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Dear Reader,

As part of 1ts endeavour to provide a SMART ( Simple, Moral, Accountable,
Responsible and Transparent ) administration, the State Government of Andhra
Pradesh has launched a major Human Resource Development and Training initiative,
aimed at developing a large human resource base of well informed and responsive

functionaries and officials.

The successful and effective implementation of any initiative or programme
in government is largely the result of the involvement and efforts put in by its
functionaries at all levels. Obviously, the most fruitful way in which to bring
this about is to make individual functionaries aware of their role functions and
responsibilities. To achieve this, the Human Resource Development Institute
of AP, as the apex training institution of the State Government responsible for
the overall ixﬁplementation and co ordination of the state training initiative, has

proposed to bring out departmentwise Manuals in two parts, naraely

1. Departmental Manual

2. .Functionary Manuals

The Departmental Manual would indicate the role, responsibilities and
functions of the department. The Functionary Manuals will detail, as the
nomenclature indicates, the functions and responsibilities of the functionaries
within the department, at all levels. While doing so, the evolving role of
governmental functionaries in being effective managers of change in a welfare state
has been delineated. The Departmental Manual also details the department’s
organisational chart, the rules, regulations, legislations and enactments which govern



its unctioning and direct its activities and the various interdeparimental interactions
it has to peform. The Manual also facilitates 2 definition of the department’s
role in servicing the general public as customer while drawing up a vision for
its future development in the coming decades,

Integrity in financial matters and aceountability forall financial transactions
are the watchwords in dealing with public funds. The mechanism by which to
ensure such accountability is contained in the rules and regulations drawn up and
atnended by the Government from time 1o time. Financial Administration, to
be effecrive, encompasses proper planning, budgeting, accounting and auditing.
It has been our endeavour to detail the responsibilities of each government
functionary in each of thesa areas.

The present volumes, in 2 parts, developed by the TREASURIES AND
ACCOUNTS DEPARTMENT, constitute the first publication in this series.
Asiceviden, these publications arc the sutcome of thorough study and analysis
of the department’s role, functions and procedures. They are intended 1o serve
as useful aids 1o each and every employee of the department in the effective discharpe
of their functions. It may be noted, hawever, that these Manuals do net replace
the Codes and Orders on the subject but are, at best, meant to guide and assist
functionaries in the effective discharge of their duties.

Thus work has been made possible due to the guidance and meticulous efforts
putin by Sri V. Jagannadha Rao, retired Deputy Director of Treasuries and
Accounts, and the team of officials of the Treasury and Accounts Department,
headed by the Director of Treasuries and Accounts, Sri M. Brahmaiah, supported
by 511 GP Prasada Rao, Joint Director and guided by senior officers of che related
Secretaniat Department. The draft has been scrutinised by Ms. Usha Ashok Komar,



Einancial Advisor and Chief Accounts Officer in the Dr. MCR Human Resource
Development Institute and the painstaking work of entering it on computer has

been attended to by Sri P. Chandrasekhar, Junior Stenographer

Any suggestions for the improvement, extension or curtailment of these
Manuals may be sent directly to the Director General, Dr. MCR HRD Institute
of Andhra Pradesh, Road No.25, Jubilee Hills, Hyderabad 500033, for consideration

and incorporation in subsequent updations and revisions of the Manuals.

PVRK PRASAD IAS
Director General
Dr. MCR Human Resource Development
Institute of Andhra Pradesh
&
officio Principal Secretary to Government ( HRD )



PREFACE

The Manuals for the Treasuries and Accounts Department, developed
in two volume$, namely Departmental Manual and Functionary Manuals have
been brought out under the instructions of the Government, aimed at developing
a large human resource base of accountable and responsive functionaries, in!

pursuance of Government’s endeavor to provide SMART administration.

2. The Departmental Manual presents, a bird’s eye view of the
department i.e., the historical background of the Department, its evolution over
the time, the present organisational structure, its interaction with the various
departments, the services rendered by the department and finally the vision of
the department, as a part of the total vision of the State, projecting the scope and
aspiration in serving its customers, by upgrading its delivery systems with the
help of Information Technology, to match the increased complex needs and
aspirations of customers, treating the department’s service as a critical input, in

the development administration of the State.

3. The Functionary Manual provides, function-wise and functionary-
wise, duties to be performed by each category of functionary and his responsibilities
vis-a-vis superiors, subordinates, towards other interacting Government
departments and general public. It is pertinent to take into consideration the
nature of work rendered by the department which is mainly based on the provisions
of Treasury Code, Accounts Code, Financial Code, Budget Manual, Government

Securities Manual, Introduction to Indian Audit and Accounts, Travelling



Allowance Rules etc. It is needless to point out that some of the provisions of
these Codes and Manuals have become obsolete due to changed circumstances,
on account of implementation of several new schemes for welfare of the public
resulting in the increased number of complex transactions. Treasury management,
of late has become much more demanding task, because of expenditure commitments
of Government, growing much faster than its revenue receipts, resulting in increased
pressure on Government finances, to the unprecedented levels. Treasury officials
at all levels are the vital links in the Government’s delivery systems, and their
efficiency and competence would enhance the Government’s overall performance.
While moving firmly in this direction, the department has sharpened and refined
its functioning by improving its systems and procedures. Some of the major new
initiatives are - introduction of Treasury Audit System, payment of pensions
through banks, maintenance of General Provident Fund accounts of class IV
employees, improved paper token system etc. Of late, on account of increase of
work due to implementation of several plan schemes, Centrally sponsored schemes
etc, by various departments, executive instructions are being issued by the
Government from time to time for implementing such schemes without amending
the Rules. Therefore, a stage has been reached, where the work being turned out
or to be attended to by the department is not strictly in accordance with the
codal provisions but based on the executive instructions, being issued by the
Government from time to time. Besides this, the lead and encouragement given
by the Government, the department has deepened and widened the computerisation
effort to the Sub Treasury level, which also necessitated changing certain existing

procedures.

