted into leave on half pay. 

The debit to leave account will be one LFP for every two leave on half pay. Fraction if 

any will be counted as on full day of leave on full pay. There is no limit on the grant of 

leave on half pay so long as it is available by conversion in leave account. 



Reading Material      Module-6: Office Management 

Training Manual for DAOs of Balochistan ï By AGRPB Project 84 

General Clarifications 

1) There is no need to specify reason in leave application so long as leave is due and admissible 

to a civil servant.  

2) Leave starts from day following that on which a civil servant hand over charge of his post 

and may end on the day preceding that on which he resumes duty.  

3) All types of leave other than LPR and casual leave may be combined with joining time and 

with other leaves.  

4) In case of abolition of post, leave due to a civil servant, may be granted upto date of his 

superannuation or actual period of leave whichever will be earlier. The tenure of post and 

its increment deem to have been extended automatically. 

5) A civil servant proceeding on leave is required to hand over the charge of his post. In case of 

gazette Govt. servant B-16 and above, while handing over the charge of the post should also 

sign charge relinquishment report.  He will also prepare a brief note (note to the successor 

describing important cases, major issues and directions in which they are developing and 

any other matter that his successor should know). 

6) A civil servant on return form leave is required to report for duty, to the leave sanctioning 

authority. He will take over the charge of the post as directed by the authority. In case of 

gazette officers, on taking over the charge of the post, the will also sign charge assumption 

report. If a Govt. servant has been directed to take over the charge of new post at station 

other than his old station, he will be allowed travelling allowance as on transfer. 

7) It is necessary for the Govt. servant concerned to take permission of the authority which 

sanction the leave before leaving the headquarter station and keep his controlling officer 

advised of the change of address. 

8) As per FR 67, leave cannot be claimed as a right. Thus an application for leave should not be 

anticipated as grant of leave. Therefore the civil servants must wait for the sanction of leave 

and should not leave the place of their duty before the leave applied for is actually granted 

by the competent authority. Non compliance of these instructions might warrant action on 

account of misconduct under the relevant rules.  

9) In the beginning of every calendar year all Department / Officers should prepare a list of 

such officers/ employees, who may be due to retire during calendar year and early next 
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year. The officers/ employees should be asked in writing, whether or not they intend to 

proceed on LPR, if so by which date. Thereafter steps for the provision of substitute should 

be taken up with the authority concerned.  

10) Leave account of a gazetted public servant is maintained by the Audit Officer concerned 

while those of a Non-gazetted servant are to be maintained by the executive department. 

Leave account is not filled by these agencies concurrently, but only when leave is applied for 

or availed. Otherwise the lave account is not filled in. 

METHOD OF LEAVE CALCULATION 

Step-I indentify continuous spells of period of duty of the public servant 

concerned in terms of months and also in days in a calendar month. 

Step-II Treat spells of duty for more than 15 days in a calendar month as full 

calendar months.  

Step-III Multiply the number of such calendar months with 4 to arrive at the 

amount of leave earned in a spell of duty. 

Step-IV If a spell of duty is followed by leave, deduct that amount from the 

balance at credit/ Balance of leave due to arrive at the remaining 

balance of leave due.  

HINTS FOR CALCULATION 

 Work out days of duty and leave periods accurately.  

 Take care of difference in total days of various calendar months occurring in the 

problem / exercise. 

 Take special care of das of the month of February in leap/ no leap years. 

 A spell of duty begins and includes first day of duty. 

 A spell of leave will begin and include the first day as leave but eh day following 

the last day of leave will be duty day. 

FILLING-UP OF THE LEAVE FORM 

a. For calculating leave of public servant, a 23-column form is prescribed, which 

are described as follows: 

 Column 1 for name of Department of office of the public servant. 

 Column 2 & 3 for stating duty period of the public servant in a spell. 

 Column 4 for showing the year, months and days of duty period.  
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 Column 5&6 for staring the round months of duty period which are available 

for earning leave and multiplying it by four to state the product in column 6. 

