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lion,as a member of the Bengal Legislative Coun,cil has 
bee~ legalised py the in$ertion of ~I'luse (2) in section 

69 of the , Act. 
5. Th.e wprds ." habitually used" in secti'Ons 131 , 142 

an9147A, whiCh have been found to be ambiguous, . have 
been repla.ced . by the words f' used in ordinary course "of 
pusiness," a definition of which as applied to carriages, 
anima.ls and carts, has been given in the two . n~w s'ections 
J41B ~nd 147B. ·, Clauses ,have also been added to section 
14 7 A providing for the levy and apportionment of cart 

regietration · f~es • 
. ,6. Two important additions have been made to section 
279," :rhe .. object ' of the first is to legalise the levy, of 
diff~rential water. rates, which may vary with the djstaJl~e 

of, hpuses , a~.d lands from the nearest stand-pipe or other 
~urce of ' water-supply, and may be higher in premises . 
with water connections than in case of other premises. 
By the .secon~ addition holdings consisting ouly of tanks 
are exempted from water-r~te. 

7. The ,words ins!'!rted in section 321 render holdings 
,..,.hich contain privies but no dwelling-house liable to pay· 

the fees 'mentioned in a the section. By section 322 · .~ 

amended, a propo.rtionate share of the J>roceeds . of , these , 
r~es ,is .to b,e d~voted to the 'cost of the 'staff .employed; in ' 
GoUectrng tpemJ in supervising the collections and ill keep
ing and au~iting the accounts. . I 
, 8. Lastly, a clause has beell added to section 35() ' 

empowering the, Commissioners to frame bye-laws· prohi- j 

'biting the letting-off of fire·arms ,and fire-worl~&, e2(cept

with the permission of the Comm,iss ioners and af.ter· pay.., 

ment of lee s. ", J 
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IV 
No. 47 M,' 

. Dated Calctttta, tlae 16tla November 1896 . 

• FBOK-H. H. RISLEY, ESQ., o. I. B., 

B,crd"", to tlae Gover".,., oJ &.g(ll. 

To-:.Al(Commi8sio~erl of Divisions. 
( 

On a. ie£erence rna de by the Chief Comlnis~ioner of the 
Central Provinces, the atten Hon of the Lie~tenant-Gover. .. ~ \ . 
nor 'was d~awn to the question of the in.terpretation put 
upon Article (a) of Schedule II ' of the Cqurt:-Fees Act 
by Municipalities of Bengal. 'It . appear~ Crom the replies 
to a Circular * issued on t he subject that the practice 
varies greatly in different Municipalities and that it ,is 
har~ly anywhere in strict accordance with the ' law. 
I am directed to request therefore that all the Municipalities 
in your Division may be informed that in the opinion of 
the Legal Remem.brancer only those applications presented 
to the Commi~sioners of a Municipa~ity are ch~rgea~le ,with 
a I ' 'anna stamp, which relate 'Solely to matters of" conser
vancy'" or" improvement" such as 'those covered by Parts 
V, VI, IX and X of the Beng.al Municipal Act I1I?f 1884 as 
. mended by Bengal Acts IV of 1894 and II of 1896. Muni
cipal Commissioners should act on this vIew of the law 
until further orders • 

• 
• No.1 T.·M., ~led 22nd April 1896. 
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v 
OJI\. No. 88 M. 

Daud Calou(ttJ. tAB ~t" Avgll,i IB9~. 

Faoll-H. H. ~RISLEY. ESQ •• . C.I •••• 

Ser:retar.8 to tl' Gbfler" .. ,'Il' oj /httgal. 

T()-TAll Commi8lionera of DiviaiOll1 (except Rajshai.) 

It has been brought to the notice of. the Lieutenpnt
Governor that inconvenience arises from the existing orders 
of Ci6vernment requirin~ the submission of two alternative 
names for every apppointment to b~ m\lde on Municipal 
Committees or on District or L~cal Boards. 

I am to request. therefore, ' th.lt in future only one n me 
may be sent up (or each vacancy and that it may be stated, 

in everY ' c~se, whether the .person nominated is willing to 
serve. 

VI 
Dated Oalcutta •. tne 24t1. MarcA. 

En'f0,sea-By the Government of ·India, Finance and 
Commerce Department" 
. .Copy of the following forwarded to all Local Govern. 

ments and Administrations for information. 

No. 1409S. R. t 
1 

Dated Oal~ttat tAe 24t" Marc118f1B. 

F110Jt-J. F. FINLAY, ESQ., 
8ecreta~ to 1M Gove. oj India. . 

F'lItJ1tc, Clad Commeroe Departmetrl. 

To-The Secretary to the Government of the N orth-Western 
Provinces and Oudh. Municipal Department. 

I am directed to acknowledge the receipt of youI' letter 
(No. J26XI-414A.) dated the 21st Sep. J8~n, OA the 
subject of stamping topieS' of municipat records. 
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2. His Honour the Lieutenant-Governor has no objec
tion to take to the principle that certified copies ' of munici
pal records should, before beih'g jven in evidence in 
courts, be liable to stamp duty; 'but he sees no reason why 
the public, when obtaining , certified copies of municipal 
records for their private use, should be liable to charges for 
stamps from which they are exempt til the case of copies 
obtained from the courts for the same purpose. 

3. I am to say that. ' iil the opinion of the Government 
of India, when a copy of a document is taken for private 
use 'only and no sta~p duty is charg~ d, it ill nO,t ne~es'sary 
t1!at it should be · certified as a true copy. For some years 
past it has been the practice in Bengal, Bombay and . As.sam 
to ·issue unc~rtified copies of documents filed in cout 
when, they are required'for private use and in,formation. ani,. 
The practice is desirable in order to prevent copies being . . 
given : sq-rreptitiously. and th.e Government of India are 
~ot ,disposed to , think that it tends to encourage fraud; a 
docament might be forged if it were required for some 
Qther purpose trhan 'private use, bU.t wbeD it is required for 
!i\lch use it is unlikely that any man would forge a copy~ 
: 4., After careful consideration ~f the suggest;i~n maa~ 

1>:)) His Honou! the Liel;ltenant-,Gov~rnor,. the .Governme~t. of 
India are of opinjon th ~ t when c.e rti~~4 cop je~ of ffi1;lRi'ii
~l ~ec.ords are requ,i red"they sho~ld ,be stamped, but that 
t~ere is llotJl~llg \~h!ch need p~event the , issue by the secre
tar)f of. a m,:micipality of uncertified and unstamped 
c;,opies of such rec.ord,s whe,n required for private use. 

Ciroular No. 47M. 

Copy forwarded to all C;ommissioners of D,ivisions for 
information and -communication to, District Boards and 
ftAunidpalities in their respective Divlsions, in continuation 

qf Goverpment Circuhr ~o. 16 L. S.·G., ~ated the 1st 

May. (893. 
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VII 
MUNICIPAL. 

No. 3339 M. 
'. Caicw,tta; tlte 20th December 190i. ' 

) , 

~. FRoll-B. M. "K[SCH, ESQ., ~ 

Offg. Secretal'!J to the Gove~lIme"t 0/ Bengal. , 

Ttl-The Commi8~ioller of the Patoa Division. 

SIR, , 
I am directed to acknowledg~ the ' receipt o~ your ' 

letter No. ' 4o~oG. dated , the 28th Septem.ber , 1901 ' 

recommendi'lg that the resignation tendered by ' * * , , , 

Subdivisional Officer of Siwan, of his appointlllent 'a.s - Ex·; 
01ft.C£~ C~airman of the Siw'an, ' Municipal,ity may be 
accepte d. .~. 

' 2. In reply, I am to point out that an offic~r appoi ted ! 
by 'offici~\ designation to be C hairman continu~s to occupyl 
th~t post from the date of his appointm'ent - up to the date! 
df the reconstitution of the body of Municipal :Commissiollo ' 
ers- irrespective of intermediate changes in the personnel' 
of the 'officer appointed Ex-Officio , The 'resi'gnaffon" of 
each individual officer 'on ' the occassion of ' a transfer ; is I 
therefore 'unnecessary. r ...... 

3: At the same time, 'I am to invite 'your ' attention to! 
paragra'ph 2, of section 24 and paragraph 'r 'of ~edion '26,0\ 
of the Bengal 'Municipal Act, which res't;id the term of ' 
office of the Chairma.fl of a M hicipaHty, wh-ether' appoint 
eo Ex-Officio or by 'name, to() til''ree years, and require that 
a ehllir~~n, whether appointed by ' name' or '; official ':des~. 
nation shall re'sign his office at the first 'n"t'eeting of the: 
Co~mj"ssioners/ after the triennial reconstitution of their , 
body subject to' the proviso -thaHhe f'esignatiop in the case 

of an Ex-Offict'o Chairman does not take effect un\U ·a I\ew, 
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Chairman is appointed. These provisions of the law 

appear to have been, in some cases, overlooked in the 

past1, and 1 am to request that the necessity of strictly 

observing them in future may be impressed upon all Muni· 
~ip~itj~:; in your Divisjon. ' 

VIII 
MUNICIPAL 

CIIICUUR No.14T.-M. 
Dal:ieeling, tne 2nd September. 1902. 

FROM-E. W. COLLIN, ESQ., 

Offg. Secretar!} to the Government 0/ Bengal. 

To-All Commissioners of Divisions (except Burdwan). 

SIR, 

" J\. q.ue§tiQn Wa,s ,recently ~ ul.>mitted to Government for 
consideration whether, when a bill und6:r ' section 120 • of 

the Bengal Municipal Act, 1884, has been duly presented 
pnq a potice of dem;mcj in Form A, Schedul.e IVof t)1e Act 

hai been :served on a rate · payer • the M uuicip;11 Commit -
.fiioners are debarred from issuing a second notice of ,<femand 

~ so as to extend the period of limitation.of three months laid 

dow~ in section 121, within which a warrant may' iSSUe] • 

. 'Fhe Advocilte-General has agreed with tbe Legal Remem. 
' m<!Qcer that~ in the cin:l,1mstarrces referr.ed to, a second notice 

o~4~ma'1.d c,a1l ,n,ot be h:gally is,sued by the Commispioners. 
2. I am directed to forward the enclosed cQpies of. the 

Advoeate·Genel1al'i; opinion nd of ~ letter from the , Legal 

Roemembrancer , on the subject, and to request that' the 
attelltiol) of th~ Cort}mis?ioners of ,the Municipalities in 

fOYf Djvj~iQD roPy be ~lr~wn ' tQ the ruling. 



OPINION. 

J am 01 opinion .and for the reasons given in Jetter N 6. 12.91, to the' 
Commissioner of the Patna Division by the H on'bLe Mr. B. L. Gup\a, . 
Legal Remembrancer, dated ClAlcutta, tlle 19th October 1901, tbat when 
a bill under section 120 of the Bengal Municipal Act [Act III (B . .cl) 
of 1884 as amended by Act In (B . ..D.) of 18 6 and by Act IV (8. C.) 
of 1894J has been dnly presented and a notice of demand in F Ol'm A, 
Schedule IV, has been served, the Municipal Commissioners can Dot 
issue a second notice of demand. 

J. T , WOODROFFE, 
SOtn AUgll.8t, 1902.1 

A dvocate-General. 

No. 1291. 

Dated Calcutta, the 19t1t OctobCl' 1901. 

FnOM-THE HON'BLE B. L. GUPTA, 

Sf/pdt. and Remembrancer of Legal Affair,. 

To-The 'Commissioner of the P lttnn Division,. 
~ 

I have considered the points raised in your N o. 1625 G., elated tbe 
,20th September Jast, and in reply have the honour to state as follows . 

2. The nOtice of demand under section 120 o!,:the Ben gill Municin~ 
,Act III {B . . C.} of 1884, may be served as soon RIl the bill is,,Pi' en d 
and not paid. l.~be presentation of the bill and service of notice (with 
copy of bill attached) may be effected on the same occasion qr .at th~ 

lame time lind interview, one immediately following the other. • 
3, Under section 121, the amount if not paid within ~5 days may be . 