4. Taking all these factors into consideration, it is found absolutely
necessary to discuss each subject dealt by the department comprehensively. They
are viz., Deposits of Local Funds; Personal Deposit Accounts; Drawal of Money
against Letters of Credit; Conducting transactions at Banking and Non Banking



Sub Treasuries; Daily Closing of cash accounts; Preparation of daily classified
lists and daily sheets; Compilation of Sub Treasury and District Treasury accounts
adopting the 7-tier classification; Operating on the Currency Chest; Reporting
transactions of currency chests; Receiving valuable articles and departmental cash
chests deposited by the departmental officers; Receipt, storage and issue of all
kinds of stamps, cheque books and pass books; Public Debt Transactions; Preparation
of budget estimates; Control over expenditure; Inspection of Subordinate Offices;
Duties and responsibilities of Drawing and Disbursing Officers; Financial and

administrative returns and periodicals to be rendered etc.

5. These manuals were prepared with the guidance of Shri M. Sahoo,
LA S., Finance Secretary, Government of Andhra Pradesh, by Sri V.Jagannadha
Rao, Deputy Director (Retired), Treasuries and Accounts Department, whose
effort was acknowledged with thanks. Ialso place on record my deep appreciation
of all the Officers and support staff, who were associated with this project and

completed the task to the expected standards, in record time.

6. Any suggestions for the improvement of the manuals, will be gladly
accepted with gratitude.

M.BRAHMAIAH,
DIRECTOR OF TREASURIES AND ACCOUNTS
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Fretrodeccteore

Deriving spirit from Aristotlian concepts, the State as an entity came into being
to serve its subjects. A good State constantly endeavours to continue to improve upon its
governance of its subjects. With the emergence of the democratic form of Government
and its attendant thrust on equitable justice to people, the era of Development Planning
has begun, proper implementation of which pre-supposes adherence to sound principles
of management of public finances. Governmental regulations and codal provisions
provide the framework in which limited public revenues are properly utilised to meet

the ‘revolution of rising expectations’ of the development needs of the people.

The Treasury Department is the mechanism through which such effective finan-

cial control is exercised over public spending by Government departments in the State.

The present Treasuries in the State are the legacy of the British Financial

« . . . . ' .
Administration. The Treasuries conduct financial transactions of the Government (both
receipts and payments), and render accounts for the same to the Accountant General.,

Thus, the Treasuries play a crucial role in the State Financial Administration.

Dr. M.C.R. H.R.D. Institute of Andhra Pradesh 7




INTRODUCTION APT&ADEPARTMENTAL MANUAL

Further, with the manifold growth and increasing stress on developmental
activities by the present-day Government, there has been an unprecedented rise in the
General and Administrative Services of the State. With the growing importance of social
planning and equitable distribution of resources, there has also been a tremendous growth
in Social and Community Services. To achieve the desired level of economic development,
there has been a significant spurt in the allocations to economic service sectors such as
Agriculture, Industries, Irrigation and Power. This changed social scenario has, in turn,
influenced the functioning of the Treasuries considerably, thereby bringing about

perceptible change in its content, complexity and direction of functioning over the years.

2 Dr. M.C.R. H.R.D. Institute of Andhra Pradesh
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(A) TREASURIES IN THE COMPOSITE MADRAS STATE :

The Government Treasury Organisation in the erstwhile Andhra Region, which
formed part of the Composite Madras State, was part of the erstwhile District Revenue
Establishment. According to the Treasury Rules then prevailing, the Treasury was
under the general charge of the District Collector, who was assisted by a Treasury

Deputy Collector.

The question of improving the working of Treasuries was first raised by the
Reserve Bank of Indiain 1945. The Reserve Bank expressed the view that Treasuries
would be unable to cope with the additional work that would devolve on them as a
result of Post-War Planning and Development of Rural Areas. The Rural Banking
Enquiry Committee, appointed in the year 1949, opined that a total separation of the
cadre of the Treasury & Accounts Branches from the general cadre was warranted, in
order to bring the working of the Treasuries and Sub-Treasuries to an expected level

of expertise and efficiency.

Dr. M.C.R. H.R.D. Institute of Andhra Pradesh 5




ORIGIN AND PURPOSE APT& A DEPARTMENTAL MANUAL

Accordingly, the Treasury Department was created vide G.O. Ms. No.188, Fin.
Dept., dt.10.3.56, by the erstwhile Government of Andhra, w.e.f. 1.4.1956. The Lower
and Upper Division Accountants, hitherto attending to Treasury work, were brought
under the New Treasury Accounts Service. In the new set up, one post of Sub-Treasury
Officer for each Sub-Treasury, and three Supervisory posts viz., Head Accountant,
Treasurer and Second Accountant and a new category of Assistant Treasury Officer,
one for each District Treasury, were created, to assist the District Treasury Officer in

discharging his duties efficiently and effectively.

The Sub-Treasury Officers (5.T.O) in the new set up were required to discharge
all duties of the erstwhile Taluk Head Accountants, while the Tahsildar had general
control over the $.T.O. and had to sign the monthly Treasury Accounts. The Tahsildar
/ Deputy Tahsildar / Sub-Registrar acted as the Double Lock Officer.

The Revenue Divisional Officer (R.D.O) and the District Treasury Officer
(D.T.O) were to inspect the Sub-Treasuries, while the Board of Revenue and the

District Collectors were reequired to inspect the District Treasuries.

(B) ERSTWHILE HYDERABAD STATE :

In the erstwhile Hyderabad State, an Accounts Service was constituted comprising
of the District Treasury Officers, and Accounts Officers to be positioned in
various Heads of Departments by the Finance Department. The Treasury was
under the charge of the District Collector, but the District Treasury Officer
and his establishment did not form part of the Revenue “establishment. The
District Treasury Establishment was a separate entity by itself. The Finance
Department appointed the District Treasury Officers either from the cadre of
S.A.S. Accountants of the A.G’s Office, which was then a part of the State
Organisation, or from among Superintendents (Now Section Officers) of the

Finance Department.

6 Dr. M.CR. H.R.D. Institute of Andhra Pradesh
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(C) FORMATION OF THE TREASURIES AND ACCOUNTS DEPARTMENT:

The Report on Reorganisation of Govt. Departments and Allied matters
suggested the creation of a unified Audit and Accounts Service in the State to
ensure full value for the money spent and to check ihe occurrence of the following

defects :-

Failure to frame Budget Estimates carefully on a realistic basis;

2, Failure to take timely action to surrender anticipated savings or to obtain
additional allotments to meet the excess expenditure;

3. Failure to undertake and complete the reconciliation of Departmental

figures with those of Treasury figures, attracting the attention of the Public

Accounts Committee;

4. Inordinate delays in replying to Audit Objections of the Accountant
General; and

5. Misappropriations due to non-compliance of Codal provisions and
prescribed procedures.

In 1956, while endorsingthe above observations, the Public Accounts Committee
had also recommended formation of a Unified Service to undertake all the work
relating to Accounts and Audit inall important offices of the State Government.
The PAC had suggested that this service should comprise of the Officers and Staff
working in the Treasuries and Sub-Treasuries and of the Accounts Officers and

the staff attached to them in the Offices of various Heads of Departments.