 Column No. 7 it is first line of this leave account, for repeating figures of 

column 6 and it otherwise, for adding figures of column No. 21 to column 

No. 6 and posting the total in column No. 7. 

 Column No.  8 & 9 for mentioning the dates of beginning / ending of a spell 

of leave. 

 Column No. 10 -19 for posting the amount of leave of various kinds availed 

in this spell. 

 Column 20: for noting the total amount of leave of any kind availed of in this 

spell. 

 Column 21 ς Deduct amount of leave of column No. 20 from column No. 7 

and state balance in column No. 21. 

 Column No. 22 for any notable matter of the leave account Column No. 23 

for authentication by competent authority.  

The leave account has thus four major parts: 

 Part-I:  Leave earned in respect of period of duty (Column 1-6) 

 Part-II:  Balance of leave due on any date (Column No. 7) 

 Part-III:  Leave of any kind availed (Column No. 8-20) 

 Part-I:  Balance of leave after the end of a spell (Column No. 21) 

REFERENCES 

1. Fundamental Rules: Specifically, 59-85, 101 

2. Supplementary Rules: Specifically, 205-208,220,234,267,268. 

3. The Revised Leave Rules, 1980. 
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Procurement Rules 

Public Procurement Rules, 2004 of the Federal Government, is in the process of being 

adopted by the Provincial Government. Following are the salient features of these regulations: 

Principles of procurement 

1) Procuring agencies, while engaging in procurements, shall ensure that the 

procurements are conducted in a fair and transparent manner, the object of 

procurement brings value for money to the agency and the procurement process is 

efficient and economical. 

2) Specifications shall allow the widest possible competition and shall not favor any 

single contractor or supplier nor put others at a disadvantage. Specifications shall be 

generic and shall not include references to brand names, model numbers, catalogue 

numbers or similar classifications. However if the procuring agency is convinced that 

the use of or a reference to a brand name or a catalogue number is essential to 

complete an otherwise incomplete specification, such use or reference shall be 

ǉǳŀƭƛŦƛŜŘ ǿƛǘƘ ǘƘŜ ǿƻǊŘǎ άƻǊ ŜǉǳƛǾŀƭŜƴǘέΦ ¢Ƙƛǎ ǊǳƭŜ ǎƘŀƭƭ not apply to procurement 

made by public sector commercial concerns on the demand of private sector client 

specifying, in writing, a particular brand, model or classification of equipment, 

machinery or other objects. 

Procurement Advertisements 

3) Methods of advertisement: Procurements over one hundred thousand rupees and 

ǳǇ ǘƻ ǘƘŜ ƭƛƳƛǘ ƻŦ ǘǿƻ Ƴƛƭƭƛƻƴ ǊǳǇŜŜǎ ǎƘŀƭƭ ōŜ ŀŘǾŜǊǘƛǎŜŘ ƻƴ ǘƘŜ !ǳǘƘƻǊƛǘȅΩǎ ǿŜōǎƛǘŜ 

in the manner and format specified by regulation by the Authority from time to 

time. These procurement opportunities may also be advertised in print media, if 

deemed necessary by the procuring agency: 

4) Advertisement: All procurement opportunities over two million rupees should be 

ŀŘǾŜǊǘƛǎŜŘ ƻƴ ǘƘŜ !ǳǘƘƻǊƛǘȅΩǎ ǿŜōǎƛǘŜ ŀǎ ǿŜƭƭ ŀǎ ƛƴ ƻǘƘŜǊ ǇǊƛƴǘ ƳŜŘƛŀ ƻǊ ƴŜǿǎǇŀǇŜǊǎ 

having wide circulation. The advertisement in the newspapers shall principally 

appear in at least two national dailies, one in English and the other in Urdu. A 

procuring agency utilizing electronic media shall ensure that the information posted 

on the website is complete for the purposes for which it has been posted, and such 
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information shall remain available on that website until the closing date for the 

submission of bids. 