1evied by distress and sale of the moveable property of the defaulter At 

any time within thl'ee months aftertlhe date of service of the aid not.ice 
or of the ordel':made 'On an .application for review. I think 1hi. must pe 
.eonstrued to mean tb~t the limitation of three . months i,s an absolute W 
to the recovery of the same anears by distress and sale after the 
expiry of three months, and that a fresh p6l:iod of three month~ can not 
be laken by including the same old arrears in any subseqnent notice 'dE 
demand. Were it othel'wise the words three months arter the date of the 
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order made on an application fot l'oview would be rendered oogatory. 
Besides, wherever the law allows summary mode of realization of 
money and prescribes a limitation of time, the limitation is absolute. 

4. In the present iu tance the first limitation of six months under 
section 120 is clearly absolute and there are no- reasons for thinking 
tbat ~be second limitation of three months uuder section 121 is not 
abtrolu.te. Althoug-h sootioll 120 says that such notice of demand may be 
~rved at any subsequent timo, it doE'.s not imply that it may be sel'ved 
.more thau once. 'l'be languago of section 121 leads me to hold that the 
notice can be slll'ved only once. 

IX 

MU~ICIPAL 

CIRCULAR No. 1 M. 

Calcutta, tke 7th November, Hl02. 

F ROM-E. W. COLLIN, ESQ., 

Off!!. Seereta'l''!I to tltl! GO'li61'nnw,t oj Bel/gal. 

'.l'o-All Commissioners of Divisions,. (ext:ept the BU1'dwan Dn.r 

SIR,' 

The attention of Government has bee n drawn to the 
r-uling of the High Court in th e · case of Emperor versus 

lKathura Prosad, published at page 491, Volume XXIX, 
'part V II of the In dian Law R eports, Calcutta Series, 
which is likely to have a prejudicial effect on the working 

of the building regulations in, mofussi~ municipalities. It 
\\till be seen that the reference of th e Sessions Judge was 
'01' setting aside the order for demolition, which appears 

d o have been irregularly assed un~er section 238 (I) of 
the Bengal Municipal Act by the Subdivisional Magistrate, 
whereas such an order can only be .passed by the Comrnis-

• sioners. The High Court, how vcr, ~e t aside the cOllviction 

unde~ sec. 2]3. (1) as welr as the order fur demolition. The 
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Legal Remembrttrcet, wh<t bas bten con~ut~d in tbe mattet, 
;s of opinion that the rearned judges overlooked ~ec. 240 

. d fi " • f h «'; or the Act 'which gIves a e mtlOn 0 , t e terms erect 
and "re.erect/' and which, if referred {o~ would have 
altered the asped of the case., L am to observe tbat t~ 
decillion should not be permitted to hfflaence the actiool 

of mU'licipftlities in enforcing the building regulatrong 
ann to request th at, in the event of any application or 
reference being made to th e High Court against ·a convic

tion under sec. 273 .(1) 6f the Bengal Municipal Act, the 
Legal Remembrancer may be" promptly inform ed by the 
District Magistrate, so that he may cause the Crow n to be 

represented at the heari ng .of the case before the Court. 

2. Meanwhile, a Mag'strate convicting under sec .. 

273 (I) should in every jungment, expressly refer to all' 
the sections concerned, including sec. 240. I a m to re
quest that you will be so good as to communicate fhese 
orders to all District and Subdivision;l-I officers and 'Muni
cipalities- in, YOUD Division for information an,d guidance. 

x 
ApPEALS IN .WIIICH M UNICIPAT.ITIES ARE ~\NCERNED. 

In Land .A clJ,ui~ition Cases.'" 

The Bengal Government issued the foHo wi ng orders as 

to the mean s to be ;:tdopted lor the recoV'ery o.f the ~(jsts 

. of litigation in appeals in the High Court in land aequ.FsitiOlt 
cases undertaken by Governm ent on beh·alf (l)f, Qr at fhe 

instance of, Municipalities and (\~her Local Bodies and 
Institutions :-

., 1 am dir'ect~d to. ac;:know~edge the receipt of yout' let'
ter No.. 2l7, di\t.ed the 6th May 1901 , and its. enclosures, 

• B. Govt., lIlnn!. D pt., Nos. 1733·361', J\{,. dlite<l17th Oct!'. 1001, to L~g(\l 
.RemlJr" .Hoald, aCt 
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QA the subject of the lIIeans to be Mopted for the .ecover, 
oC the costs o( r.tlgation in appeals in th.e High, Court ill 
laRd , acquisition cases undertaken by Government on be

half or, or at the instance of, Munidpaliti~s ,and olhu 
Lo£al Bodies a,nd Institutions. 

2. "With regard to- the. recovery of the sum a which 
have ah:eady been advanced by your office and have not 
yet. been, recovered £.rom the bodies or institutions concern
eel,- I am directed to reques t that in each case you will be 
so good as to advise the Collector of the amount outst-an<J.. 
ing and to request him to take ste ps for its recQvery. You 
should, at the same time, inform the Accountant-Generalr 
so that he may know what recoveries are to be mace. 

3. "As to the procedure to be followed in the future, 
y"ou should, I am to say, advise the Collector, in each 
instance, of any Slims advanced or requ'i'red, and request 
hjm to deposit to the credit of the litigation fund equivalent 
amounts out of the funds placed at his disp'0sa-l by the Local 
Bod1 or Inst i ~ution concerned, a'O'd to furnish you with' a 
duplicate chlal'3>n for the amount de posifed'. ff tit ~he time 
the Collector tl'aS' Hot sufficient fund in his fianers, he win 
at E).(1(te obtain the an1>ount required .from the party in(erest. 
ed,. The A.ccoU'ntant-Geneml; Bengal,. should alsol be 
advised by means of aI copy of your advice to the Collector, 

0' in such ether way as he (the' Accountan~- Genellal) may 
desire, so that he may be t1bl e' to see that for each item' in 
you I a€counts on behalf of any pa,rt,y other than Govea:n .. 
ment there is a corresponding credit." I 

T(Jl P,.ivy Coun·cil.* 
The GOlVettnment of India f sued the' following Ci'tcul<tt 

to .Loca ~ Goverlllil en ts :-4 
{ I Wi: h rd rence td [he cor' respo1\'dence enctil1'g' ~itl\ 

.. r. Go .. I.,. Home Dert.,. Nos. 1276·82, d .. lRd ULh Serl' 1889, 

B, Govt" JudI. Dept., Cir, No,I:\~'" dalod 8Lh Novr,!88lI, \.0 all Oltn: 

II , GOVl" )111111, Depl., Ci l', N~, M, ~ G, daLtid 221l1:! Aug!. 1~90, to Commu. 



Home' Departmeo·t Endorsement No. 1J,3~.33' dated Z'4ttiJ 

Augusf 1881, I am 'directed to point out that when an ap
peal, to which a Municipality is a patty. is ,preferred to the 

Privy C6uncif, tfJe' duty of maklog ahangerrlents fo~ the 

conduct of the case must be u-rtdertalten' by the Munic • 
parity conc'erned ~ and' th?:t tne informatron and papers 

required by Home Department letter No. l--I2 I'-26, date-d 

30th Januaty 1878', snould oe forwarded' to rne India Office 
fhrough tfte Government of India only i'n cases to whicll, 

tfle Government or fhe Court of Wards is a party. In thisJ 

connection I am to request th3 t the i'nstructions contained 
ill the accompanyi'ng Exfract*' of a Despatch frotn tfle1 
Secretary of State may be strictly observed In cases to 

whierl Government or the Court of Wards IS a party. J 'I 

_ ... No. 21 (Judicial), dated the 4th Jul:1J 1899. /rom the Sec1'etary ~J' 
State Jor India. ' 

. With refereocc ~o' the letter o~ YOUT Excelfe nc'Y in ('OU1) . 

• eFI, No. 19. dated the '4th of Maj',j 
r .. h .... j'd ... 1CIlllle.waI'Singh tr'a nsmi t,ti ng a Special' N"rratl' 'oe.} 

Bll1uldlll' of nllrbhfLn/>lL, n,ppcl· CO' " .... 

la.ut, V 8 1'Sll.8 the CbainlHtlI of • b G 
&rbluu,g1lo lI1nnieipulity, .,.,.- submIUed y the overnment of 
pondent. 

{Bengal. an'd other papers rel'ating 
to the case m.entioned in· the margin, which is now pending 
ill- a:ppe~ be-fore the Privy Council. I ha~ to request tnat 
I may be furnisbed - will'l hlf\! and distinct pa-rticul'ars as to' 

the object w~th which these dOCU01'eFlts have bee'll transmit. 
led, and the. steps \Vhil':! ' Y'ou ex.pectl or wish me to fake. 
regarding th em. 

2. I observe thilt the Darbhanga Municipality are the 
resp.onde nts , the suit beillg (i ll accordance with Iill:e provi
sions of sec tion 29 of the Bengal Council's Ad III of ,.8 4) 
brought against th III as a body corporate, by the descrip" 

lion ()( "the- Chairma n or the MUllicipat COml11iSbiolle 1 
of Darbhanga." ' -
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3· That being so, it is primli facie the businesl' 'Of the 
Muni(;~pality' to conduct the litigation and to bear the costs 
attendant on it. From the t erms of your Goverllrpent's 
l: tter now under reply, it seems probable that your inten~ 

titln is t~at !.he malt-er shall be teeated "s if Goveroment 
w,ere the responde lit. If such, however, be your jntell.tioD.j 
1 desire that ,I may be fwlly informed, as soo n as possible, 
of the reasons for adopting such a cou rse , and also whether 

you think it necessary to forward an autho.rity frol~l the 

Municipal Boards to enter an appearan.ce" on its b ehalf. ' 

4. I avai,l myself ,of thi·s oppo.rtuniity to reqllest that, as 
r:,egards all appeals to Her Maj.es ty in -Coundl, in which 
~ vernment is interested, I may in each case be f urnished 
with a distinct expression of the opinion of the Govern
m~nt transmittinl,{ the papers, as to the course which ought 

to be adopted by me. It not unfrequently happens (as it 
ha~ happened in this case of the M'lharaja of Darbhanga) 
that. the papers reach t1lis office unaccompanied by any 
dear indication of ~he steps which it is desired I shouid 

I 

take, and it is necessary that i should al ways receiye such 
an indication for Il)Y assis.tance in .arriving at a decision jQ; 

the malter. 

XI 
ELECTION RULES. 

NOTIFICATION. 

1';0 . 4."1415 M.-2.td November 18.Y6.-ft .is ,lrel'{lby notified for ~eno
ratiuformation that, in 8upersession of all.previous r.ul.es o.n tho suoject, 

the Lieutenant-Govemor is pleased to lay down th.e following rules 
undel'sections 15. and 69 of the Bengnl Munlci'pal A.ct III of 1884 a~ 

• For calc-law ,)1\ the sllPjllct SilO ~ote8 to sectio.1\ 15. 
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",1I.ed jJy Bett,.. 4ds IV,Of ,SQ',.ad II ~f l896, ,~_ the cq.ndul't of 
all Jntnre .electi,on,s pf COJU~BBi;on;eJ'll of ldu~ioipal.ities ; r 

1. I~ these rulllS-
.(a) The term'" the .Magistrate" h08 the meanin,g !IeSned by IIeOtion 

6, Bub·section (8) of the Act. 
(b) A \I general election" means an election held under section U 

c;.f the ACt. 
(c) 4.'s bye-election" ·m8A1lB nn ,election held unde, seetion '27 of 

tlul Act. 
(d) A pe,r~op shall be !leemed .to be ,resident witiJin jJJe liJnits of 

a Mnn~cipality if he-
(1) ordinarily lives within those limits, or, 
(2) h",8 -his famity dweHing-house within those limits, 4ns 

C)CCllsionally visits it; Qr l 

(3) ~aill~ins witi,Jin thos.e li!J#its l' dwelljng.ho.us.e rCJ1dy £9i 
QCc.upation i~ the ph!uge 9£ serva.nts and- ocoasionaU,r 
occupies it. 

A person may be -resident within the limits of more than one Moni
eipality at the same time. 

O! the qrtCllific(.ttiofi oJ voters. 