Realising the growing importance of the role of Audit and Accounts, the
Government created a separate organisationat both the Gazetted and the Non-
Gazetted Service levels. The Gazetted service is “The Treasury and Aecounts

Service” and the Non-Gazetted Service, “The Treasury and Accounts Subordinate

Dr. M.C.R. HR.D. Institute of Andhra Pradesh 4
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Service.” The Director of Treasuries and Accounts is declared as the Head of the
Department. Special Rules for the Andhra Pradesh Treasury and Accounts Service
were issued vide G.O. Ms. No. 953, G.A.D., dated: 29.6.62; and those pertaining
to the Special Rules for A.P. Treasury and Accounts Subordinate Service were
issued vide G.O.Ms. No. 201, Finance (Admn.) Department, dt. 8.3.1963.

According to the ordersissued vide G.O. Ms. No.953, GAD., dt.29.7.62,

the Treasury and Accounts Service is constituted with the following categories of

Officers:-

Category - 1 : Director of Treasuries and Accounts.

Category - 2 : Examiner of Local Fund and Panchayat Raj Accounts
(Consequent on formation of a separate Department
of Local Fund Audit, this category does not
exist presently)

Category - 3 :(1) Deputy Directors of Treasuries and Accounts

(2) Chief Accounts Officers in Heads of Departments, and
Chief Accounts Officer in the P.P.O.
(3) Deputy Examiner of Local Fund (L.F} Accounts

(Not existing now).

J Dr. M.C.R. H.R.D. Institute of Andhra Pradesh
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Category - 4

Branch -1 (1) District Treasury Officers
(2) Accounts Officers
(3) Pension Payment Officers
(4) Joint Pension Payment Officer
(Not existing now).
. (5) Principal,, Accoounts Training College
(6) Assistant Director of Treasuries and

Accounts

Branch-II  Assistant Examiners of Local Fund Accounts

(Not existing now)

Category - 5 Assistant Treasury Officer/ Assistant Accounts
Officers/ Assistant Lecturers and subsequently

Assistant Pension Payment Officers

The T & A (Sub) Service was constituted vide G.O.Ms.No.201 Finance (Admn.)

Dept., dt. 8.3.1963 with the following branches and various categories of staff in

the Department:-
Branch - I Subordinate Staff working in the Directorate of
Treasuries & Accounts (Senior Superintendents,
Junior Superintendents, Upper Division Accountants
(UDAs) and Lower Division Accountants (LDAs).
Branch - II Subordinate Staff working in the District

Treasuries and Sub-Treasuries (Head Accountants &

Sub~'Il‘reasury Officers, Treasurers and Second

Dr. M.C.R. HR.D. Institute of Andhra Pradesh 9
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Accountants, Military pension Payment Deputy
Tahasildars, Senior Accountants and Junior

Accountants).

Branch - III Subordinate Staff attached to the Accounts
Officersin the Offices of the Heads of Departments.
(Senior Superintendents, Junior Superintendents,
Upper Division Accountants (UDAs) and Lower
Division Accountants (LDAs).

Branch - IV Subordinate Staff working in A.P.Govt., Life
Insurance Department. (Senior Superintendents,
Junior Superintendents, Upper Division Accountants
(UDAs) and Lower Division Accountants (LDAs).

(Not existing now)

Branch -V Subordinate Staff workinginthe L.F. Audit
Department. (District Inspectors, Head Clerks,
U.D. Auditors & L.D. Auditors).

(Not existing now)

Branch - VI Subordinate Staff working in the Pension Payment
Office, Hyderabad (Senior Superintendents, Juntor
Superintendents, Treasurers, U.D. Accountants,
L.D. Accountants & Junior Superiitendents & Lady
Commissioners, U.D. Accountants, L.D.Accountants

in the Ladies Section).

0 Dr. M.C.R. H.R.D. Institute of Andhra Pradesh
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Branch - VII Subordinate staff working in the Compilation Branch,

S.B.H., Hyderabad.
Category 1: Junior Accounts Officers
Category 2 : Senior Accountants

Category 3 : Junior Accountants

The following categories of posts in the Department are not governed by

the A.P. Treasuries & Accounts Sub Service Rules. They are governed by the

Service Rules indicated against each, as follows :

1.

Note 1:

Note 2:

Note 3:

Special Category Stenio/Sr. Steno/Jr. Steno/Typist :  A.P. Ministerial

Service Rules.

Record Assistant / Shroff / Drivers . A.P. General Sub

Service Rules.

Attender / Nightwatchman etc. : A.P. Last Grade

Service Rules

The posts of the UDA and the LDA have been redesignated as Senior
Accountant and Junior Accountant respectively.

The post of Sub-Treasury Officer has been declared as Gazetted vide G.O.
Ms. No. 32, Finance & Planning (FW Admn.I) Dept. dt.29-1-1994.
However, amendment to this effect has not been made in the APT&A
Sub Service Rules.

The nomenclature of the post of Superintendent working in the
Reconstituted Branch - I, has been changed to Junior Accounts Officer
and conferred Gazetted status as per G.O. Ms. No. 20, Finance & Planning
(FW Admn.I) Dept. dt.28-2-98. However, amendment to this effect has
not been made so far in the A.P. T&A Sub-Service Rules.

Dr. M.C.R. H.R.D. Institute of Andhra Pradesh ¥4
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Goolictiore

The followingare some of the important stages of growth of the Treasuries &

Accounts Department:-

At the time of formation, the following were brought under the Administrative

Control of the Department

L. District Treasuries in the Andhra Region and in the erstwhile Hyderabad

State

2 Accounts Offices functioning in the offices of the Heads of Depart-ments

under the Accounts Service in the erstwhile Hyderabad State
3. The Pension Payment Offices at Hyderabad and Secunderabad

4, The Accounts Training School at Hyderabad

&

5. Besides the above Departmental units, the A.P.State Life Insurance Fund

Dr. M.C.R. HR.D. Institute of Andhra Pradesh 15
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10.
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APT& ADEPARTMENTAL MANUAL

Department, the Accounts Organisation under the Planning Department
and the Local Fund Audit Department were also merged with the

Treasuries & Accounts Service.