5) Response time: The procuring agency may decide the response time for receipt of 

bids or proposals (including proposals for pre-qualification) from the date of 

publication of an advertisement or notice, keeping in view the individual 

ǇǊƻŎǳǊŜƳŜƴǘΩǎ ŎƻƳǇƭŜȄƛǘȅΣ ŀǾŀƛƭŀōƛƭƛǘȅ ŀƴŘ ǳǊƎŜƴŎȅΦ IƻǿŜǾŜǊΣ ǳƴŘŜǊ ƴƻ 

circumstances the response time shall be less than fifteen days for national 

competitive bidding and thirty days for international competitive bidding from the 

date of publication of advertisement or notice. 

Qualification of Suppliers & Contractors 

6) Pre-qualification of suppliers and contractors: A procuring agency, prior to the 

floating of tenders, invitation to proposals or offers in procurement proceedings, 

may engage in pre-qualification of bidders in case of services, civil works, turnkey 

projects and in case of procurement of expensive and technically complex 

equipment to ensure that only technically and financially capable firms having 

adequate managerial capability are invited to submit bids. Such pre-qualification 

shall solely be based upon the ability of the interested parties to perform that 

particular work satisfactorily. 

7) A procuring agency while engaging in pre-qualification may take into consideration 

the following factors, namely: 

(a) relevant experience and past performance; 

(b) capabilities with respect to personnel, equipment, and plant; 

(c) financial position; 

(d) appropriate managerial capability; and 

(e) any other factor that a procuring agency may deem relevant, not 
inconsistent with these rules. 

Methods of Procurement 

8) Save as otherwise provided hereinafter, the procuring agencies shall use open 

competitive bidding as the principal method of procurement for the procurement of 

goods, services and works. 
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9) Open competitive bidding: The procuring agencies shall engage in open competitive 

bidding if the cost of the object to be procured is more than the prescribed financial 

limit. 

10) Alternative methods of procurements: A procuring agency may utilize the following 

alternative methods of procurement of goods, services and works, namely: 

a) Petty purchases: Procuring agencies may provide for petty purchases where the 

object of the procurement is below the financial limit of twenty five thousand 

rupees. Such procurement shall be exempt from the requirements of bidding or 

quotation of prices: provided that the procuring agencies shall ensure that 

procurement of petty purchases is in conformity with the prescribed principles 

of procurement. provided further that procuring agencies convinced of the 

inadequacy of the financial limit prescribed for petty purchases in undertaking 

their respective operations may approach the Federal Government for 

enhancement of the same with full and proper justifications. 

b) Request for quotations: A procuring agency shall engage in this method of 

procurement only if the following conditions exist, namely:- 

(i) the cost of object of procurement is below Rs.100,000/- 

(ii) the object of the procurement has standard specifications; 

(iii) minimum of three quotations have been obtained; and 

(iv) the object of the procurement is purchased from the supplier 
offering the lowest price. 

c)  Direct contracting: A procuring agency shall only engage in direct contracting if 

the following conditions exist, namely:- 

(i) the procurement concerns the acquisition of spare parts or 
supplementary services from original manufacturer or supplier: 
Provided that the same are not available from alternative sources; 

(ii) only one manufacturer or supplier exists for the required 
procurement: Provided that the procuring agencies shall specify the 
appropriate fora, which may authorize procurement of proprietary 
object after due diligence; and 

(iii) where a change of supplier would oblige the procuring agency to 
acquire material having different technical specifications or 
characteristics and would result in incompatibility or disproportionate 
technical difficulties in operation and maintenance: Provided that the 
contract or contracts do not exceed three years in duration; 

(iv) repeat orders not exceeding fifteen per cent of the original 
procurement; 
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(v) in case of an emergency: Provided that the procuring agencies shall 
specify appropriate fora vested with necessary authority to declare an 
emergency; 

(vi) when the price of goods, services or works is fixed by the 
government or any other authority, agency or body duly authorized by 
the Government, on its behalf, and 

