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Dear Reader, ,

As part of its 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 Traimng initiative,

aimed at developing a large human resource base of well informed and responstve

funcrionaries 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 implementation and co ordination of the state training initiative, has

proposed to bring out departmentwise Manuals in two parts, namely

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 Departmem:,:ll Manual also details the department’s

organisational chart, the rules, regulations, legislations and enactments which govern



its functioning and direct its acuvities and the various mu:rdepa.rtmentﬁl interactions
it has to peform. The Manual also {acilitates a definition of the department’s

role in servicing the general public as customer while drawing up a vision for

its future development 1n the coming decades.

Integrity in financial matters and acconntability for all 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
amended by the Government from time to time. Financial Administration, to
be effecuve, encompasses proper planning, budgeting, accounting and auditing,
It has been our endeavour to detail the responsibilities of each government

funcuionary in each of these areas.

The present volumes, in 2 parts, developed by the TREASURIES AND
ACCOUNTS DEPARTMENT, constitute the first publication in this series,
As is evident, these publications are the outcome of thorough study and analysis
of the department’s role, functions and procedures, They are intended to serve
as useful aids 10 each and every employee of the department in the effective discharge
of their functions, It may be noted, hovever, that these Manuals do not 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,

This work has been made possible due 1o the guidar ce and meticulous efforts
put in by Sri V. Jagannadha Rao, retired Deputy Dire

Accounts, and the team of officials of the Tre

ctor of Tis; - ries and
asury - Accounts ) nen.,

| and Accounts, Sri M. Brahmai: h porte
by Sr1 GP Prasada Rao, Joint Director and puided by se

headed by the Director of Treasuries

ntor officers of v celau

Secretaniat Department. The draft has been scrutinised by Ms. Usha Ashok Kumar,



Financial Advisor and Chief Accounts Officer in the Dr. MICR-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

&
Ex officio Principal Secretary to Government (HRD )







PREFACE

The Manuals for the Treasuries and Accounts Department, developed
In two volumes, 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-4-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 Manyal, Introduction to Indian Audit and Accounts, Travelling



Allowance Rules ete. It is needless to point out that some of the provisions of
hese Codes and Manuals have become obsolete due to changed ¢;
t [}
n account of implementation of several new schemes for welfa
on :

resulting in the increased number of complex transactions, Treasury Management,

ause of expendityre commitments
of Government, growing much faster than its revenue recej

of late has become much more demanding task, bec

Pts, resulting in increaged
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’
While moving firmly in this direction, the department has
its functioning by improving its Systems and procedures.
initiatives are - introduction of Treasury Audit Syste

4, Taking all these factors into consideration, it is found absolutely
fecessary to discuss each subject dealt by the department comprehensively. They
1z., Deposits of Local Funds; Personal Deposit Accounts; Drawal of Money

are vj
8BNSt Letterg of Credit; Conducting transactions at Banking and Non Banking



Sub Treasuries; Daily Closing of cash accounts; Preparatio'n; 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;
kinds of stamps, cheque books and pass books; Public Debt Transactions; Preparation
ntrol over expenditure; Inspection of Subordinate Offices;
Financial and

Receipt, storage and issue of all

of budget estimates; Co
Duties and responsibilities of Drawing and Disbursing Officers;

2dministrative returns and periodicals to be rendered etc.

-

5. These manuals were prepared with the guidance of Shri M. Sahoo,
IAS., Finance Secretary, Government of Andhra Pradesh, by Sri V.Jagannadha
Raoc, Deputy Director (Retired), Treasuries and Accounts Department, whose
effort was acknowledged with thanks. Ialso placeon 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.
P P ,

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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