2, Ev~rllIlale per~on sball be eli,gible to vo~, 'Tho has attained th~ 
age of 2l ye'ars, has b'eel). resident within the limits of the IIlunici.. 
patlty f~r not less than 12 month~, immediately precediog the elec ion, 
has been duly registered as provided in rules 4 to 12 indusive, and 
who- ' ( 

(') has. during the y~ar immediately preceding sllch election 
paid an aggregate amoont of not les8 ;ban Rs. 1·8 (RR. 3 
in Howrab, and Cossipore-Chilpu~) in respect of aoy OD& 

or more of the rates specified is section 15 of tbe Act, 
or in r8llpect.at the fees for tho registration of carts under 
section '143 of the Act; or ' 

(ii) has, during the 'Ye~r afQres3id, paid or beeu assessed to the 
tax imposed by Act II of 1886 (an ..let /01' impo.in,q /I 

tail 01t income,deri llerl/rq". .Io'Urgef pJker IlI'''J Clf/r,icul

ttt,.~ ; 0' 

(ift) being a graduate or Iic.eJltiJl~ of allY Uoi.yersit" .01' bl'villg 
pused the .Firat Arts EX3'mioatiop of the Qa\.qlltta Ij I)i ve,. 
Bity, or the corresponding standal'd.of any other Dniv.ersity. 
or holding a license,'granted by any ' Govel'nm~nt Verna-
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eular Medical School, to practise ,me<licine. 01 bolding .. 

certificate autborising him to practise as a pleader or as a 
mukhtal' or as a revenue agent-oeeupiM a holdillg or part 
of a holding, in re pect of whioh there has been paid, duriog 
the year aforesaid, in respect of any rates specified in 
seotion 15 of the Act, an aggngaw amount of not leaa 
tban Rs. 1-8 (Rs. 3 iB Howrah and Cossipore-Chitpur); or 

(it) has, during the same period, paid not less than Rs. 20 as 
rent in respect of tbe occupation by him of a holding or 
part of a holding wbich is assessed with the rate unde'r 
section 85, cliwse (b) of the Act. 

3. At elections held in newly-oreated Munioipalities b~ore llIunici
pal ta-xatlon has been imposed, every male person IhaJJ 'be- eligible to 
vote, who has attained the age of 21 years, has heen resident within the 
limits of the Municipality for ' not less than 12 , months- immediately 
preceding the election, has been duly registered as p~ovided in rules 4 to 
11 inclusive, and who-

(1) prior t{l the oreaiion of th. Municipa.lity was qualified nnder 
the rules framed under section 138 (a) of the Bengal Local 
Self-Government Act, 1885, to vote at an ~lection of 
members of a Local Board in respect of the a.rea. within 
the limits of the newly-created Munioipality ; or 

(2) has, dllring, the year immediately preceding the election, paid 
an amount of not les& than 12 aunas on aecount of ch."ki· 
d ari tax ; or 

(3) being a graduate or licentiate 01 any University or having 

passed the First Arts Examination of tho Calcutta Univer
sityor the corresponding standard of any other University, 

or holdi~g a license, granted by any Governm4lnt Vernacu
lar Medical School, to practise medicine, or holding a 
certificate authorising him to practise all a. pleader or as 1\ 

ll1ukhtar or as a revenue agent-occupies a holding, or pInt 
of a holding, in respect of which tbere has been paid 
during the year af resaid an amount of ~ot 1e811 than 12 
aunas on account of chllukidari tax. 

OJ tAe rcgist1'atio" o/voters. 

4.. In every Municipality a register in FoI'm A. of all ~'80n8 

quaflied to votll' shalt be prepared by or under the orders of the Claair
a ... loon as mlly be after these rules snail have come into foree, aDd 

V 
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shall fro~ fime' to' time 'be ~Teoted an'd added to as, the Chairmau may 
direct, and shall be tho~oughly revised by him at lenst three montbs be
fore the date fixed for any general election as bereinafter provided . Suqh 

' regill~ shali be open t~ in'spec'tion ' at the ' Municipal Office by any 

' reeident of ' the Munic'ipality at any time between ll' l.. )4. and 5 P. )(./ 

~ Sunday. ~Dd holidays ' excepted. " 

5. ,No,t le8s than 60 days before the date fixed for any general 
~ .. leot.ion: the Chairman shall publish tho regoister as revised by bim under 

,the last prec~ding rule at the Municipal Office and at such other places 
as be may think fit or as the Commissioners in meetin,g may direot. 

6., Any ' person whose name doel! not appear in the register. and 

IWho claims the right of voting may, within fifteen days of the i>ublic~
tion thereof apply Jio the Chairmlln in writing to have his name adde,d 
to the register or substituted for any name in the register. 

7. Any person who considers that any name in the register of 
Toters prepar~ under rule 4 ought to be omitted, may, wi thin fift~en 
. iaya ~fter the 1>ublication of lhe register; apply to the Chai man iD 
writing to have such name omitted. 

8. The Chairman shall, not less than 30 days before the date of 
election, '~nd 8. letter to every incorporated Company entitled t,1J vote~ 
~ue8ting it to fill in a form, which shall accompany suoh letter, with 
the nain~ of the person authorised to vote on behalf of such C6rpo~ation, 
RDd to return the IamB within seven days. Upon receipt of the form the 
Chairman shall cause the name stated therein to be entered in the, register 
revised 'under Rule 9, aud th~ pers'on whose name is thus ' entered shan 
be deemed to be duly authorised t6 vote on behalf of the said Corpora. 

, tiOD. ' -

9. Every application for the revision of the registeT under rules 
6 aDd 7 shall be considered and decided by the Chairman with ' all 
reuonable despatcb ou some date of which three days' notice shall have 
been riven by publication -in the Municipal Offioe; and not les§ than 
fifteen day, before the dale of the election, the Chairman shall publish a 

'revised 1'egister in the same manner as the original register containiIig all 
alterations or amendments made in such. original register by his order or 
by ord.r of the ~agiatrate under the next succeeding rule. 

10. Any pereo. whose applioation under rules 6 or 7 has been 
zefused' may; within eight days after iuch refnsal, apply to ,the Magill" 

t .... te for au order to have hjs name inserted in, or a name omitted from, 
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the regilter of voters, and suob Magistrate .hall, after enquiry, make 
lIuch .order as to the insertion.ol' omission of the name 'as appears to him 
to be jnst; and the Ohairman shall, upon receipt of a copy of such orela; 
give effect to the same, and sllob ordel'.sball be final. . 
, 11. The register thus prepM'ed and amended shall be th.e final regisj' 
ter of persons entitled to vote whether at a general election or at any byo. 
election • . 

Provided that at any time any person whose name is not in the 
register ~ay apply 'to the Chairman to enter his name therein, and rulel' 
9 and lO shall be held applicable to such claim. If such application is 
mad~ not le~s than fi £teen days before a bye.eleotion, it shall be decided . ' 

"in time for' snoh bye-election, but not otherwise. . . . . 
12. It shall not be neoessary to publi8h the register or. extracts 

from the register on the occasion of bye-elections, provided that the 
J:egister shall at all times be open to inspection by rate-payers at the 
:Municip~l Office, and that all persons wb08e claims bnve been admitted 
~lnd~r the preceding rules shall be entitled to vote at suoh ~lectiQns. The 
Chairman shall in caae of each bye-election publish a notice stating the 
latest date upon which claims to be registered will be received. 

01 tAe qualijication and tA, nomination of candidatei. · 

. .i3. Any person qu,nlified to vote under thesernles, and not dis.quali. 
fled under section 57 of the Act,. shall be qualified to be elected a: CQm; 

miss,ione,r. 

14. Every person who is a candidattr for election shall send hill 
name to the Chairman in wl'itin~ in form B, with the necessary ' parti
culars filled np in colt1mns 2, 3, 4 and 5., not less than 21 days . befol9 
the day; fixed for the election, supported by the signatures in columna 
D, 6 a'Od 7 respectively of two electors in each ward in which he proposes 
to stand, who proflose and second his nomination, and', of eight. elector. 
jn each such ward who approve his nomination. The ChairQlan shall 
publish a list of all 'candidates in the same form at the Municipal Office 
not les8 than fifteen days before the day fixed for election. 

01 the manner of holding electio'''' • . 
~ . . ~ , 

15. The elections and bye-elections sball be held on sucb d.atee .. 
may be .fixed by t.he Commissioner of the Division, and npti~ed by hi}n. 
in th" Calcutta Gazette • 

• Notificatit>n No •• t T,-M., the SOt.h XI), 1808. 
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16. In tbe' ennt of Ml n'llftl"' fIf etmd~tee ffJr eleeticnl io ... 
municipality orin 1m1 'Ward of a munioipality Dot beiog greeter than 
the number of vacanoies, /:Iuch oandidlltes tJhaU be deemed to 1te 8lected~ 

If the nnmbol' of eandidates exoeeds the nnmber of l'AUQnoiee, 8,oB 
aball be beld. 

17. The lloll shall be held Itt 1!Iuch <time nnd place.&! the COJD1DUJ. 
,ioners in meetin~ or the Chairman may determine, and the time and 
~ace fixed ebaU be notified. b, beat of drum and by the publi9ati~n of 
DOUce, .at tbe eame UIDJI as the list of CIlnd;dates is publitilied ul)der. 
T1I1e 14. 

. 18. Each TotaJ' 8hU be entitled to vote for the ward in whioh,he 

oniinarily resides, and for no other, and to give as many votes as th"~11 
are "acancies for sUllh ward. Pl'Qvided that where the Munioipalit". 
hu Dot been divided into wards. each voter shall be entitled- to V9te for 
aa many candidates as there are VMancies in the entire numpllr of 
Com,m sioners, Provided a18~ that he may give all or any nnmber oj 
the votes W which he iR entitled to anyone candidate. 

19. All votes tpnst be given in person, and no votes will be received 
by proxy or in writing. -

20. The Chairman or other fit and proper person, not bein~ himself 
a candi~ate for eleptiQn, deputed by the Chairman for the purpollo, shall 
preside at the ejection for each ward assisted by a Committee of not 
)e88 than thrt!e and not more thau five rate-payers of the ward~ nomi. 
uated oy the Cbairmnn. If any of the members of suoh Committee 
fall to attend, t.heir places may be filled by the presiding officer from the 
'rate-pe.yers present at the jIolling station. " 

21. The presiding officer ,hall read ont the list of ca.ndidates .ad 
8tate the numbeT <Of vacanciell, nnd the .Dam Rothe Toters and the 
vote8 given by them shall bo recorded by him, or br the melDb~l'II 
IOf the Election Committee under his 'personal 8upervision, in Form C • . 

22. No objection to .. voter shall be -entertained except on the 
wonnd that he is not the p81'80n under whose na.m as entmld in 
Register A he claims to vote. Suoh objections sball be 8Ilmmaril,r 
aecided by the lIresiding officer. 

[In B. G. M. Gir. No. 2J£., Jatlual'Y 14, l896.(Govt. Cir. Vol. 
III. p. 1025) it has been ruled by th" Lieutenant.Governor with the ad. 
Tice of the Advocate·General that it is irregular for Gonrnment servants 
to vote twice in elections, once I'D respect of their llrll'ate residences and 
again on behalf of Government as owuor of the "pui)Jio building.!n the 
town. The Al!vooate·GllDeral LaB said in lhi. connection that DO penOD 
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taD "ote at a mauici.pt.I . lectioll for.IIoMi.,. of whicb Gonmmnt hi the 
cr.giet.ena proprietor, and ou aooouat of which Govemment ,.p1'tDt. 
.• d til,;., H , hI.!! added that it i, clear frolll the ter'P' of adioD 16 
loll the Benpl Muoicipal .lot that the qualifieaUonl required to etltitle 

Mly \>fIl'ROlI to 'I'Ote ~ ,INOnat qualilicatioM. and !)all lIot be eUl'aU.t 
~ aoy penon to mpeot of Goveromeo.t buildiog-.) 

1- 23. The presiding officer , ball then and there deelne locb caw
ldnt ... -hu" the largest numoor of ?otes to be duly elected aad .WI 
'",port accordingly to the Chairman, if be i8 not himself the Cbairmllll. , 

Provided tb,t. if the ma.jority for any CAndidate conailfil ollir 
tM '.,.IIt. to which objection8 hne been 'tai.ed, and if the rreeidiflfP: 
i:iffi08l' hu been unable to decide eneh objectionlllnmmaril, II pl'Ol'ided 
~ Bule 22, he ehall adjourn the proceedings and report the matt. to 
the Magiltrate. The Magiltrate Ih~lI bold neh e!:Iqniry reganling U. 
diapnW \,ottll 18 .hall bo neoessaJ'1. and hi8 decilion sball M bal. 