(vii) for purchase of motor vehicle from local original manufacturers or 
ǘƘŜƛǊ ŀǳǘƘƻǊƛȊŜŘ ŀƎŜƴǘǎ ŀǘ ƳŀƴǳŦŀŎǘǳǊŜǊΩǎ ǇǊƛŎŜΦ 

d) Negotiated tendering: A procuring agency may engage in negotiated tendering 

with one or more suppliers or contractors with or without prior publication of a 

procurement notification. This procedure shall only be used when - 

 (i) the supplies involved are manufactured purely for the purpose of 
supporting a specific piece of research or an experiment, a study or a 
particular development; 

(ii) for technical or artistic reasons, or for reasons connected with 
protection of exclusive rights or intellectual property, the supplies may 
be manufactured or delivered only by a particular supplier; 

(iii) for reasons of extreme urgency brought about by events 
unforeseeable by the procuring agency, the time limits laid down for 
open and limited bidding methods cannot be met. The circumstances 
invoked to justify extreme urgency must not be attributable to the 
procuring agency: Provided that any procuring agency desirous of using 
negotiated tendering as a method of procurement shall record its 
reasons and justifications in writing for resorting to negotiated 
tendering and shall place the same on record. 

e) On account payments: All procuring agencies shall make prompt payments to 

suppliers and contractors against their invoices or running bills within the time 

given in the conditions of the contract, which shall not exceed thirty days. 
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Reading Material: Module-6 

Payments on account of General Provident Fund are presently being made by the 

treasuries on the basis of authorities issued by the AG office. GP Fund accounts of all gazetted 

employees are maintained centrally in the AG office and the records of non-gazetted employees 

are maintained by the concerned DDOs. After conversion of treasuries into DAOs, the GP Fund 

payment mechanism will get centralized and accounts of the gazetted employees serving at 

district levels will be maintained by the respective DAO. Following are the general principles and 

guidelines for maintenance of GP accounts and payment of claims11. 

Subscribers Account 

1. All Government employees including re-employed personnel having rendered service for 

more than two years are compulsorily required to subscribe to the General Provident Fund. 

As soon as a Government servant is due to complete two years service, he should be 

allotted a GP Fund account number by the Accounts Officer concerned, after which the 

subscription should be started. The GP Fund account number should be quoted invariably 

on the schedules and in all correspondence with the accounts officer. 

Conditions and Rates of Subscription 

2. The subscription to the GP Fund is made by deduction from the monthly pay bills. If a 

Government servant is on Foreign Service, he can pay his subscription in cash in a 

Government treasury and forward the treasury chalaan to the respective accounts officer. 

There shall be no option to postpone subscription to the General Provident Fund either 

during leave (except extraordinary leave without pay) or during the training period. In case 

of suspension, recovery of arrears of subscription towards the fund will be affected after re-

instatement. Uniform rates of subscription towards GP Fund have been prescribed from 1st 

June, 1994. 

Nominations 

3. As soon as a subscriber joins the Fund he should send to the Accounts Officer a nomination 

conferring on one or more persons the right to receive the amount that may stand to his 

                                                           
11

 Condensed from The General Provident Fund (Central Services) Rules. 
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credit in the event of his death before that amount has become payable or having become 

payable has not been paid. The nomination can be in favor of any person, but if a subscriber 

has a family, (wife or wives, legitimate children, widow or widows and children of a 

deceased son and husband in the case of a female Government servant) he cannot 

nominate any person other than the members of his family. A bachelor, having given 

nomination in favor of any person has to revise it as soon as he gets married. The 

nomination can be in favor of more than one person. In such a case the amount of share 

payable to each nominee should be clearly indicated. Along with the nomination a 

contingent notice of cancellation should also be sent to the Accounts Officer. The 

nomination once made can be revised at any time at the discretion of the subscriber. 

Application of Interest 

4. The Government shall pay to the credit of the account of a subscriber interest at such rate 

as may be determined for each year. The interest is calculated on the amount at the credit 

of a subscriber on the last day of the preceding year, less any sums withdrawn during the 

current year-interest for 12 months and on all sums credited to the subscriber's account 

after the last day of the preceding year interest from the date of deposit till the end of current 

year. In addition a benefit of 30% over and above the normal interest for the year payable to 

the subscriber would be allowed from 1st July, 1986. 