There was a phased absorption of Sub-Treasuries functioning under
the Revenue Department into the Treasuries & Accounts Department

bothin the Telangana and in the Andhra Regions.

With these developments, the erstwhile Inspectorate of Treasuries &
Accounts was transformed into the Directorate of Treasuries & Accounts

headed by a Director.

An additional Accounts Training School was established at Guntur to

train the new recruits in the Andhra Region.

The Service Rules both in respect of Gazetted and Non-Gazetted
cadres were issued vide G.O. Ms. No. 953, GAD., dt. 29.6.62andin G.O.
Ms. No. 201, Fin. (Admn.) Dept., dt. 8.3.63 respectively, operative w.e.f.
1.4.58.

The A.P.State Life Insurance Fund Department which was merged with
the Treasuries & Accounts Department on 1.4.58 was separated from

the Treasuries & Accounts Department on 12.1.1962.

The L.F. Audit Department which was merged with the Treasuries &
Accounts Department on 1.4.58 was again separated on 29.9.1976. The
Accounts Training School at Guntur was transferred to the L.F. Audit

Department.

Dr. M.C.R. H.R.D. Institute of Andhra Pradesh
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12,

13.

14.

15.

16.

17.

Some Accounts Branches were created in certain Major Heads of

-Departments, viz. o/o Director General of Police; o/0 Director of

Medical & Health Services; O/0 Director of Agriculture; Director of
Social Welfare, etc. and were brought under the administrative control

of the Director of Treasuries & Accounts.

Consequent on the creation of four new districts, 4 District Treasuries
were formed at Khammam, Vizianagaram, Prakasam (at Ongole) and Ranga
Reddy (at Hyderabad)

Consequent on reorganisation of the erstwhile Taluks into Mandals, the

present strength of the Sub-Treasuries rose to 300.

In place of the two Pension Payment Offices, existing, ore Pension
Payment Office, Hyderabad with 9 Assistant Pension Payment Office

Branches covering the twin cities were opened.

The Accounts Training School at Hyderabad was renamed as Accounts
Training College, and subsequently it was brought under the
administrative control of the Commissioner of Dr. M.C.R., HRD,,
IAP., Hyderabad.

6 Zonal Offices of the Department at Hyderabad, Warangal, Guntur,
Eluru, Cuddapah & Visakhapatnam headed by Deputy Directors were
created in accordance with the Zonal System laid down in the Six-Point

Formula. Subsequently, the Zonal Deputy Director Offices were replaced

Dr. M.C.R. H.R.D. Institute of Andhra Pradesh 17
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18.

19.

20.
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by 3 Regional Offices with Headquarters at Visakhapatnam, Cuddapah
& Hyderabad, headed by Deputy Directors and later, the Deputy Director

posts were upgraded to Joint Directors.

Consequent on separation of the APGLI Department, Branch IV under

the Treasuries & Accounts Subordinate Service was abolished.

Consequent on separation of the AP Local Fund Department, Branch V

under the Treasuries & Accounts Sub Service was abolished.

As per the G.O.Ms.No. 203, Finance & Planning (FW Admn.I} Dept.
dr.29-7-82, the existing Branch I - Subordinate staff working in the
Directorate, and Branch III - Subordinate staff attached to the Accounts
Branches in the Heads of Departments were merged into the Reconstituted
Branch1

Presently, the following are the Branches with categories of posts under the

Treasuries and Accounts Subordinate service :

Subordinate staff working in the Directorate and in the

Accounts Branches in the Heads of the Departments.

Category 1 :  Junior Accounts Officers
Category 2 :  Senior Accountants
Category 3 :  Junior Accountants

Subordinate staff working in the District Treasuries and

in the Sub-Treasuries.

Dr. M.C.R. H.R.D. Institute of Andhra Pradesh
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Category 1: Sub-Treasury Officers
Category 2: Senior Accountants
Category 3: Junior Accountants
Branch - VI Subordinate staff working in the Pension Payment
) Offices
Category 1: Junior Accounts Officers
Category 2: Senior Accountants
Category 3: Junior Accountants
Branch - VII Subordinate staff working in the Compilation Branch,

State Bank of Hyderabad, Hyderabad.

Category 1: Junior Accounts Officers
Category 2: Senior Accountants
Category 3: Junior Accountants

Dr. M.C.R. H.R.D. Institute of AndhraPradesh 19
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Presently, the Treasuries & Accounts Department comprises of the following

units, each having specified functional areas of operation :-

Directorate of Treasuries & Accounts.

Regional Offices. (3)

District Treasuries (23) & Sub Treasuries. (297)
Compilation Branch, Hyderabad.

Accounts Branches in other Heads of Departments. - (24)
Pension Payment Offices.

Accounts Training Wing, Dr MCR HRD IAP, Hyderabad.

oy oy vy e R

Directorate of Treasuries & Accounts :

The Treasuries & Accounts Department is mainly responsible for ensuring Budget

control over all the Government Departments in the State.

d

Dr. M.C.R. H.R.D. Institute of Andhra Pradesh 23
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The Director of Treasuries & Accounts is the Head of the Department. He is
entrusted with the Administration of Treasuries and Accounts Department,
inspection of all the District Treasuries and Sub-Treasuries and other Accounts
Branches in the Heads of Departments, Pension Payment Offices, Compilation
Branch and the Accounts Training Wing. The details of the staff assisting the

Director are shown in Annexure L.

The Director is the appointing as well as disciplinary authority for categories
upto A.T.O./A.A.O./AP.P.O./A.L. Heis the competent transferring authority
to consider and approve transfers upto the category of A.T.Os/A.A.O.s/A.P.P.Os/
A.Ls. Heis also the pension sanctioning authority for all the Gazetted officers of

the Department.

Regional Offices :

24

There are three Regional Offices in the State with their Head Quarters at
Visakhapatnam, Cuddapah and Hyderabad, respectively, each headed by a Regional

Joint Director. Each Regional Office has territorial jurisdiction over two zones.