?on .the l.enninatioo of lucb enquiry, fa ,han dfClare eacb candidate u 
have the largest Dumber of vo~s to be duly eleatN. 

!? J. 24.. If tbere be an equality of votes for tbe u.me vacancy. and if 
tile number of ""-callcies doe.llot .dmit of an "the u.udi!latea wh o ha" 
obtained IlU equality or vote. being eloeted. tbe prfliding officeI", or, in 
the <:Me preacribed iu tbe provieo to Rule is, the M.agiatrate, .... 11 (i. ... 

1,. cuting vole or votes. 
*I! 25. In the event of any candidllte "being e1«ted for two err more 
warda, .ncb candidate 'Mil be at liberty to ch~ tbe ward whicb he 

~ will rBpl"elent, and in eYery otber ward in whicb \.he ,aid candidate 

hal \!e(ln returned, the re6ultof tbe .Iection shall bedlltermiutd .. if 
Lno votes had heIIn reoorded for b im. Provkled that if tb,N il DO otl:ier 
{candidate for wbom yotlll have been recorded to fill the "t"aca:Q.cy tbu 
l:(Sused,. fresh election Ihan be beld • 

... !e. Tbe lilt of duly retumed candidates for the whole 3futticipalit, 

eLall be forwa.rded by the Chainnan through the District M..,iltrate 
c to the Commiu ioller of the DimiOIl for publication by him i. the 

'Calc.tta Gazdu. 
26A. Wben a Municipal C6onni.noner w after electioa found to 

be disquali6ed uud. r lIfCtion 57 of tilo Act, • hy_lecliou .hall "be beld 

• t l fill hi , piw:e.-Noliji'cation. No. 41.T. M ••• Val. 00, J898 • 
• ;'1.. 
" 21. In municir-li.tie. .... here tb. Magi~trate is the CbaimMn, t.be 

alliin uaiglled to tbe Chairw&a ill tDe f ONgoitl&" rule. ... 11 be di ... 

;!laarged by tbe V~CbirIlIlUl. 



28. If ill Any calle Buch a coune appea1'll to the Local Government to Ie necetllary, it may dirl'Ot that the Magistrate 
.ball perform aU or' any ,of the duties auigned.\y the fo~going rules to th,e Chairman or the'Co,umi8sionen in ,meeting. 

Providlld that the Magistrate .hall alwllYs perform snch ... dutieB for the purposes of the lint general eleotiona In 
newly-crealed Municipalities. . 

Genlral. 

29. All disputes arising under these rules shall be decided by' the Magistrate, and his decision shall be final. 
30. .No person iu the employment or pay of the Municipality shall directly or indirectly, enllage in canvtlssini for 

.ote~. or otherwise Assist in the election of any candidate, or otherwise tban by giving his own vote. Any' breach of this 
rule .will render him liable to dismissal. . 

31. .All costs incurred in the preparation of the regiBter of votel1l, tbe publication .of notices, the bolding of elections. 
or taking auy .othe.r necessary action undet these rules, sball be payable . by the Commissionen out of the Munioipal 
Fund. ~n :the case of , a newly.created Municipality, in which no Municipal Fnnd bas been formed. the .~agi8trate 
of the dl!ltrlct RhalJ advance such sumB as may .be required; nnd Buoh 8ums shall be recoverable from the MUDlClpal Com
miaaioners within six months. 

FORM A. 

. Retister of persons' qualified to vote in Ward of Municipality 

~rial Number in 
Fat~er's n&DIe. 

Period Particult\rs ,./. ," 
nntDber U8e88ment Name of Toter. Age. of Address. of RBlIl.l.lll[S. --. list . residence. qualification. 

ofL: 
1 Z :I 4 5 6 , 8 9 ~ 

H ,. 
or . ",c" j < <. 

·1· , 
, .. 

19 Bari Das Lachmi Daa 1H 2;years M.uchipara ... Pays Rs . . , ho.use-I , 
-tax. -p.~. 

f 

tr1 
t
~ 
(') 
.~ -o 



FORM~ B. 
.. . 

\ 'i !:''" 
.. 

8erilll 
.: number of 
1l Particuu.r. of Ward or Sillllature of ilignature of Signature of ca.ndidate 

Name of WHJ"(b in U II vot~r a cllIldidate. Addrel8. qUlllification which election "lootor el .. ctor eight tllectors in the :I H.8 a votel'. proposing. &eCvnding. supporting ;; i. sougbt. register of 
i .. voter! 

~ 
(Form A). 

~ 2 S ~ 5 1_6
_. 

7 8 \I . , 
, 

N . B.-Columns 1 and 9 to be filled up in the Municipal Ollice. 

Register of votes given at the polt in Ward . 

Names of voters • 

FORM C. 

of 

. N.](BS OP e:.i."DID.lTBS. 

Municipality on the 

RBlI.lRltS. 
Serial 

number 
.. in .Fo[m 

A. N. K. Da!l8. ,Alxiul Kad.ir. N. N. Chatterjee. S. ~. Ranerjee. 

1 

1 
2 

2 

Rui Dan 
Fakir Ali 

\ .. 

s ~ 5 

T' 
. 

6 7 

;,> 

1 . Two vacancies. 

. ~~ -

H. H. RISLEY, 

Secy. to the GO'llI. oj Bengal. 

.; .. • ~ 
ill 
011 
~ 

lU 

_I~ 

~ 
c:: 
t"' 
~ 
III 

~ 
<I> 
Q 
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XII 
ACCOUNT RULES FOR MUNICIPALlTI.ES. 

NOTIFICATION. 

No. S472M.-Tlte I3th December t cS'97 .-lt is hereby 

notified for general information that in supersession of all , 

preyious rules issued under section 82 of Bengal Act III of 0 

1884, as amended up to the 1st November 1896, the.Lieute
nallt.-Governor is pleased to make the following rules 

under the aforesaid section- of the Ad for keeping ' the 

accounts of Municipal ities and also for the audit of such 

accounts. These rules will come into force on the 1 st. . , 
April 1898:-

PRELIMINARY. 
'1 

In these rules~ unless there be something repugnant jn ) 

t~e context-
(i) the term I treasury' means a Government treasury 

with which a M\lnicipality banks, and includes 
a bank or a branch bank with which a Muni~ 

¢ipality ban~s, with the sanction of the Local (i 

Government. 
(ii) 'treasury officer' includes the 

Gf a bank. 

GENERAL. 

\) 

officeI' 111 charge 

I. The register and farms prescrjbed in these rule 

provide for all classes of transactions usually occurings 

in Municipalities of ordinary size. But if it is found that 

the account rules and. forms herein prescribed do not Con-
t 

veniently meet the special requirements of a Municipality, 

they may be added to or modified by the Municipal Com

missioners with the sanction of the Examiner of L9c~ 
ACcoWlts iIll Bengal. 
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2. The cash and account branches of eac.;h Municipal 

Office shall be kept distinct from each oth e r, and under 
distinct officers, who, for the purposes of those rules, will 
be ternled, respectively, Tax-Daroga or Cashier and 
Accountant. 

In no case shall the same person compile the municipal 

accounts and superintend the collection of the rates and 

other Municipal income. 

). As the officer in cha rge of a treasury and the Vice· 

Cliairman of a Muni cipality occupy the respe ctive positions 

of banker and constitu ent (Rul e 20), no person connected 
with the treasu ry 'shall assist in any way in collecting 

Municipal revenue or in posting the Municipal books. 

4. The Chairman, Vice-Chairman or Secretary shall 

at the time of audit, cause to be produced all accounts, 

registers, documents and subsidiary pllpers whi ch may be 

called for by the Loce:1 Auditor to assist him in his 

investigation. . 
S. All accounts and registe rs shall, as far as pos.sible" 

be maintained in English. All books of account and 

registers shall be substantially bound and pagF.d before 

being brought into use, and no aCCOl .. nts ~hall be prepared 

on loose sheets or in loosely bound volumes . 

..(). All corrections and alterations in accounts shall be 

neatly made in red ink, and attested by the initials of the 

Chairman, Vice-Chairman or Secretary. Similarly all 

alterations and corrections in a voucher shall be duly 

authenticated by the payee. Erasures shall on' no account 
6e. permitted Z'fZ registers, :.tatements, vouchers, or .accounts 
ot any descrip#on. . 

SECURITY, 

,. The Secretary, Acccountant, Tax-Dllroga, Ca~hie.-, 

and tax-coUecting sarkars in the employ of a Municipality 

vi 



ACCOUNT 

shall furnish fuch security as the Commissioners m~y think 

proper. 

Nothing jn this rule shall be understood to prohibit such 

security as the Commissioners may think Advisable being 

taken from any other officer or servant in the employ of a 

Municipality. 

The prescribed form* of !:ecurity bond for Municipal 

employes is appended to these rules. 

EMBEZZLEMENTS. 

Loss of money by embezzlement, theft, or otherwise. 

8. Whenever any . loss of money hy embezzlement, 
.heft, or otherwi!'e, is discovered, the fact sha ll be prempt

Iy reported by the Chairman of the Mllni ci p ,dit:y to the 

Examiner of Local Accounts. When the matter has been 
fully inquired into, he shall submi~ to that officer II further 

'and complete report showing the lotal sum of money lost, 

the manner in which it wa~ lost, anci the steps taken to 
recover the amount and puni~h offenders. 

No money lost by d"efalcation, theft, or in other similar 

manner, shal1 be written off from the accounts, except 

with the sanction of Government. 

CLASSIFICATION OF TRANSACTIONS. 

9. No change shall be made in the prescribed list of 

major and minor account headings without the consent of 

-The additional form of security bond fo~ Municipal emplOfetl 

who aTe allowed to lZive ~ecurity in lAnded propert.y prellCribed' • .mder 

Notifiration No. 1313 M., dated the ht March 1899, i8 also appended 
. to these ~le8. • 

A. IIm~nded by Notificaf.ion Nil. 348T.-lL. dilled 14.th MIlY i900. 
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Government, and the same headings shall, except as pro

vided in Rilles 61 and 75, be u"ed in all accounts prepared 
.or issued by a Municipality. 

~ . BUDGET ESTIMATE. 

[T.he regulations regarding the preparat£an and sancti'o. 
of the BudKet Estimate are conta'-ned in sections 
72 ·to 76 of the Act]. 

10. The estimate shall be prepared in English in ap
pended Form No I by the Accountant of the Municipality. 

The receipts shall be estimated in detail, but the totals 
~n!y of the estimated expend iture shall be entered in the 
body of the Budget E stimate against the several headings. 

The expenditure chargeable to loans shall be distin
guishe.d from that chargeable to revenue, and the balance 

,. spall be subdivided thus;-

~pening balance oJ loan funds 
Appropriation of loan funds 

Closing balance uf loan funds 

Rs. A •. P. 

... 

.. ----......--
Opelling balance of revenue funds 

Appropriation from revenue ...... 

Closing balance of revenue funds ....... 

Particulars regarding the appropriation ' of loan funds 
- ~ha\l be taken from the Appr~priation Register Form 

XXIlA, prescribed in Rule 81 A. I'. The budget shall be accompanied by a schedule in 
Fo rm lA-for each majoT head, in which shall be entered 

. full details of the estimated expenditure undef' that head 

in the Budget Estimate. . . 
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FORM No. I(A). 

DETAILED ITJlMS Ntltllbe,· 

I 
It .. to of l\InntbJy Annual RBMABJ[s. OF 01 monthly 

ag~rug"L6. umount. 
EXPENDITURB . p~rsons. pay. 

2 I s 4 5 6 

' ---
Ra. Ra. Bs. 

J 2. In preparing the budget, what is ex pected to be 

p;tid during the year shall be provided for and not the 

liability likely to be incurred or to fall due within the year. 