5. Where the amount standing at the credit of a subscriber has become payable, interest 

should be credited in respect of the period from the beginning of the current year or from 

the date of deposit as the case may he, upto the date on which the amount standing at the 

credit of the subscriber became payable. The date of deposit for this purpose, in case of 

recovery from pay bill would be deemed to be the 1st day of the month in which it is 

recovered. In case the amount has been deposited by the subscriber in a treasury/bank, the 

date of deposit would be deemed to be the 1st day of the month of receipt if it is received 

by the accounts Officers before the 5th day of that month. But if it is received on or after he 

5th day of that month, the first day of the next succeeding month. 

6. While making the final payment in respect of G.P. Fund, the interest will be paid upto the 

end of the month preceding that in which payment is made. In the case where the 

Accounts Officer has intimated to the subscriber the date on which he is prepared to make 

payment in cash, interest would be payable only upto the end of the month preceding the 
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date so intimated. If the subscriber claiming the payment does not send an application in 

that behalf within six months of the date on which the amount standing in the credit with 

the subscriber tame payable, interest would be payable upto the end of six months after 

the month in which the amount became payable.  

7. If a Muslim requests the Accounts Officer in writing that interest may not be calculated on 

his accumulation, it will be done accordingly, but if he subsequently asks for interest, it 

will be credited from the first day of the financial year in which he asks for it. 

Advance from the Fund 

8. A temporary advance may be granted to a subscriber from the amount standing at his 

credit in his GP Fund account, subject to the following conditions: 

a. Advance will be granted only if the sanctioning authority is satisfied that the 

pecuniary circumstances of the applicant justify it. 

b. To pay expenses incurred in connection with the prolonged illness of the 

applicant, the applicant's spouse or any person actually dependent upon him. 

c. To pay for the overseas passage for reasons of health or education of the 

applicant or any person actually dependent upon him 

d. To pay obligatory expenses on a scale appropriate to the applicant's status in 

connection with funerals or ceremonies which by his religion it is incumbent upon 

him to perform or in connection with his marriage or the marriage of any member 

of his family or a female relative actually dependent union him. 

9. An advance shall not exceed three months' pay or half of the amount at the credit of the 

subscriber in the fund whichever is less, except for special reasons. The subscriber shall 

state the special reasons in the application submitted for the grant of advance. 

10. A second advance may be allowed but only in rare and exceptional cases and subject to 

the following conditions: 

a. The second advance shall be sanctioned by the authority next above the 

sanctioning authority. 

b. The authority sanctioning the second advance shall record reasons for sanctioning 

the second advance. 

c. The outstanding balance of the first advance with interest, if any, shall be 

recovered from the amount of the second advance being sanctioned so that only 

one advance remains outstanding at one time. 
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11. The advance may also be allowed to a subscriber to enable him to pay dowry to his wife 

on the following conditions: 

a. The applicant should produce evidence within one month of the drawal of the 

advance that he had actually paid the dowry failing which the advance should be 

recovered in lump sum. 

b. If the subscriber has already drawn an advance in connection with his marriage no 

further advance will be given to him for the purpose of payment of the dowry. 

c. The advance should not exceed the limit mentioned above or the actual amount 

of dowry fixed, whichever is less. 

12. If a Government servant who has not drawn any advance from GP Fund previously or a 

period of 12 months has elapsed after the final repayment of all previous advances 

together with the interest thereon, applies for advance from the G.P. Fund the amount of 

which may, for special reasons, exceed three months pay, or 50% of the balance, 

whichever is less, it can be sanctioned by the competent authority. 

13. The advance is recoverable in such installments as a sanctioning authority may direct, but 

it should not be less than 12 and more than 48. A subscriber may, at his option, pay more 

than one installment in the month. The recovery will commence from the pay of the 

month in which the advance is drawn. A competent authority may order the 

postponement of recovery of advance, if so nested by the subscriber. Recovery will not be 

made except with the subsŎǊƛōŜǊΩǎ consent, if he is on leave or is in receipt of subsistence 

grant. 