Region - I : Srikakulam, Vizianagram,Visakhapatnam,East
Godavari, West Godavari & Krishna Districts.
(Zones I & II).

Region - 11 : Guntur, Prakasam, Nellore, Chittoor, Anantapur,

Kurnool & Cuddapah Districts. (Zones III & IV)
Region - I11 : Adilabad, Karimnagar, Khammam, Warangal,

Mahaboobnagar, Nalgonda, Nizamabad, Medak,
Ranga Reddy, Hyderabad (Zones V & VI).

Dr. M.C.R. HR.D. Institute of Andhra Pradesh
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The Regional Joint Director is the supervisory and inséecting authority in respect
of the Treasuries in his Region. He is the appointing and disciplinary authority
upto the category of Senior Accountants and transferring authority upto the
category of Sub-Treasury Officers. He is also the pension sanctioning authority
upto the category of Senior Accountants. The details of the staff assisting the

Regional Joint Director are shown in Annexure IL

District Treasuries :

There are 23 District Treasuries, one for each district in the State. The District
Treasury Officer is the administrative head of the District, monitoring the
functioning of the Sub- Treasuries in the District. He is the appointing, disciplinary
and pension sanctioning authority upto the category of Junior Accountants. He
is the transferring authority upto the category of Senior Accountants. Except
for the District Treasury, Hyderabad (Urban), all other District Treasuries have
Sub-Treasuries in the Districts under their control. The District Treasury,
Hyderabad (Urban) has admuinistrative control over the Compilation Branch,
Hyderabad. The details of the staff assisting the District Treasury Officer are

enclosed in Annexure IL

Sub-Treasuries :

Sub-Treasury is the lowest unit of the Department headed by a Sub-Treasury
Officer. The S.T.O. is the executing authority of all the Rules and Regulations
governing financial transactions of the Government. The details of the staff

assisting the Sub-Treasury Officer are enclosed in Annexure IV.

- Dr.M.CR.H.R.D. Institute of AndhraPradesh 7
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Compilation Branch :

Pens

Compilation Branch has to render the detailed and compiled monthly Treasury
Accounts, i.e. Major Head ﬁvise, Minor Head-wise, Sub Head-wise and Detailed
and sub detailed head wise, to the District Treasury, Hyderabad (Urban). All the
Government transactions taking place at State Bank of Hyderabad, Gunfoundry,
Hyderabad for the Receipted Challans of various Government Departments at

Hyderabad are being compiled and consolidated at the Compilation Branch

The Compilation Branch is headed by an Asst. Treasury Officer. The details of

staff assisting him are shown at Annexure V.

~cyunvs Branches :

Presently, there are 24 Accounts Branches functioning in other Heads of
Departments. The Accounts Branche renders advice to the respective Head of
Department in Financial Accounting and Auditing matters. The Treasuries and
Accounts Department has the administrative control over the Accounts Branches.
Depending on the magnitude of the financial transactions of the Departments,
each Accounts Branch is headed by the CAO/AO/AAQ. The Accounts Branch
is mainly responsible for maintenance of the Departmental Accounts. (The details
of Accounts Branches and the staff details are shown in Annexure VI).

mt Payrient Office

The Pension Payment Office is entrusted with the responsibility of Pension
disbursement to State Government pensioners residing in the twin cities of

Hyderabad and Secunderabad. It is also responsible for rendering accounts to the

Accountant General, A.P., Hyderabad, for the same.

Dr. M.C.R. HR.D. Institute of Andhra Pradesh




APT& ADEPARTMENTAL MANUAL ROLE OF DEPARTMENT

The Pension Payment Office is headed by a Joint Director with a team of staff to
assist him. There are 9 branches of the Pension Payment Office, each headed by
an Assistant Pension Payment Officer, in the twin cities. (staff details shown in
Annexure VII).

Accounts Training Wing :

The Accounts Training Wing is mainly responsible for imparting training to all
employees of the Department, from the category of Junior Accountants to Asst.
Treasury Officers. It also conducts refresher training programmes to the in-

service personnel.

The Accounts Training Wing is headed by a Joint Director of the T&A
Department. The Accounts Training Wing is functioning as a wing of the Dr.
M.C.R.,HRD.,IAP., Hyderabad (The staff details shown in Annexure VIII).

Present Role:

The responsibilities entrusted to the Department over 40 years of functioning
have made evolved and have undergone significant modification to the role of the
Department to keepin tune with the changing responsibilities and needs of the
State. The volume of financial transactions have also increased by leaps and bounds.
To match the rising expectations of the public, the onus of responsibility on the

T & A Department has also grown in manifold ways.
1 With the increase in public expenditure on regulatory as well as

developmental activities, there is growing need for prompt and accurate accounting

of the public money.
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To match this ever-increasing public expectation from within the
meagre financial resources, there has been an urgent need for curtailing

leakage of public expenditure.

There has been growing need for budgetary control in all the Government
Departments. The Treasury and Accounts Department has thus assumed
the role of a watch-dog of public finances and as a ways-and-means crisis
manager by limiting the expenditure to the level of approved

appropriations.

The T & A Department has been a path breaker in the field of

computerisation, by automating most of its operations.

The Department furnishes information on a daily basis to the Government,
both on Receipts and Payments, which are obtained from all Sub-Treasuries
on day to day basis through modem or through special messengers. This
Departmental Fast Information System has enabled the Government to

take all necessary precautions against any possible financial contingency.

Since the staff establishment cost consume a lion’s share of public revenues,
Government have initiated steps for curbing unauthorised / irregular
appointments by enacting the Act 2 of 1994. To meet this requirement,
the Department has improved upon its auditing system by introducing

Treasury Audit System in the Treasuries.

To facilitate smooth drawal of pension, the Department has also taken up
pension disbursement through all the banking institutions in the State.