AH existi~g liabilities, which cannot be liquidated before 

the commencement of the year for which the budget is . 
being pr.epared, must also be ascertained and provided 
for. 
. J3. In the form 'of Budget Estimate and the ljuar'tcrly 
and annual accounts to be prepared for publication, all 

sums received by the Municipal Commissioners are treated 

as forming one General Municipal Fund, but in appropri

ating the funds at th ir disposal , the Commissioners must 

conform to the special provisions of the Be ngal Municipal 
Act, which direct that after the paymeh t in each case of 
the proportionate shar e to be fix ed by the Commissioners 
in meeting' of the cost of coll ec tion and supervision and of 

the keeping and audit of accounts, the net receipts on 

account of the water and lighting rates, as also of fees 

for the cleansing of private privies and cess-pools, shall 

be spent only on the purposes of Parts VII, VIII and IX 

of the Act, respectively; and to give effect to these pro

visions of the law, a separate account showing the receipt, 

cbarges and balance on account of each of these rales, 

&c., shall be prepared in Form II, as given below:-:-



RPclo'ipts ~nuth l 
and frout 

yellr. raw. 

2 

15 ~ 
~ 
::t 

c-C" ~. 
~ ".. -:c 

FORM II, 

Subsidiary Account of special rates ( 

Other Propor t ionate 
Interest I Propol" 

share of cost recei pts, tiollllte Tolal Diraet of collect ion on capital i e •• reeo· share of receipts. charges. aud snver, out lay. I "eries of fi nes nnd 
vision. charges, pena l tie • . &c, 

....•..•........• -_ .. 
3 4 5 6 I 7 8 

Rate.) 

Totlll I RiElIlARKS. I charges. 
Credit. Debit . 

9 10 11 ,J2 

The credit balance of each of-these accounts must be carried forward and not appropriated 
'for gen eral purposes, but if there is a continuous debit balance, it may be cleared by adding the 

deficit to the receipts as a contribution from the g eneral fund. The direct receipts af!d charges 
will be transcribed from the monthly accounts, but proportionate shares of cost of collection and 
supervision and of the .keeping and audit of ·accounts will be estimated and entered in this account 
without di!Oturbing the classification in the consolidated accounts of the Municipal Fu~d. For 
example, if a proportionate share of the cost of collection is to be charged against the water-rate, 
it will be entered in column 7 of the statement, but the full cost of collection must continue 'to be 

shown in Forms XIII and XVIII under, the he~d It A2-Collection taxes," and not proportionately 

;:0 
C 
r 
[!2 
CIl 

J>I:Io. 
~ 

~ 



under the head and" C I-Water-supply." Th.e same rule applies to th~ proportionate distribu
tion of the recejpts to the credit of the subsidiary funds. 

CASHIER' S CASH-BoOK. 

14. The Cashier shall keep a cash-book in Form IiI, in which he shall enter all sums received 
by him on account of the Municipality. 

FORM III. 
-

..... ·i 

Nl1mber of CLASSIPI(),I.TIOlf OP RECBIPTS IN AS MAIfY COLUM.NS AS ARB NECBSSARY. 
Total .; 

From 'I'ot"l o f remitted 
Date. miscall,.. On what tn t-rea- loI! 

whom 

I~I 
each '" nOOus bill. account. I I I I I 

8ury 8 8 ~ 

if any. received. item. 

= per 
chalHD. III , 

I 
- --------I--

\ 
1 2 3 40 5 6 7 8 9 10 11 12 13 14 111 

~- . -
Rs. A. P. Rs. A. P . Rs. A . P . &s. A. P. Rs. A. P. Rs. A. P. Rs. A. P. Rs. A. P. Re. A . P . Rs. A . P. .' • -------r-·---t--

./ on, "'l:~ 
IS. ihe entries shall be in full detail of names and partic ulars, except in reg:lrd to collections, 

for which separate regi sters are prescribed, but as regards ta lC collections .ma de by sarkars. only the 
dail.y "Total arrears" and ." Total current" Of:pd be sh'!-wn. The dehiled headings for c1as'sification 
of the receipts should be according ,to the sour.ces of income and the requirements of the Munici-

;; 
~ 

> 
('") 
('") 

o c: 
2: 
~ 



paJity • . If the number of receipts' is too varied to admit of a ,separate colymn being provided (or each 

head, one column may be allotted to miscellaneous .receipts/an,d tht::se entries, with a description of 

the same, will be transferred to the Accountant's Cash-book, and be classified in the Abstract '~egis

ter. of Receipts. 

16. When a remittance is to be made to the treasury, a line shall be drawn across the Regis

ter, and the various money columns shall be totalled. The addition of the entries in the c-olumn 

',' Total of each item" will give the total of the remittance, and the subsidiary cash columns will 

show the totals of the various head!> of reven ue. If any money is received after the remittance for 

the day has been made to the treasury, it shall b e entered below the total thus struck, but the date 

in column I shall be the actual date of receipt and not of remittance. 

17. As an alternative proceoure the Cashi e r' s Cash-book may be kept in Form I11(A), and the 

details of the c1as~ification to be sho,"n in the pay ment si de worked out in a separate abstrilct. 

FORM III (A). 

RECEIPTS . ip A Y)[ENTS. 

'.' 
Number of From whom On what Number Details of Amount I 

D&te. misoolhmoous Amount'
l 

: Total. Date. of of eHch Total. 
bill. if any. received. account. chalan. ch",hi.n · helld. 

\! 3 ~ 5 6 7 . 8 9 10 I 11 

~ ~ :":' ,L .7~!':.~i~ ~~I~ 01~ r. 
.~ 

~ r, 
. ,.; ~j' • ,t:J.~! ..{.:: .. # ~~~ ~t\ 1,... .. ";, " .. ~- I I;'" ,~.Ij 

~ 

s:t1 
c:: 
r-' 
!2:1 
~ 

• ~ 
Q . 
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.8. Any revenue p:dd dir.ect into the tre<lsury, either by 
servants of the 'Municipality who are authorised to collect 
or by other persons, will n,ot be entered i?y the Cashier in 
his Cash-book, as he need ' ke ep a ~ecord only ofth~ ~,?ney 
which passe,s through his hands. Each s~rvant who col
leds miscellaneous !?ourres of incume and remits money ~o 
the treasury sha,lI keep a cash account in such detail, as is 
necessary ; but if the collections he makes of are recorded 
consecutively in one of the prescribed re.gi "ter5, and h~ 
can prepare his chalan direct from tl~e register, no fu.[th~~ 

account is required. For exam ple, if a clerk is appointed 
to collect the horse and carriage tax, and remits his cpllec
tions direct ~o the treasury instead of through the .cashier, 
he can prepare his chalan from Form XXIiI without l<eep

ing a separate cash account. 

19. The Vice-Chairman or Secretary shall, once at 
least in every week, examit:e the Cashier' s Cash-book, 
together with the Pass-book so as to sc.tisry himself that ' 
al!" money received has really been remitted to the treasury 
without delay, and that the Cashier does not retain in hand 
sums of mon~y in ex'ce~s of the security which he may have 
given, and that he alway~ remits to the treasury the whole 
and not part of the day's receipts; and he shall initial the 
Cash· book in token of having made this e~mjnation. He 
shall further once at least in every fortnight examine the 
Cashier's or the Accountant's Cash-book with all the sub~i
diary forms (other than rate-bill forms) and registe rs in 
wbich receipts are given or collect ions recorded, with th,e 
view of testing \\:"hether all sums received are actua Iy 
brought to account. 

TANSACTIONS WITH TREASURY. 
-

'20. All sums received on account of ,the Municipal 
Fund shall be paid, into a treasury. 

I • 
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,' 21. All nioneys received on account of the' Mltnidpality 
shall be remitted intact to the . treasury as often as can b,: 
convenientiy managed, and shall on no account be appro-
priated towar~s expenditure. . , 

n. All moneys paid into the treasury to the credit of 
the 'Municipal Fund whether by servants of tht! ~unicipality 
or others, shall be accompanied by a chaLw in the ~ppen
ded Form No. IV. 

If the reOlittances to the treasury are all m:tde ' through 
. the Cashier, the cJnlan shall be in duplicate, and the, forms
shall be bound in books. The sec/lnd part shall be reo 
moved from the book and retained by the treasury office, 
and the original or counterfoit shall be recei pted by the 
freasury officials and brought back to the Municipal office 

by the servant sent with the remittance. 
When remittances are made by more than one officer 

br by a person not in the employ of the CommissiQners, 

the cbalans shall b e in triplicate. The fir st part shall.be 
retained by the treasury office, the second part shall .be 
sent to the office of the Mun icipality whenever the Pass
book is returned (Rule 24), and the third lJart shall be 
delivered to the person paying in rhe money. ' 

23. The details of each remittance classified according 
to' the different he ads of revenue will appear in the 
tashier's Cash.book, Form III or Form 1II(A), payment. 
side. The chalans for remittances by the Cashier shall 
therefore record only the name of the Municipality on 
account of which the money is sent to the treasury, and 
details of the notes and coons of which the remittance is 
compo~ed. 

·.24. With the l':emittances shall be sent the Pass·bQok 
of Municipality. Upon receipt of . the money by the 
tr'ea~ury, both sides of the Pass-book 'shall be written up 

to date by the Treasury Accountant, the ·entries' .shall be 
vii 
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initialled by the treasury officer, and the book returneej; at 
ollce to the Municipal office. [See Rule 58.] 

25. The Pass-book will .be suppJ.ied gratis by the trel\ . 

sury. It is not · a Municipal account book, but is simply ~ 
copy of the account ke-pt in the treasury of the mopey 

paid in and t cken out by the Municipality, and must there
fore always be written up , only' by the Treasury" Estab
lishme1lt;by"whom lhe original account is kept. 

26. No entries or marks shall, under any circums
tances, be made in the Pass-book by any one 'c'onnected' 

with or working, in. the Municipal office. At the close of 
each month the balance in the Pass-book shall be struck, 
the amount written in wo'rds , and signed by the treasury 

officer. 

PAYMENT ORDEkS AND PAYMENT OF ·CLAIMS. 

27. Claims against a Municiflality shall ordinarily be 
dilicharged by cheques dra.wn upon the Municipal banker • . 

28. The Commissioners may authorise the advance to 
the Vice-Chairman, Secretary, Accountant, or Cashier of 
the Municipality of a specified sum of money as an imprest 
to meet petty ,expeuditu['e. Similar advances may also be 
made to schools, di spe n saries or other M,unicipa 1 inst it~
lions. Provided that without the sanction of the Comis
sioner at the Divisi911, the amount of anyone advance 
shall not exceed Rs. 100. 

Payments eX'ceeding Rs. 20 shall not ordina ity be made 

from the imprest. 
29 • . The imprest 5h<i-1I be recouped as often as is neces·, 

sary in the manner prescribed i Rules 41 to 43 below. . .i 

30. Every bill or dth.erclaim for payment shall be pr\e. 
sented in the first insta.nce to the Acco.qntant,. who shall 
check and examine it, and, if it be found correct and ill 
order,inilial it in token of correctness .. and S"9mit it {o~ 

.. I 
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orders. to the Chairman or Vice-Chairman. If payment of 
the bill so presented is to be ' made, a payment order .shall ; 
be endorsed on the document, that is to say, on the bill 
pres-e-nted by the person who prefers the claim. The pay
ment order shall, except as otherwise provided in rule 73, 
run as follow ':-" Pay (Rs ' ) Rs. · only," the' 
amount being writtell in words as well as in figures, and 
the order shall be signed by the Chairman or Vice-Chair
man, if the amount -to be paid does not exceed Rs. 500. 

lf both the Chairman and Vice-Chairman be absent, or be 
'unable to sign, no order (or payment shall be made on the 
bill. Orde rs [or the payment of a sum of money in excess 
of Rs . 500 shall be signed both by the Chairman al1d Vice
Chairman, or by th e Chairman or Vice-Chairman and 
another Commissioner . 
. 31. If the bill is to be paid out of the imprest, the. 

Vice-Chairman shall before signing the payment order, 
s,ee the biU stam ped with the words" Paid in cash" ·in 
cp nspicuous typ~ , and shall then make it over to th.e ' 
Accountant or Cas)lier for payment. If the bill is to b,e) 
paid by cheque, it shall be made over to the Accountant 
or Cashier, and shall be stamped "Paid by chcq1le No. 