14. An advance for the construction of a house for occupation by subscriber himself or for the 

purpose of completely reconstructing or for building/renovating a house owned by him or 

by his wife and children or by any kin may be granted subject to the following conditions: 

a. Advance should be made in terms of the conditions laid down in GFR 253-A. 

b. Advance should not exceed 36 months pay of the subscriber or 80% of the amount 

at the credit of the subscriber in the Fund, whichever is less. 

c. Land and house constructed thereon is mortgaged to the President within three 

months of the drawal of advance. The mortgage deed should be registered within 

three months of its execution. 

d. Recovery to be made, at the rate of 7% of the subscribers pay commencing from 

the fourth issue of pay after the first installment of advance is drawn. If the 
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amount of advance does not exceed 18 months pay of the subscriber, recovery is 

made at the rate of 5% of pay. 

15. Where the amount of advance drawn was less than Government servant's 36 months pay 

and he had drawn 80% of the balance at his credit, he may draw additional installment(s) 

of advance from the GPF (for the same house) subject to the following conditions: 

a. The total amount of additional installment(s) should not exceed the overall limit of 

36 months pay. 

b. The pay for the purpose should be the pay which the Government servant was 

drawing at the time of drawing the first installment. 

c. Subsequent installment(s) should not be sanctioned until at least one year has 

elapsed from the date of drawal of the previous installment. 

16. Only three non-refundable advances, one each after attaining the age of 45, 50 and 55 

years, shall be admissible to a subscriber. 

17. A subscriber who has attained the age of 50 years may draw non-refundable advance to 

the extent of 100% of balance in the account on the date of application for the grant of 

advance. 

18. A non-refundable advance applied for after the subscriber had attained the age of 45 

years but before attaining the age of 50 years shall be admissible for the purposes and 

subject to the conditions mentioned herein: 

a. Construction of a house (anywhere in Pakistan) on land owned by him or by his 

wife or children or by any of them. 

b. Completely re-constructing or for extending or renovating a house already 

owned by the Government servant concerned or by his wife and children or by 

any of them. 

c. Purchase of agricultural land. 

d. Purchase of a house for his residence. 

e. Repayment of loan taken from a financial institution. 

CONDITIONS 

19. No recovery of the advance shall be made from the subscriber and the amount 

advanced shall be treated as part of the final payment of the amount standing to the 

credit of the subscriber when the final payment becomes due. 
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20. The land purchased, or the house constructed or reconstructed by expending the 

amount of the advance shall not be required to be mortgaged with the Government. 

21. The first installment of the advance, or where the subscriber desires to draw the 

amount of the advance in a lump sum, shall be drawn only after an agreement is 

executed between the subscriber and the President. 

22. In case the reconstructed house, the house, or the agricultural land as the case may 

be, is sold or otherwise alienated while the subscriber is in service, the subscriber shall 

forthwith repay into the Fund the entire amount of the advance together with interest 

accrued thereon, in a lump sum. 

23. In case the advance for purchase of a house is not utilized for the purpose for which it 

has been drawn within three months of drawal, the subscriber shall forthwith repay 

into the Fund the entire amount of the advance together with interest accrued 

thereon, in a lump sum. Satisfactory evidence shall be produced before the Accounts 

Officer to show that the advance has been spent within three months of its drawal. 

24. Where an advance is applied to repay a loan taken from a financial institution the 

sanctioning authority shall satisfy itself of the amount of loan taken from a financial 

institution and the balance payable. The amount of advance shall not, in any case, 

exceed the balance payable by the subscriber. The subscriber shall, within a period of 

two weeks from the date of drawal of the advance to repay the loan taken from a 

financial institution, produce satisfactory evidence before the Accounts Officer to 

show that the advance has been utilized for the purpose for which it was drawn, 

failing which the entire amount will become refundable in lump sum with interest. 

25. An advance drawn from GP Fund account on refundable basis may be allowed to be 

converted into a non-refundable advance if the subscriber has in the meanwhile 

attained the age of 45 years. 