Dr. M.C.R. HR.D. Institute of Andhra Pradesh
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The Treasuries and Accounts Department was created to ensure strict compliance
f financial rules and procedures relating to all Government transactions. The
epartmental functioning assumed much significance with the growing need for more

mnancial control over the increasing Government transactions involving huge public
expenditure,

Broadly speaking, the Department has two areas of operations, viz., performing
- reasury functions through the well-knit Treasury System in the State and also ensuring
Proper Accounting of the Government financial transactions through the Treasuries.
he Accounts Branches in the Heads of Departments look after the maintenance of the
espective Departmental Accourts.
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A, Functions of Treasuries:

a) To conduct cash transactions and to accept Government receipts
through Non-banking Treasuries and through Banks.

b)  To maintain and to sell Non-judicial stamps both to the Stamp
Vendors and to the public.

¢) To exercise Treasury control over all Departmental transactions.

d)  Tomake pension payment.

e) Maintenance of various deposit accounts.

f) To honour payment of principal/interest on Government securities.

g)  Topreserve valuables of Government departments under safe-
custody.

h) To render classified Accounts to the Accountant General, A.P.,
Hyderabad.

i) Any of the miscellaneous items entrusted by Government relating
to financial matters.

B. Functions of Accounts Branches :

To prepare the Budget Estimates of the respective Department.
To maintain Departmental accounts in the respective department.
To reconcile the Receipts and Expenditure of the Department.

To process the Pension cases of the respective Department.

ol o o

To undertake Internal Audit of the Departmental unit offices and to take

action for settlement of the Audit objections.

DEPARTMENTAL FUNCTIONARIES :

The nature of functions of the same category of functionaries working in different
units of the Department vary depending on the nature of the organisational unit
for which it was created. Thus, the S.A/].A. in Sub-Treasury performs different
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functions from that of the counterpart in the DTA/Accounts Branches/Pension
Payment Offices/Compilation Branch.

As seen from the Departmental organisational structure, the following are the

unit-wise functionaries.
1.  Directorate of Treasuries and Accounts :

1.1.  TheDirector of Treasuries and Accounts acts as the Liaison Officer
between the Treasuries and Finance Department on the one hand
and also between the Treasuries and the A.G., A.P., on the other in
matters of financial management of the Treasury transactions in the
State. He exercises Budgetary Control over the appropriations of
the Government Departments.

1.2, Joint Director/Deputy Director/Asst.Director/Asst. Tresury
Officer/Jr. Accounts Officer :

These are the Gazetred categories of the Department, who assist the
Director in discharging his duties. They perform duties as instructed
by the DTA.

1.3.  Senior Accountants/Junior Accountants :

These are the subordinate categories who assist the officers in the
Directorate in the day to day departmental administration.

2.  Regional Offices :
2.1. Regional Joint Director :

'The Regional Joint Director exercises administration, inspecton and
o e qe i 5 . .
disciplinary control over all the Treasuries in the region.
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2.2,  Asst. Treasury Officer/Sub-Treasury Officer :

These are the Gazetted categories in the Regional Office assisting
the R.J.D. in discharging the duties.

2.3.  Senior Accountants/Junior Accountants :

These are the subordinate categories who assist the above officers in
the day to day administration.

3. District Treasuries :

3.1. District Treasury Officer :

The District Treasury Officer discharges certain statutory functions laid
down in the APTC and in the APAC. The D.T.O. is responsible for
rendering District Classified Treasury Accounts to the A.G., every month.

The DTO exercises administration and inspecting authority over all the
Sub-Treasuries in the District.

3.2. Asst. Treasury Officer :

Asst. Treasury Officer is one of the Gazetted categories who assists the
Dist. Treasury Officer in discharging the duties. He is vested with auditing
and passing of certain claims authorised by the District Treasury Officer.

3.3, Sub-Treasury Officer :

These are the Gazetted categories who assists the DTO/ATO with regard

to processing and passing of the claims as well as rendering the accounts
for the same.
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3.4.

3.5.

3%6.

Senior Accountant/Junior Accountant :

‘These are the subordinate categories who are also called auditors. They

conduct initial scrutiny and auditing of the claims with regard to
compliance of Treasury checks, Government orders etc. They also prepare

the classified monthly Treasury Accounts.

Shroff :

This category of functionary deals with both receipt and disbursement of

cash transactions in respect of the staff of the District Treasury.

The Shroff assists the $.T.O. in dealing with the strong room transactions
like receipt and distribution of stamps; receipt and delivery of the valuable
articles.

Record Assistant :

This category of functionary is in charge of the Record Room who deals

with maintenance of Record room.

Sub - Treasury :

Sub-Treasury is the lowest unit for the Financial Administration of the
State Government. Sub-Treasury is the interacting point with the public
where all financial transactions of the State besides adjustment settlements

with the Government of India take place.
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There are two kinds of Sub Treasuries functioning in the State viz.,
Non Banking and Banking Sub Treasuries.

Non-Banking Sub-Treasury is the one where Government financial
transactions are operated at the Sub-Treasury itself. Here, the Sub-Treasury,
besides taking up the departmental scrutiny of financial transactions (both
receipts and payments), acts as the agent of the Reserve Bank of India by
undertaking the Banking functions, i.e. receipt of public moneys as well as
payment of moneys to the parties. Thus, the Non-Banking Sub-Treasuries
perform the onerous dual duty of being a custodian of Cash Chest of the
Reserve Bank of India and critical auditor and compiler of Government

transactions.

With the growth of Banking sector and also in view of the stringent
R.B.L guidelines for maintaining Currency Chests, there hasbeen a gradual
shift from Non-Banking Sub-Treasuries to Banking Sub-Treasuries in the
State.

The Banking Sub-Treasury is one where the monetary transactions
of the Government are conducted at the Bank on the authorisation of the
Sub-Treasury Offjger. The Bank takes the responsibility of accepting the
public moneys in the form of receipts and also of making payment to the
authorised parties on the strength of the pay order of the S.T.O. The Bank
sends daily Bank Scroll(s) detailing both receipts and payments to the Sub-
Treasury. Thus, the Bank acts as the agent to the State Government in
accepting the receipts from the public as well as in making payment tothe
parties.
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4.3,

4.1.1. Role of S.T.O. in Non-Banking Sub~Treasury‘:

The Sub-Treasury Officer has to follow instructions of the Reserve Bank
of.India on the Currency Chest cash transfers. The S.T.O. shall report to
the Currency Officer of the R.B.I. on the daily statements of the Currency
Chest transactions in T E - I & II forms, as the Currency Officer is the
custodian of the Currency Chest embedded in the Sub-Treasury.