II in conspicuous t pe. In the latter case
the amount shall be entered, as soon as the cheque is 
signed, in the ap propriate column of the Cash-book of the 
Municipality t.Fo rm No. XI). I 

32. Every payment made eilh'!!r ill cash or by cheque, 
shall be covered by a receipt, stamped, if nec;essary, signed 
by the J'lerson to whom the money is due, and to ,who-m 
it has actually been ' paid.. receirt signed by anolher 
per50n or by a MLlOicipa l employe is invalid . .. 

• 33. All claims ~hich ar~ preferred <I nd a.cc~pted sh~uld 
be paid 'at the earliest possible date. If a bill I::; prese " d 
and payment is not made within a month .o! . its present-
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alion, or if the c1ailll is contested, . it 5h,"1 be entered in a . 
r~gister in Form V as giv,en below :-

.;. FORM V. 1 -
<~ -. 

J P..I.YMENTS. 
,.Q 

B;'lance ' oj BRason for IAm~t1nt of ] ( ~ 101 
.Daoo. '" withholding ouu.tau~ OIl c 

~ 
bill. on 3b~M • ~ 

:5 payment. DILoo. Amount. ,. .. ~ 

i .. 
~ Po< -- -- I S-'F; 1 2 S .. 5 

. , 

I I 
----- ~ . 

&0 JR;S • ..I.. F . Rs. ..I.. P. ._ A.. F. 

This. register and the Register of Works {Rule 120) are 
required 'for ascertaining ' the unpaid demands for which 
provision has to be made,ill the next year's budget (see 
Rille 12), and at the close of the year the unp~id amounts 
shaH be shown in the column "Balance" and be carried 
forward to the Register of the next year. To ensure " 
complete record of the liabilities in cases where bills may 
not have been ,pTesented, all orders for supplies 'or workS! 
ot\ler thap those for which formal agreements have been 
taken, and ' particulars of which are entered in the Regi~ter 
of', Works (see Rules III & 120) , shall be entered in an 
order book in Form VI. 

FORM VI. 
Order Book. 

No. 

Municipality of 

(Particulars of order. lor 8"pplies or 
.xecu~inn of work8 ) 

Order completed ou 

Bill receiTed on . 

Amount of bill 

Vice· Chairman. 

R~. A . P. 

Payment made olt"voucher No. dated 

. "Bulanee carried to "R.e!!i~ler 01 unpaid 
b~~~ - -. . 

No. 
~ 
~~ Municipalit of 

(PartieD I/Lfs of o,-del'S lor luppliell 0 
exocution of workl.) 

Dat,d, tile 
- Yie,· C"4irlllIJH. 



34: . The salilry bill of the Municipal Estapli~hment shall be' d(awn in F.l)r!}1 ij9< VII. 
, FOJ:(M NO.. VII • . 

________ Department Salary BiL'/or the month of-----

The ilfun iCipll1 Commissioners of ' Dr. 

Namol. Post, Pay , Fines, 1.00·""'1 ,,~"'!::: ••. if any, 

Net 
amount. 
payahle. 

Signature of 
payee. 

- ---I 
z 5 " 5 6 7 8 

(' r 

Total 

Ro. 'A.'P.' •.. '.A.' P.;~--;;::-A. p. 1 .... A.t . 

''' ,-· I-j-I-i-!~I--I--I~-:-r-----I \' 
.:: ~ .... 
" I 

, , 0, Certified th&t all salaries drawn on former bills, with the exception of those detailed below 
(whereof: the total-bas been refunded by d~duction from this bi ~I ) , hllve been disbursed to the proper 
persons; and that their receipts have been taken and filed in the office. with receipt stamps d.uly 
defaced, 'for eve~y payment in excess of Rs. 20," --

II Ce,rtified that all service boQks have been Cuny written up to date. 
, , . 

', Dated - ~ .. f' " Vice· ChaiNnf",; 
(N • . .... B.pI07*! IlDAble to write .b~ld mate their mark and ~,)ui~ be paid in the presenoe of the nce-Chairman or by enme~' omcer.> 

, _ .... ~ ~ _,..;". ,., .f" ,. ..,. ,. 

1'0, 
? 
eta 
ya 

01 
:.:. 
ij -
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35. If a ProviJent Fund has been openp.d, the headings 
of the establl'!hment bill may conveniently be in the follow

ing or some , similaT form i but the certificates prescribed 
ill the preceding rule shall not be changed:-

,.c: '" .;, ,.c:' .; PRoVIDENT FUND . u~-o "" ._"tS CIS '<S .- " :g ..Q-c8 i1i ~§..!l 
'<S - .; 
~ '" ~ .. 
" ~ .; c':s ... 0: .. "" Nameo! .:. 

~ 
.. "" ~ 

... .; c!s ri 0 appointment ! ~~~ " § :z .; 
~§ ,,~. " 0 

-C-Co .;, 0 .. .,. " 1· '0 ~.~~ ~:s S "" i § g'$ 8 '" " b ] .- " .. '$ C> S "-,, >::: a.51 8 ... '<S § .8 -p.,-c 2-c 
~ ,;3 ' .:: ., 

~ 
., o . ... '" -< Z ~ 0 Eo< ~ 

I- - --- --------1--- --. _. j_6 _6 !_.7 _8 _9 ~ 1 2 3 11 12 13 
., 

1-

, . I I 

- -, 

, 
NOTB.-The total of tbe bill will be tbe joint total of column. 40 and 11. The 

amount oC column 8 (net "mount payable) will be disbursed in the 1I1unicip&1 01l!!1I" 
The tot&! of the Provident Fund sbown in column 12 will be remitted to the Sn.vingi 
Banl< by a ~beque drawn in favour of the Postmaster, ann the incotno·tax shown in 
column 7 wi ll be paid by cheque to the Collector of the di&trict. 

-36. Every Municipal employe ~hal\ give a receipt in 
the appropriate ' column of the form for the sum paid to 

him, and shall, in the case of sums exceeding Rs. 20, affix 

a receipt stamp before signing. The cost of such receipt 

stamp must . be borne by the person who receives the 
money, and not by the Municipality. 

37. One bill, whether for establiThmellt or other 

charges, shall o(dinarily ouly contain details of charges to 

be take.tl against. one o( the budget heads. If in any case 

a bill be. presented which contains charges against more. 

than on~ hea~~ the._ Accouiltant shall enfat.:e in red 'ink 011 

the bill itself, . ai?ove the payment order, the details of the 

apporti~nl!.lenl: of li;e charges. Th est! details shall be also 

shown i~1 . the' Cash·book (Form No. Xl) in the' column 
" Head of ac.c<?unt in Abstract Register". ~ . 

38. All bills and ,vouchers that have been'- paid shall be 

numbered consecutively for the year in order of payment 
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shall ~e stamped "paid ,., or U cancelled," and shall be 
pasted in a guard-book. 

Sub-vouchers for paym ents made out of the office im
prest shall be filed separately, and shall be attached to thl! 
voucher fqr recoupm ~nt, a memorandum referrilig to this 
vouc:her being placed in the guard book. 

"' .' IMPREST ACCOUNT. 

39. Whenever the Municipal Commissioners shall 
decide that an imprest is to be grant ed to the Vi<:e-Chair
man, Secretary, or other offi(;er for the payment-of pe'tty 
charges, the following procedure shall be adopted :-' 

qn first receiving or taking chargp. of the per'~anent 

advance, the holders shall sign and file -,an acknowle-dg

ment in these terms :-" I acknowledge to have in my pos
session a perman_ent advance of Rupf'es (Rs. 

), which sum is due (rom me to t\le Muni-

cipality, and I am personally accountable for the amount·." 
. A similar acknowledgment shall also be gi~en by tile 

holder on the first working day of each )'p.ar . 
The permanent advance, when first drawn, hall be 

charged in the Cash-Look to the 11ead C' Advances," and 

shall be debited to the holder's account in the Advance 

Ledg~r • 

. THere will be no further ent ries in the ledger accou!lt 
until the advance i~ finally repaid. If the amount ori
ginally fixed-for the permanent advance is subsequently 
tncreased or decreased hy'the Municipal Commissioners, 
the o~iginal advance shall be repaid and a fresh-.advance 

drawn. 
~ 

40, The Chairman or other holder shall make p::ty

ments fr"01l1 his pe.rmanent advance from time to time as 
lJIay be required, and for each payment he shall obt~in and 
hold a bill receipted by the payee; or, ill the case of petty, 



office expense, , written detailed statement of the sums spent. 
These bills of ,statements shall be numbered consecutively, enfaced or stamped (f Paid in Cash,'l 

and entered in 'the expenditure columns of the permanent advance account (Form VIII), the clas~i
fication of the charges being carefully entered in the columns provided for the purpose. 

- , . 
EXPENDlT-tJhB. RBCOUPM.J!NT OF THB Pl!1nu· , ~ l'OlliT ADVAliCB. 

- . 0" l 
,;, ,;, CLASSIPICA1'ION OP BAcn BUB,VOUCHBR mOWING BE.6.D OR Voucber Amount. 
" ;l .. BEADS TO BB DBBITBD AliD A:MOU NTS. No • 
oll'i -. Initiallof Description of 0" 

1 . 1 I I IJ I I 
DAT •• .H .," advance charge. ",..c bolder •. 

58 gg 
,,> E~ 
Z .., . -=L________ _ ___ - _ __ ._ 

1 I 2 3 I • I 5 6 I 7 8 I 9 10 11 12 I 13 a 15 
t 

~ ". r &8. I-~. -1-, I--~--I &8. . 
. . . ~ .... ; 

41. Tb.e permanent advance may be recouped whenever 'necessary, aI)d it must alway~ be reo 

coupe.d on the last. working day of. the month. 

.'- ~ 
;'-"-

II- ~:1 . - - ~ ~ .. --

ow 
r 

> 
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.. The procedure o.f reco.upment is as fo.lIows :-
The Chairman o.r o.ther o.fficer holding the advance 

~hall co.mpare the sub-vo.uchers with the entries in the per
manent;. advance account i he shall deface them b'y stamping 
them "cancelled," so that they cannot be used again. 
He shall total and initial the column II Amount of sub
voucher" in the permanent advance account, . and alsa 
the amount in the classification columns, the cross total 

:of ' which ' . sho.uld agree with the to.tal of the column 
"'Amount of sub-voucher," and shall rule a red ink line 

a cro~s t~e page. . 
, 42; ' The voucher fo.r recoupment shall then be dra'wn 
o.ut in Fo.rm No. IX, and it sh:tll be enfaced with :the usual 
payment o.rder in the form prescribed in Rule 30., The 
Chairman shall draw out a cheque in his own favour for 
the amount, and initial the entries in the ' recoupment 
columns. 

FORM No, IX. 
, 1 

Voucher of Recoupment of Clzai1'1nan J s Pennanent 
"Advance Account. 

.... , 

, . 
No, o.f 'Vollcher 

Dated 

~ Number of sub-vouchet3 covered by this recoupment 

Being expendit~re incurred (ro.m to' 

Amo.unt o.f this recoupment voucher 
, 

• Received contents and cer'tified that I have compared 
the entries in the permanent advance account with the 
.suO-vouchers, and have cancelled the laller, so that they 
cannot be used aga'n. 
I 

C Ila;rnum. 
riii __ ---' 
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Olassijication of the charles 'Cf)'t!ered by thij voucher. 

HEADS OY, ACCOlTNl'. I Amount. 

Total : ... \ 

43. The recoupment shall always be in full of e~pen .. 
diture (r<;>rn the Jast r«coupment to date, so , that th~ 

balance, in hand after recoupment will always .b.e the. ~ul,1 

amount of the advance. 
44. The serial number of the sub-vouchers sbalJ al~ays 

recommence with No. I aft~r each recoupment. 

CHEQUES. 

45. Cheques drawn on a treasury shall be i~ .For", 
No. X annexed. Cheque-books, containing 100 c;heq,ues 
each, will be provided by the officer in charge of the 
treasury. Each book should bear a number which should 
be repeated upon each cheque contained in it, together 
with the consecutive Humber of the cheque form, and the 
drawing officer should notify to the treasury upon which 
he draws the number a the cheque-book which he from 
time to time brings into use. Outside .the book ther'e 
should be instructions to keep it under lock and key in the 
personal custody of the drawing officer, who, when relieved 
should take a receipt for. the correct number of cheques 
made over to the relieving officer, a specim n of whose 
signatqre. should at the same time be forwarde? to the 
treasury concern~d. 