26. A subscriber having attained the age of 50 years may be granted an advance equal to 

80% of the balance standing at his credit in the GPF or 36 months pay, whichever is 

more for the purchase of agricultural land from the Government on the similar terms 

and conditions stated above. 
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27. A non-refundable advance may be drawn by a subscriber, who has attained the age of 

50 years, equal to his 12 months pay or 80% of the balance at his credit in the GPF 

whichever is less, in the following cases: 

a) To defray expenses in connection with the prolonged illness of the subscriber himself 

or a member of his family actually dependent upon him ; 

b) To pay for the overseas passage of the subscriber for reasons of health or for the 

performance of Hajj. 

c) To pay for the overseas passage for reasons of education of any member of the 

subscriber's family actually dependent on him and such other lump sum expenditure 

as admission or advance tuition fees of any such member. 

d) To pay obligatory expenses on a scale appropriate to the subscriber's status in 

connection with funeral or other religious ceremonies or in connection with the 

marriage of any member of his family actually dependent on him or of a female 

dependent relative. 

e) Non-refundable house building advances from G.P. Fund can also be sanctioned to the 

subscribers who have attained the age of 45 years and who do not draw interest on 

their G.P. Fund Accounts. This concession is also admissible to such of the subscribers 

who have already liabilities to discharge to financial institutions in connection with 

construction of their houses: 

28. On having attained the age of 55 years the subscriber may be allowed to draw, at the 

discretion of the competent authority, a special non-refundable advance not exceeding 

80% of the amount standing to his credit in the fund. 

29. There is no bar to grant of further non-refundable advances to a person provided that 

on each occasion the amount of advance does not exceed 80% of the balance at 

credit. Second or subsequent advance may not be allowed until at least a period of 

one year has elapsed since the previous advance has been drawn. 

30. There is no bar to the grant of a second non-refundable advance to a subscriber, who has 

drawn a non-refundable advance previously. 

31. After a subscriber has attained the age of 45 years he can be granted an advance equal to 

eighty per cent of the amount standing at his credit In the Fund or 36 months pay of the 

subscriber whichever is less for the purchase of a house for his residence, subject to the 

following conditions: 

a) No recovery will be made for the advance and it will be treated as part of final payment. 
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b) An agreement will have to be executed in the prescribed form. 

c) The house is not required to be mortgaged. 

d) If the house is not purchased within three months of the drawal of advance or it is sold 

out, the entire amount of advance together with the interest accrued thereon will have 

to be repaid to the Fund in lump sum. 

32. The advance can be drawn in one installment, but the satisfactory evidence for the purchase 

of house will have to be produced to the audit officer within three months of the date of 

drawal of advance and the legal receipt for the amount paid will be recorded with the Head 

of Department. 

33. Advance can be drawn by a subscriber, who has attained the age of 50 years, on a non-

refundable basis, to repay loan taken from a financial institution, subject to the following 

conditions: 

a) The advance should not exceed 80% of the amount standing at credit in the Fund. 

b) The sanctioning authority should satisfy itself about the loan taken and the balance still 

payable. The amount of advance should not exceed the balance payable. 

c) The subscriber should within a period of two weeks of the drawal of advance; produce 

satisfactory evidence to the audit officer that the advance was utilized for the purpose it 

was drawn failing which the entire amount together with the interest will be refundable. 

34. The limit of 12/36 months pay in the preceding paragraphs will apply only when the balance at 

credit exceeds that limit, otherwise the advance will be restricted to 80% of the balance. 

35. No reasons are required to be given for the advances after the subscriber has attained the 

age of 50 years. The amount of each advance shall not exceed eighty per cent of the balance 

in the account of the subscriber on the date of application for the grant of advance. 