~ 4.1.2. Role of the S.T.O. in Banking Sub-Treasury :

The S.T.O., after ensuring all the Treasury checks/Government orders,
verifies the departmental claims and appends the pay order on the
prescribed bills put up by the Auditors (SAs/JAs) of the Sub-Treasury.
The S.T.O. 1s also responsible for verification of the daily Bank Scroll.
The S.T.O. 1s also responsible for preparation of initial daily classified
accounts of the Sub-Treasury and for furnishing the same to the District
Treasury for preparation of consolidated and classified District monthly

Accounts.

Senior Accountants/Junior Accountants :

These categories of functionaries are the case-workers. They deal with the
auditing and accounting of all the departmental claims by following

Treasury checks / Government orders within the Sub Treasury.

Shroff :

This category of functionary deals with the strong room transactions such

as distribution of stamps, receipt and delivery of valuable articles of the

C.R.H.R.D. Institute of Andhra Pradesh 41




DEPARTMENTAL FUNCTIONS

£2

Government Departments. The shroff is also responsible for disbursement

of staff claims of the Sub-Treasury.

District Treasury, Hyderabad (Urban) :

During 1979, the Revenue District of Hyderabad was divided into Ranga
Reddy District and Hyderabad (Urbar.) District. There upon, Government
issued orders constituting District Treasury, Hyderabad (Urban) by |
upgrading the Sub Treasury, Hyderabad (East) through G.O.Ms.No.311,
Fin. & Plg. (FW) Dept. dt.1-11-1980. Consequently, all the transactions,
hitherto attended to by the S.B.H., Hyderabad and Secunderabad, and
S.B.H., Sultan Bazar were handed over to the District Trea: ary, Hyderabad

(Urban).

Receipts and payments with Bank Scrolls obtained from S.B.H., Gunfoundry
and S.B.H., Gruhakalpa are consolidated and compiled by the District
Treasury (Urban) and the same is rendered to the A.G. in the form of

monthly Accounts.

The District Treasury, Hyderabad (Urban) is headed by a District Treasury |
Officer. The District Treasury Officer, Hyderabad (Urban) is entrusted
with the responsibility of receipt and issue of Judicial and Non-judicial
stamps to the Sub-Treasuries of Ranga Reddy District where there is strong
room faciliry. The District Treasury Officer oversees the issue of pass-
books and clieque-books to the P.D. Account Administrators and maintain
their P.D. Accountsin twin cities exce pt the Legislature Department; and
watches drawing accounts of the cheque drawing officers against Letters of
Credit. The District Treasury Officer also scrutinizes the claims for refund

of Revenue, Security, Labour and other Revenue Receipts. The District

Dr. M.C.R. H.R.D. Iustitute of AndhraPradesh
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&1,

2.

D.3.

3.4

Treasury Officer, Hyderabad (U} exercises administrative control over the

Compilation Branch besides the District Treasury, Hyderabad (U).

6 discharge these functions, the District Treasury Officer, Hyderabad
(U) is assisted by a team of staff.

Sub-Treasury Officer :

This category of functionary is the supervisory category, assisting the
District Treasury Officer, Hyderabad (Urban) to perform his duties.

Senior Accountants/Junior Accountants

These categories of functionaries are the subordinate staff. They take up
initial scrutiny of challans, refund claims, maintenance of P.D. Account

and their reconciliation.

Shroff :

This category of functionary deals with the Strong-Room transactions, such
as issue and distribution of Stamp receipt and delivery of Departmental

valuable articles and disbursement of staff claims of the District Treasury,

Hyderabad (Urban).

Record Assistant :

This category of functionary shall maintains the Record Room of the
District Treasury, Hyderabad (U).
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o

6.1.

6.2.

6.3.

~ Assistant Treaory Clficer :

Compilation Branch :

L

Prior to the formation of District Treasury (Urban) on 1-11-1980, the
Compilation Branch was with the State Bank of Hyderabad, Hyderabad.

Presently, the Compilation Branch, State Bank of Hyderabad, Hyderabad
is under the administrative control of the District Treasury (Urban), which

is headed by a District Treasury Officer.

The Compilation Branch performs functions like enfacement of challans,
receipt of the remitted challans and paid cheques from the S.B.H,
Gunfoundry and S.B.H., Gruhakalpa. Based on these details, th
Compilation Branch prepares daily classified list(s) with receipted challan

and paid cheques to the District Treasury Officer, Hyderabad (U).

Assistant Treasury Officer is the Head of the Compilation Branch. Thi
Gazetted category of functionary looks after the functioning of th

Compilation Branch.
Junior Accounts Officer :
This Gazetted category of functionary supervises the areas of Accountin

work in the Compilation Branch as assigned by the District Treasu
Officer, Hyderabad (U).

Senior Accountanis’ )« ‘or Accountan

These categories of functionary are the subordinate staff who compile th

receipted challans and paid cheques/vouchers to the Classified Accounts.
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ACCOUNTS BRANCHES :

The Accounts Branches were constituted in the erstwhile Hyderabad State
by creating an independent Accounts Service, functioning in various Heads

of Departments under the control of Finance Department.

Presently, there are 24 Accounts Branches in most of the major Heads of
Departments functioning under the administrative control of the Treasuries
and Accounts Department. However, the Heads of Departments concerned
shall have the immediate administrative control over the Accounts
Branches. Thus, the Accounts Branches function under the immediate
functional control of the respective Heads of Department, with ultimate

absolute administrative control of the Director of Treasuries and Accounts.

The Accounts Branch basically renders advice to the respective Heads of
Department on matters relating to Budget, Financial Accounting and
Auditing matters. Maintenance of Departmental Accounts is the primary
responsibility of the Accounts Branch. The Accounts Branch also
discharges the role of the Drawing 2nd Disbursing Officer of the respective
Directorate. The details of the Accounts Branches along with the staff are

shown in Annexure II.

The Accounts Branches are headed by the Officers from the category of
Chief Accounts Officer or Accounts Officer or Asst. Accounts Officer as
the case may be, depending on the magnitude of Budgetary Allocation and

Accounting requirements of the respective Head of the Department
C.A.0./A.O./AAO. :

This category of functionaries is the Head of the Accounts Branch. Realising

the crucial role of this category as the Financial Adviser to the Department,

.C.R. HR.D. Institute of Andhra Pradesh e
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Government issued orders declaring this category as the Deputy to the

respective Head of the Department irrespective of their scale of pay or the

pay of other senior officers in the respective Departments.