46• On receipt of a cheque-book from th,e trea.sury, 
the officer ·to whom the duty of signing cheques is allotted 

• J ~ 

shall count the cheques, and shall record on the back of 
the cheque-book that "This cheque.book contains 
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forms.'" The cheque-book shall remain in the cust9dy of 
the 'officer who usually signs the cheq ues. 
_ 41. T-he cheque-book in use ,may be made over to the 
Accountant or Cashier whenever required, but it shall be 
ieturned before the office is dosed for the day. The 
officer in whose custody it is to remain shall satisfy 
himself periodically that all unused cheques are in the book, 
and that none have been surreptitiously extracted . 
• -48. 'No cheques shall ordinarily be signed unless 

. , Irequired for immediate delivery to the person to whom 
the ~loney is to be paid. The practice of retaining signed 
'Cheques in the office should not be permitted, except 
'Under very exceptional circumstances, which should be 
recorded. 

49, Every cheque shall be drawn in English in 
a\tour of the person to whom the money is actually to be 

'p~id, and no cheque shall be drawn in favour of one 
"person for payment to a third party. The sole exceptions 
,Permitted to this rule are in the case of a cheque issued~ 
ta) for a sum of money distributable as payor wages 
among a number of Municipal employes, and (0) (or a 

urn of money due to a persoll residing outside the district 
in which the treasury is siluated with which the Munici
pality banks. In such cases the cheque shall be drawn ia 
avour of the Chairman, Vice-Chairman, or Secretary, who 

will in case (a) endorse the cheque to a named individual 
by whom the ac'tual distribution is to be carried out) and in 
case (fJ) cash the cheque himself and forward the SUID by 
half-notes and stamps in registered covers, or by money
orders to the payee. 

So,. The amount of every cheque drawn shall be 
written in words as well a~ in figures, bolo :on the cheque 
itself and 011 the coulllerfoil, and the tounterfoil shall be 

initialled 'by the persoll who signs the cheque. 
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5 r. , All - cheques drawn for a ium, "hether' txc.eediDI 
Rs. 20 or not, shall bear a stamp "f t~e value of on~ anD~, 
and this receipt stamp shall be affixed before the ch~u. 
:js signed. The cost of the stamp is payable by the muo'
cipality which issues the cheque and not by the person ,in 
whose favour the cheque is drawn. . J 

, VicU Notillcation No. 101T. M" dated 20th JUDe 1900. 

52. Cheques shall be signed either by the Cbairmat;l 
or Vice-Chairman. They may a1so be signed by ~he 

• Secretary if the Municipal Commissioners so direct; but ip 
·that case a copy of the resolution empowering thp 
Secretary to sign cheques shall be sent to the Ac~ountan~. 
:General, Bengal, and also to the treasury where the . acco~'D~ 
is kept. ' , 
. 52A. The 'Commissioner of the Division may, in ,the 
case of any Municipality where, owing to his orders . o~ a 
budget having on ' a previous occasion been disregarded, 
.he considers' it ne,cess~ry, issue an order directing thaJ 
such Municipality shall not present to the treasury any 
cheque for:. payment (of establishment or any otlier 
~pecified 'Charges) without previously obtaining the. ~oun
tersignature thereon of the Magistrate or the SUbdi vision~1 

~ , 

Officer (according as the cheque is presented to a district 
or to a subdivisional treasury); and in uch a case th~ 

, , , 
treasury officer shall not make payment unless the cliequ~ 

is so countersigned. A copy :of any, such order pass~d6y 
the Commissioner shall be sent by him to the Acco~nt~l~ t1 
General ,.. Be.ngal, and through the , Magistrate to 'th~. tre~; 
~ury ·efficer. . l , . ' ,. ,~ ': <, 

Vide Notification No. 834M , dated 8th Fehruary'l809. 

. 53~ If a, Municipality, situated in ' a sub"division ' anJ 
ban~ing at a sub-tre.asury, requires ' money to be ' paid ell the 
district treaSlJry, a ~h~que may be . d~awn . for the arriou~'i 
upon the sub·lre~surYI vyith a r~q~,~st that qn order ma1 :be 

..... . • .. J. _; ••• • 
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ifsuea"(or the.. ' payment of the amount from tbe district 
treasury, ·or viCe versa . . 

CANCELLATION OF CHEQUES • 

. . 54. When a signed '1heque i~ canceIJed, : it shall be 
enfaced or stamped CI cancelled" by the Chairman, and 
shall be destroyed by the Government auditor as soon as 
the accounts for the month in which the cheque was drawn 
have been audited. 

The fact of cancellation shall be noted in red ink under 
'.the initials of the drawer of the cheque upon the counter
'r foil, and also across the passing order which has been 
~nfaced upon the vo~cl~er. 

CORRECTION OF ~HE~ASR-BOOK AND ABSTRACT 

R.EGISTER WHEN CHEQUES ARE CANCELLED. 

55. If the cheque is cancelled before the cash trans
actions of the month in which it was issued have been 
totalled, the entry in the cash-book and also in the Abstr~ct 
Register shall be struck out in red ink under the init;als 
of the Chairman or Vice-Chairman. 
, If, however, the Abstract Register has been totalled, 

.the' amount of the cheque shalt be credited in the cash
book as a miscellaneous receipt, and if the correct~on i. 
'made in the year in which the cheque was issued, II deduct 
entries" shall also be made in the Adjustment Register 
1!nder that head and the head of expenditure 'to whicb it 

_ was originally charged. 
50. Cheques,are ·current for three months only. After 

ibe ~xpiration of that period, payment will be refu~ed' .t 
• " , J 

tJte treasury, and the person in whose favour the cheque 
, ~as d,rawn will tp'erefore have to bring it back to' be 

re.dated. No fre51~ cheque should ~e issued: the lapsed 
~beqlle shall simply be re·d~~ed .aup ,the alter:ation initi~lIed . ' . ~ 
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by tee Chairaan or llflkial .bose dllty it wouid be to 
sign the cheque. A note of the fact of re-dating shall be 
entered in the Casb-book against the original transaction 
and upon the coulllerfoil of the cheque itself. The alter
ation will · ill no way affect the 'acceunts, and no further 
entries shaH be made. 

CASH-BOOK. 

57. The Cash-book of the Municipality shaH be kept 
to Englilih in Form No. Xl by the Municipal Accountant. 
n 'shall be a substantially bound volume containing II 

sufficient number of pages to contain at least one year's 
transactions. It shall be carefully paged before being 
brought into use. 

FORM No. XI. 
CR. 

d 

t 
----------------~----~------~~~--~--------

• This column is intended to show uny nocessary particul .. rs othel' than 
~ f· head of llccount." 

58. As soon as the Pass-book is received back from 
the treasury (see Rule 2-1-) the Accountant shall compare 
and verify the ~tries in th e pass-book with the duplicate 
'chalans and with the Ca hier''S Cash·book t6 ensure tbat 
all remittances have been duly brought to account in the 
treasury, and the Accountallt wit! then write up the receipt 



side- of his ~ash·book (Form No. Xl) from the chalans and 
-the C~shier's Cash.book. 

In writing , up his Cash. book , the Accountan shall 
.transcribe the totals onty under the various account head .. 
i~g$ in the. Cashier's. Cash.book into his Cash-book) but at 
the same time he shall pr.ove the compilation of the 
account and test the accuracy of the amount an"<t the 
classification of the items forming the totals by lieferring 
t~ ~n th~ forms and regi sters in which receipts are given 

, or collectio.ns recorded . All miscellaneous receipt and 
license-,book counterfoils shaH thus be checked daily bX 
the Accountant, but the, collections of munici pa~ taxes 
should be compared only with the sarkar's collection 
registers, after they have been duly receipted by the tax· 
d.aroga and without scrutinising the counterfoils of th.e bills • 
• 59. The payment side of the Cash-book shall be posted 
fro~ the details of the vouchers and the cheques drawJl. 
Th~ amount of each cheque shall be entered as ~oon a,~ 

the cheque is signed (see Rule 48). 
60. The Cash-book shall be balanc~d at the close 'of 

every month, and signed by the Chairman, Vice·Chairman, 
or Secretary in token ('}f the corre€tness of every entry . 
made therein. The balance brought out shall be stated 
both in words and figures, and shall be agreed with the 
balance shown in the Pass·book of the Municipality, 

Rs. A. P. 
Balance as per Cash-book 
Add cheques drawn, but not yet cashed- ,'j' 

No. 
No. 

Rs. A. P. 

Balance as per Pass-book ... • ... 

W )fou.-Wh.en .. obeque baa ~ caneel1t'd (see Rule 'M). it will not be ent.red in 
tllt lilt oL cheque. dalJlD out, bu t not cube4. 



ABSTRACT REGISTER O~ RECEIPTS AND EXPENDITUK&\ 

61. All the entries on ~he receipt side of the Cash
book (Form No. XI) shall be posted by the Accountant, 
Dne by one, direct from the Cash.b9ok ,irito the Abstract 
Register of Receipts (Form No. XII), and all the entries 
on the payment s'ide of the Cash·book shall be similarly 
posted into the Abstract Register of E~penditure (Forni 
No. XIII). l' 

When transactions under any head are very mamerous 
it will be best ~o open two or mor'e columns with ,the same 
beading, and headings under which there can ,no transac
tions may be omitted. ,This will save space in the' Re
gister. 

FORM XII. 
,', 

lilIAD8.0J/ KBCBIPT .01.8 IN 
BUDGET FORM, 

-
h tranactiona .. ,. 

---------- - '-
I cub tranlaetlon .. (CI'OII total 'oar· 

ried OV6r to next 
page.) ------------tdd 

.. 
.. 

djuatment 

-~j-: 
Deduct .. 

------ , 
Net total .. ( 

:1 
~ 

-FORM XIIL. 

- H EADS OJ/ JhPENDITURE .01.8 I t IN B UDGET FORM. 
I -I 

tnDIaetiona •• .. ------ ----- -
t&! cuh tranDOtionl ., fCroaa total ear-

ried liver to next 
To 

1-.------- page.) • ----
{Add .. .. 

IIItmeDt • 
Deduct .. 

' " ---- --------Net tot&! .. 
, . 

" , 
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62. The Abstract Re gister . shall be kept in English, 

and shall be posted as often as may be convenient, but in 

11,0 case later than ten days after the close of the month to 

which the account relates. 

63. The cash transactions in the Abstract Registers 

shall 'be totalled every month , and the grand totals of the 

different heads of receipts and expenditure must nece5-

sarily b e equal to, and shall be compared by the Vice

Chairman or Secret"!,},, with th e totals of receipts and 

~aymellts in the Cash-book (Form No. XI). He shall 

illilial the Abstract Registers in token of having made 

this comparison . 

Th e ad j ustmellts represent the totals appearing in the 

Register of Adju stme nts described below. 

ADJUSTMENTS. 

64. For lhe record of transactions other than cash 

a regist er of adju~tments shall be opened 111 'Form 

No. XIV. 
FORM XIV. 

PALllE NT HEADS . o R')Cllll"r 
.: .H.EAj)~. 

jl ! p~m'w"· I]-11 T [- ~ _IU II II 
_ ,. "Add" entries 11__ \ \ 

'rotal .. -----1- ----1--1---
"Deduct" en· - - -,-- ----1----

trIes . , 

~ I ~ 'rota) .. --1-
1
--- ----1---

\

• , 1\1', Not tot .. 1 p .... vment I 
. , ~, aL total rectdipt lleads .. hell,11~.... · 

NO'£B,-As an adju.tment lllulDot ..erect the bllJance of the lICConnt, the llet totals 
of thu ,'6ceipt heuds !Iud the payment helldH must !llwIIY~ Ilgree. 

ix 
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65. T ,he chief adjustments are- 1 

(I) Rectification of errors in classification. 
(2) The adjustment of a bill against an advance. 
(3) The charge to a head of expenditure by credit 

to deposits of a sum due on a contractor's 
bill which sum is retained as a security 

deposit. 
(4) Adjustments due to refunds income or recover

ies of expenditure. 
These transactions shall be entered, item by item, in 

the Register of Adjustments, whence the totals pass into 
the Abstract Registers of Recei pts and Expend iture; but 
before the postings are made in the Abstract Registers, 
the net total of the receipt heads sRall be agreed with the 

net total of the payment heads. 
66. The methods of entry in the Register or- Adjust. 

ments are as follows :-
In case (1) the adjustment shall be made by entering 

the amount in the space for" Add entries" the column for 
the head to which the amount is to b e added, and, again, 
in red ink in the space for C{ D educt entries" in the column 

for the head from which the amount is to be deducted. 
Both entries will be made on the receipt side if the amount 
is to be transferred from one head of"';'-receipt to another, 
and both will be made on the expenditure side if t he 
amount is to be transferred from one head of expenditure 
to another. 