FINAL WITHDRAWAL OF ACCUMULATIONS 

36. When a subscriber proceeds on L.P.R. or finally quits the service, the amount standing at his 

credit in the Fund is payable to him. In case a subscriber does not proceed on LPR he can 

draw the final payment of GPF during the period of 12 months preceding the date of 

retirement on attaining the age of superannuation. In case a subscriber is dead before the 

amount becomes payable to him or where the amount has become payable before payment 

has been made, the payment will be made as under: 
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37. When the subscriber leaves a family the payment will be made to the nominee or the 

nominees in accordance with the shares fixed for them by the subscriber. If there is no 

nomination in favor of any member of the family, the amount will be payable in equal 

shares to the members of the family with the exception of the following: 

a) Sons who have attained legal majority. 

b) Sons of a deceased son who have attained legal majority. 

c) Married daughters whose husbands are alive. 

d) Married daughters of a deceased son whose husbands are alive. 

38. The widow/widows and child/children of a deceased son would receive only that much 

share as the deceased would have received had he been alive and been exempted from the 

restriction referred to above. 

39. When the subscriber does not-leave any family, the payment will be made to the nominee 

or nominees as the case may be. If there is no nominee, the payment will be made to such 

claimants as can produce a legal authority but if the balance payable is Rs. 5,000 or less the 

payment may be made to the heirs of the deceased without legal authority in terms of Rule 

234(1)(i) of the Federal Treasury Rules. 

40. If any of the claimants mentioned above is a minor, the payment will be made to a person 

who can produce a valid guardianship certificate.  

PROTECTION OF THE ACCUMULATIONS 

41. The Government is not bound by or to recognize any assignment encumbrance executed 

or attempted to be created which effect the disposal of accumulations of a subscriber, who 

dies before retirement. The accumulations a subscriber are not liable to forfeiture on 

dismissal or on conviction by a Final court except for an offence for which the penalty of 

forfeiture of the alder's property is prescribed by law. The accumulations are also protected 

from attachment by a Court of Law. 

42. The adjustment of overpayment from the balance outstanding in Provident Fund of the 

subscriber to the extent of interest in that amount but from the contribution made by the 

official from his salary. 
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ADMISSIBILITY FOR CLASS-IV EMPLOYEES 

43. A Class-IV Government servant is required to contribute at the prescribed rates. A record of 

the amounts deducted, shall be maintained in a separate proforma statement to be pasted 

in his service book showing the date and amount of deductions made. Each entry therein 

shall be attested by the head of office under his signature and shall also be signed by the 

Class IV servant concerned. If no deduction is made for any month the fact and the reason 

therefore shall be recorded in the statement and the entry shall be likewise attested. 

44. Every head of office shall maintain a register showing deductions made on account of 

provident fund. This register shall be posted monthly from the pay bills of the Class IV 

servants and the entries made in that register shall be reconciled with those made in the 

several service books at monthly or other convenient longer intervals. 

45. For the purpose of these rules, the head of the office in which the to the Class IV servant 

was last on duty shall furnish the Accountant General with the service book of the Class IV 

servant or a certified copy of the account of the provident fund deductions and the sanction 

of payment will be issued by the head of office on receipt of the report of the Accountant 

General. Where a Class IV servant becomes eligible for contributing to the General 

Provident Fund, the amount payable to him shall be transferred to his credit in the General 

Provident Fund Account.  

46. Every Class IV employee shall nominate three persons in order of priority and such 

nomination shall be countersigned by the head of the office and pasted in his service book. 

In case a Class IV servant dies before receiving payment, the amount payable to him under 

that rule shall be paid to the surviving nominee first in the order of priority. 

47. The provisions regarding temporary advances as contained in the General Provident Fund 

(Central Services) Rules will be applicable under these Rules.  
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List of Key Readings 
 

1. Account Code Volumes 1-4. 

2. Accounting Policies and Procedures Manual. 

3. Audit Manual. 

4. CGA Ordinance. 

5. Drawing & Disbursing Officers Handbook. 

6. General Financial Rules. 

7. General Provident Fund (Central Services) Rules. 

8. Handbook of Accounting Guidelines. 

9. Manual of Accounting Principles. 

10. Revised Leaves Rules 1980. 

11. Treasury Rules. 

12.  