The following are some of the important functions of this category :

a)

b)

As the Financial Adviser to the Department, this functionary
oversees the work relating to the preparation of Budget Estimates,
in respect of Plan, Non-Plan, CSS, EAP Schemes etc. of the
Department.

This category is responsible to ensure proper maintenance of
Accounts including Reconciliation work of the Department.
This category is also responsible for undertaking Internal Audit
and any other special Audit being entrusted by the Head of the
Department / Government.

This category is also responsible for expeditious disposal of pension
cases of the Department.

Whenever the AAO is the Head of the Accounts Branch, this
category is also entrusted with the Drawing and Disbursing
responsibilities.

The Government have made this functionary as functional
independent vis-a-vis the Departmental authority including the Head
of the Department by prescribing the Register of objections to be
nintained for onward submission to the DTA for every quarter,
whenever differences of opinion arise between the Head of the

Department and the Head of the Accounts Branch.

Further, Government have analysed the role of this functionary

specifying the duties and responsibilities in a more detailed way in
G.O.Rt. No.1416, Fin. & Plg. (FW Admn.I) Dept. dt.1-7-97.
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Accounts Officer/Asst. Accounts Officer in the Accounts Branch
headed by C.A.O.: These are the gazetted categories of the fu::u1onaries
created to aid and assist the Chief Accounts Officer in proper diz tiarge of
the functions. These categories of functionaries are the supervisory officers

looking after various areas of functioning as entrusted by the CAO.

]ﬁnior Accounts Officer :

These category of functionaries discharges the role of the S=ction
Head in the Accounts Branch. Realising the importance of the man-gement
of supervision, Government have confetred Gazetied status to these

functionaries.

Senior Accountants/Junior Accountants:

These categories of functicnaries are the subordinate staff working
in the Accounts Branch as the case - wc -k rs. As subjecc cleils, they

perform their duties as entrusted by the o.i« .ai functionaries.

Shroff :

This category of functionary deals with the disbursement of claims
to tue staff as well as remittance of statutory w.nd non-statutory deductions
in respect of the entire staff of the Directorate concerned.

Record Assistant :

This category of functionary deals with the maintenance and up-
keep of Records bf the Accounts Branch coacerned.

:M.C.R. HR.D. Institute of Andhra Pradesh 7
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8.  Pension Payment Office :

Pension disbursement is one of the traditional functions of the Treasuries
and Accounts Department. Originally, there were two Pension Payment
Offices, located one at Hyderabad and the other at Secunderabad; and the
Pension Payment Office, Hyderabad was the Head Office. There wasa
post of Joint Pension Payment Officer at Pension Payment Office,
Hyderabad. These two Pension Payment Offices were headed by the
Pension Payment Officers. The posts of Pension Payment Officers and
the Joint Pension Payment Officers belong to the cadre of D.T.O./A.O.

Structural Change :

The Pension Payment Office establishment was under the administrative
control of the Director of Treasuries and Accounts. Subsequently, the
post of the Chief Accounts Officer was created in the Pension Payment
Office, Hyderabad, on surrendering the post of Joint Pension Payment
Officer.
To ensure effective and expeditious disbursement of pension to the
pensioners and to bring the PPOs within the reach of the pensioners, the
Pension Payment establishment in the twin cities was decentralised by
creating nine (9) Asst. Pension Payment Offices, down-grading the Pension
Payment Officer, Secunderabad to that of Asst. Pension Payment Officer.
" All the A.P.P.Os are under the control of the Chief Accounts Officer,
Pension Payment Office, Hyderabad. Subsequently, the post of Chief
Accounts Officer in the Pension Payment Office, Hyderabad was upgraded

to that of Joint Director.

v
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Prior to the issue of the G.O.Ms.No.213, Fin. & Plg. (FW PSC) Dept. dt.19-
1297, the PPO establishment performed payment of pension as per the
procedure laid down in the G.O.79. There was a mandatory opening of
S.B.A/c by all the pensioners in twin cities. The retirement benefits and
the regular pension issued to be credited to the pensioner’s Account
without allowing for any direct cash payment. Presently, the pension

disbursement is governed by the provisions contained in the G.O.
Ms.No.213, Fin. & Plg. (FW PSC) Dept. dt.19-12-97.

The Pension Payment Officer arranges the pension payment basing on the
pension authorisation received from the A.G./DLF. Bank-wise
consolidated list of payment is prepared and sent to the Banks either
enclosing a cheque or through intimation to effect the credit of pension
into the S.B. Account of the pensioner. Further, the Pension Payment
Officer ensures timely release of relief and other benefits allowed on pension

to the pensioners.

The PPO renders detailed classified pension accounts for the adjustments

made in the Bank branches in twin cities by obtaining the paid particulars
by the lead Banks.

Joint Director :

This gazetted category of functionary is the Head of the Pension Payment
establishment in the twin cities. The Joint Director is the Inspecting
authority on all Pension Payment branches in the twin cities. The ].D. is
also the disciplinary authority upto the cadre of J.A.Os in the Pension
Payment establishment.
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8.2.

8.3.

8.4.

8.5.

APT& ADEPARTMENTAL MANUAL

Pension Payment Officer

This gazetted category of functionary assists the Joint Director in proper

pension disbursement and in the day to day administration of the P.P.Os.
Asst. Pension Payment Officer :

This gazetted category of functionaries work both in the Head Office of
the Pension Payment Office and in the Asst. Pension Payment Offices.
The APPO working in the Head Office assists the J.D. and the P.P.O. in

the discharge of their duties.

The Assistant Pension Payment Officers working in the Asst. Pension

Payment Offices function as the Heads of their respective Offices.

These functionaries scrutinise the Pension authorisations, prepare bank-
wise consolidated lists of payment and send it to the J.D., PPO for arranging-
pension payment.

Junior Accounts Officer :

This gazetted category of functionaries function as Section Heads in the
Pension Payment Offices. They deal with the specific areas of the Pension

Payment establishment and pension disbursement.

Senior Accountant/Junior Accountant/Lady Commissioner :

These categories of Non-gazetted functionaries are the subject clerks. They

scrutinise the penston authorisation and facilitate pension disbursement.
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