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OFFICE  MEMORANDUM ’))\“'b

, Bhnibane swar, the 218t March, 1960. A

‘SubjJect:- Procedure to be followed by Government
servants dealing withponey :: collected
from the public.

Non-official organisations engaged in

public welfare activ1ties ‘sometimes npproach the State 4f?

* Government with the request. to ggrmit Government h
servants to serve in honorary cg' ty as president,
secretary .or member of the sald organisations as it 1s

considered that the association of the Govérnment servants

with such organisations will promote success 1n their

dctivities. Each such e is de 1t with on 1t merits
cas 3 a w Ol S

p ! and permission 1s given in suitable cases subject to the
‘ *

1 provisions of the Government Servants' Conduct, Rules which °

apply to the Government servants in question,

2. Government .have of late received coumplaints

from the public that in some such cases moncys colleeted hy
a Goverriment servant or under his authority have not

been regularly accounted for or properly utilised.

* . There '1ls a fur ther general complaint that the public
are kept in the dark about the total amount collected

—

eads ?-' from them and the amount actually spent for the purpose

which was in view. -Government have carefully considered

the se sbmplaints and have found that the lack of suitable

instructions in the matter is‘mainly responsible for

giving rise to these complaints. They have, therefore, &

framed the present instructions which prescribe the
procedure to. be followed by the Government servants dealing '
'with money collected from the public to be spent on /
géneral we'lfare activitics and at the same time meet
the parsistent demand made on the CGovernment that the
‘accounts of such transactions should be published for

general information..
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. Instructions. R , :
When a Govcrnmo‘nt'scrxr‘ént 1s pérmitted by |
Governmen ¢ to be an hqnorary pz'g:sid_c-nt or honorary ",‘;
Seere fary of any Publie t'félfnm institutien like ‘
' Sch'ool,' b‘ollege, Hos_r;i-tal,_'.f:tc.,_and to colleet subscri‘pt? ; :
donations,,‘et'c., W ebolr of suon institution, - )
Tésponsipie Tor _r';rOper maintennncc andicontrol of :
0T such insti‘tution. The following instruetinns shoulq r
there fore *pe followeg In suep cbses_.
' ' ‘) Cash Books: & Cagn Boolk shoyig be maint,{ 1
for ree g all lnoney g reeeiveg by him Or his autp
agehts_ °n behalf of the institutim by way of subseri q
donationr,‘ °te. from the public ang their Subsequent
di‘sbursemonts. The Cagh Boo_k should be closed regul ; 9
completely checked ip order to ensure that a17 receipty 9
collecteq al“@‘."‘l;ltought to account ang all exp_eﬁdimre anif ¥
diau‘rnmmto 8T8 autheri sed, ac}mow_ledged and Properly | .
Voucheq, ; e ' : .
(i) _figgeipt and Expengiture: ' t)
. (a) When the Got'rernment Servant or pig 1tf
authory seq agent regeiyeg ONEy on beheys of ‘th@.institg m
‘a I‘Geejpt:mu‘st be gtven to the Payer quly 8lgneq by the “ |
Govm‘mn;?n t.SC-I"V_HHt himself Or by hig authorised ageht, s ' 5
88 the ecage may be ; : : |

(b) 411 Feceipts must pe written 1p |
words nnq I‘igures; '

(e) Receipt, Books ip machine nNumbered prints ki
forms shoyig .'bqf_lised And before 4 Tecelpt book 44 brought 1 al
to use, the Aunber ‘of porpg contained thepeyy shall pe ag
cbunted_and th’e'rwult reeoi*dod in q conspieuong Place -'4 : to
In the boole oyep the slgnn_ture of the Governmen ¢ servant s of
in charge, Unuseqd celpt boo.ks and counterfolls op the o
used oneg shoulq b;? kept in anre custody unqg Properly nor

aceomntog Fors : i pnl
Ry h_alf-yenrly Statement op receiptg
and .oxpcnditut‘c s[muld. be fol‘wnrded té the Preseribeg ‘ M
authority flor its ini‘ormrrtic:n; ; l ;
| | _ . 5 §
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R (oigids (e) H shall cause proper accounts of-thq;‘fx
‘L 'funds'raised to be maintaineqd by an official who shall act

as treasurer; _
¥ A { 1
LT &A1Y moneys reised for the fund shall be
promptly deposited ip a* bank (State Bank, Scheduleq ‘

Bank, Cooperative Bank op Postal Savings Bank) lying

‘nearby and no fluld money shall be lert in the hands of
' the persons assocliated with the collection; X
i LB ' (g) Whenever money 1sg required fﬁr
éxpenditwe, 1t may be drawn from th‘:k and expended;
' nd shall not be
mixed up with Government cash, . : 5% ‘ A
; (111) Audit: ‘'On the &lose of the financial op ‘

-\ ealendar year or the period épecificéllyfixed, as the,

(h) Moneys raised for t

| case may be, the accounts should pe got audited by 4

1 Tecognised auditor appoin¢ed by the Organisation and the

‘8udited: statements of Aaccounts should pe published in
at least one of the news papers having'circulation in
{the area for general informaticn so that the donors Lnay be '
in a position to know that -theip donations have been
" properly utiliseq, ‘
the:-'fhe auditor may hé'eithér @ Chartereg
dccountant .or g member of the Audit ]
Organisation of the State Government:,

Special care ghall be taken to see that
the auditor 1g in no way conneeted with

burpose for which the funds are colleqtedk

(1v) While forwarding g Propesal to Government
fbrneceséary'permission, the coneerneq aﬁthority shall
SShlRe stats L fame and designation of the'authoriseq -
'saéent' the 'treasurert and the'name of the Bank referred

to in sup paragraph (11) as also the némé_oad.cesignation

of the idpditor' referred to in sub-ﬁaragraph (1ii) or-
paragraph 3, Whiie according permission Covernment will

| , - nominate the "preseribeq authoripy" referred to in sub-

;] ‘ pParagraph (i1) or pParagraph 3,

ﬁ/-A.K-Mazufndﬂr,

".' o g " ﬁdditional Searetary A" Aaeen .
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Memo No?.?‘.?.?’.’g?%?.. BN . dated 21/3/60

Copy forwarded to 411 Department:, of ! f._
_Governnent/ &11 ‘Heads of Departments/ A1l Revenue D .
f"ommssioncrs/ &J.l Collectors for infermation,

' 2. The so Instructicns may be “brought

L the notice of all the CGovernment servants under t::I '
goliteols . . o fo ;a4 e, & |
‘ I ww\» LP-L.*"Q 05( ¥ e
Deputy ﬁeffata“ _.-t Governme;;