In case (2) the adjustment shall be made by enter
ing the amount ill the ' space for "Add el1tries" in the 
column of -the expenditure side for the head to which 

charges on account of the 'particul~r expenditure incurred 

are to b~ taken, and on the receipt side in the space for 

"Add entries" under the head .. Advances recovered." 

A corresponding entry must of course be made, on the 



receipt or credit side of the Advance Ledger, Form No. 
XV, of the person by whom the expenditure was incurred, 
and to whom the amount adjusted was originally advanced. 

In case (3) the adjustment shall be made by entering 
the amount on the expenditure side in the space for " Add 
entries" in the column for the head to which the balance 
of the charges of ' the bill from which the deduction has 
been mady has been taken, and on the receipt side in the 
spaces for " Add entries" under" Deposits received." 

In case (4) an adjustment shall be made only when the 
income was originally receive~ or the expenditure incurred 
in the same year in which ' the refund or recovery is made. 
When income is refunded, the refund shall be charged to 
the major head of expenditure corre sponding to the major 
head of receipt to which it was originally credited., or, if 
there be no such head, to (I Miscellaneolls ." The amount 
shall then be deducted in the Adjustment Register from 
both the head of receipt to which it was originally credite'? 
and the head of expenditure to which the refund is 
charged . When expenditure is recovered, the amount 
shall be credited to...the major head of r eceipt correspond
ing to the major head of, expen~iture to which it was 
originally charged, or, if there be no such head, to "Mis
cellaneous." The amount shall then be deducted in the 
'Adj ustment Register from both the head of ex,penditure 
to ' which it was originally charged and the head of receipt 
to which the recovery is credited. 

67. Adjustments made by deduction in .the Abstract 

Registers shall always be written in red ink. 

ADVANCES. 

68. All moneys advanced to contractors or to the 

Chairman, Vice· Chairman., Municipal Commissioners, or 
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o.ther indivi9uals under whose perwnal ljuperintendence a 
work is being executed, all suins pajd., without propef 
vpuchers, the amount of the imprest, Clnd any other ad
vance that may be made shall, in the 6rst inst,anc;:e b,e' 
charged to the head {( Advances" and entered in the 
Advance Ledger (Form No . XV). It. separate- account 
shall be opened in this ledger for each person to whom, all 
advance, has been given, and this account shall be creditect 
with the amount of a ny repayments that may be made. 

FORM XV. 
to 

Advance L edger. 

DR .. Na me. C1. 

ADVANCES RECOVERED OR ADJUSTED , 

-\ 

'" ADVANCES MADE. 
0> • 
~" ; -0 d , _ -.. 1'nlllbPr of ~] al .5£~ 

, \ 

.g itolll 111 }luss-

" ;...:::: book if l'tI- ']~ 
~ 

0 .; ,,-c..o co\'t"l'ed in cash, § "'~ .. 
" Totnl. ~.d ..w or n1l1llblll' of '1'01...'11. ~-3 0 '0 " .!'> E- o ci ]Se vouche r' if 0 

.0" 

'" " 0 a d uujustpd by E "", 
A :>.. ~ <j A 

:.,. ~ 
-11 A ~ work bill •• - - - ---- - ------- - ----

1 2 3 4 5 G 7 8 I) 10 11-- - 1- -- '-- - ------------

I 
69. Advances for works to be carri ed out department

ally should not be for the full sancti oned cos t of the 
work, but should be res tricted to the amount actually 
necessary to meet immediate payment s ; a lld , as this i~ 
exhausted, it can be recouped by sub1nit ti ng detailed ,bills 
for the, expenditure incurred. 

70. In the case of advances made to contractors or 
others for the execution of works, the account shall be cred. 

ited with "th e aclual va lue of the work don e upon receipt 

of detail ed bill s " and proper vouchers for the expenditure 
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incurred out of the advance. , These adjustments sllall be 

carried through the,Adjustment Register in the manner 
prescribed: in Rules 64 to 66. Before the order for ad
justment, is made, the bills and vouchers put forward in 
support of the expenditure shall be passed by the Chair
man or Vice ·Chairman, or both, in the same manner as
other bills are passed. The passing order shall run 
thus :-" Passed for Rupees Adjust by credit to 
advance account of , and debit to " 

71. The different accounts in the Advance Ledger 
shall be balanc ed quarterly and si g ned by the Vice-Chair
man or Secretary. The officer who signs the accoUl'lts 
shall at the same time sati sfy him se lf that steps are being 
taken to recover or adju st advan ces which have been 
outstanding for more than three month s. At the close 'of 
every quarter a list inForm XV CA) shall be prepared of 
outstanding advances. 

FORM XV CAl. 

P >t2e or 
j t/(·U1H.l,ks upon old out -) 

AdvDnce Dates of Nflme. Amo11nt . stu"ding ordel's of (;hflirmnn 
f ransactiun . M id n ote oC lillY nctio~ 

Ledp;tll'. . ('"ken . 

1 2 3 J 5 ~ , 

, I 
• or where the amount shown forms til !' Balance of mOl'6 than one 

fransaction, the date of the oldest item included in tho unadjusted 

'balance . 

• . Inserted by Cir. No . .!';o:·' 19 Nov. 1906 (A. G.) 

DEPOSITS. 

72 • All sums i)f money received by way of security 
deposit {rom contractors or ot?ers and all sums received 
which are not the property of the Municipality, and have 
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been placed with the' Municipal authorities for a temporary 
purpose only, shall be credited to the head II Deposits 
received II in the Abgtract Register of Receipts (Form 
No. XII), and shall be entered on the credit side of the 
Deposit Ledger (Form No. XVI). As in the Advance 
Ledger, a separate account shall be C)pened for each 
depositor, and the accounts shall be balanced quarterly 
and signed by the Vice-Chairman or Secretary. 

FORM XVI. 

D eposit Ledger. 

DR. .. Name. CR • 

DEPOSITS REPUNDED TO DEPOSITS RECEIVED PROM TllE DEPOSITOR. THB DEPOSITOR. 

'a I Number of I . item in PlISS- AmOlmt 
:! ,; ~ book if received r eu1aining 
.!l ... '" ~ .= in cnsh, or ..; at de \>vsitor's 

~ 19 Total. g Dumbel' of = Total. orod It after 
" " .& So 0 i ~ vuucher if uy 0 each ~rans-... S ~ oS · 

~ " .. " d~ductiou action. 
A Z '"1 A p.; . fl'om uill~. - --- ------ - ------------
I 2 S 4 5 6 7 8 9 10 H - -- - ---- - - -------------

I" 
Rs. 

I 
Rs. Rs. Rs. 

1 I 
1 

'J~ 

73. It sometimes happens that deductions (usually 'lo . 
per cent. of the total amount of the bills) are made from 
the bills of contractors as security for the due performance 
o'f work in the future. In such case.s the bills shall be 
passed by the Chairman or Vice-Chairman, or both; (or 
the full amount due on the bill, but only the net amount 
-paid shall be entered in the Cash"':book (Form No. XI). 
The amount deducted as security shall be broug~t upon 
the .Municipal accounts and into the Ledger of Deposits 
(Form No. XVI). through the medium of the Adj ustm'!nt 



RULes. 71a. 

Register in the manner descrihed in Rules 65 and ,66. 
Th!! payment order shall run thus:-

Passed ,for Rupees Pay Rupees 
by cheque and adjust Rupees by debit to 
and credit to deposit account of 
14. At the close of eve ry quarter a list' of outstanding 
deposits shall be prepared in Form XV I (A). 

FORM XVI (A) 

Page I Dates of I I Remarks upon old out.tand. 
01 Deposit transaet,ion , Name of depositor. !mount, iug orders of Olmirmnn, 
Led~er. • and note of any action taken. 

1 2 S • 4 5 

--

I I 
Rs. 

:it Same as in Form No. XV (A). 

QUARTERLY AND ANNUAL ACCOUNT. 

15. At the close of every month the totals under the 
various heads of account recorded in the Abstract Regis
ters (Forms Nos. XII and XIII ) shall be entered in English 
by the Accountant in the separaSe registers' (Forms Nos. 
XVII and XVIII ) against th e corresponding heads under 

the appropriate month. 

If it is desired to show the expenditure in greater 
detail than according to the prescribed budget heads, 
additional de tailed heads may be inserted in the Register 
oE Expenditure, and the particulars of the charges to be 

, posted under these heads can be obtained from the Cash-
book or vouchers. . 
" . 

Thes,e two reg~sters form the quarterly statement re-
quired under section 11 of the Act, to be prepared im
medi~tely after the close of each quarter~ 
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H'RADS 
0)1 RECEIPT. 

Totall'ecei pLs ... 

Oponlng balance . . 

GRA.ND TOTAL' ... 

A 'ou T 

FORM XVII. 

1 - ---I- -rl-------------
- -- -,- ~ -- -- - - --- - -1-- - --. 
~---------------I - .---

I I III 
• Inserted by Cir. No. L;o:', 19 Nov. 1903 (A. G.) 

FORM XVIII. 

• Inserled by Cir. No. 1:;:. , 19 Nov. 1906 (A. G.) 
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76. As soon as possible after the close of -the year I 

and not late r than the 15th April follo~ing, the . ~ota \;; of 

_the reFeipts and expenditure of the year, as worked out 

in the last colu mns of lhe Registers (Forms Nos. XVII 
and XVIII) shall be posted in English by -the Accountant 

in..to the annual account (Form No. XIX). 

MUNICIPAL FORM XIX. 

Annual (lCCOUllt of tIle 

year ending 

Municipality lor tht 

" RECEIPTS. DISDUR8EMENTB. 

. 1 • 
RS'IA. P. [ UClld 1\. in pre, Estimate Actna 18. ~ J!&lance in hand at the close scribod list.] 

01 hLSt your ... ... Actnals 
Rs. A p . u's ..... P. plus or 

B6t1e,,~e. ActUiiS' lninus. 
Estimate Actuals. plus or 

(Heuds . s --- mmlUI. 

in Wescrib. 
ed ist.] Rs. A. P. ~--,-- CIOSingl"\IIlIlCo .. ' ______ _ I-...; 

GRAND GUAND Te TAL ... I ___ 
'l.'PTAL : .. 

N. B.-The opening and closiuf{ balD-nces of Lhis D-ccount PlusL I\gree with the 
opening and closing 1JalUIlCCS 01 tho ClIsh,book (Form XIl lor the months 01 April 
aad·March. 

Memora1ldum of liabilities .and claims • 

. Liabi ities -

Balance' or' loa ns. 

Less amount mad,e over Lo sillki llg funds. 

Net balance of loans. 

Deposit~~ 

, -

x 
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Claims

Advances recoverable. 
Net amount of debt. 

Memorandum of investments. 

Description 01 securities. Nominal amounts. Purposes for which held. 

1 2 II 

I 
77. A copy ot this account shall be sent not !ater than 

the 30th April following to the Magistrate of the district 
in which the Municipality is situated. 

78. To enable the Magistrate to make the prescribeil 
comparison between the estimates and the actual receipts 
and expenditure of the Municipality, the amounts by 
which the actual figures fall short of or exceed the estim
a,ted figures shall be shown in two s('parate columns 
provided for the purpose within the body of "orm 
No. XIX. 

AUDJ'f. ' 
" 78A• ,The accounts of the Municipa.lity shall be ex-

amined and audited by the Examiner of Local Accounts 
in Bengal as far as possible, not less often than once in 
twelve mon'ths. 

78B. In auditing the accounts, the Examiner shall see 
that they have been kept and are presented in propel: 
form; that the particular items of receipt and expenditure 
are stated in sufficient detail; and that the payments are 
~upported by adequate vouchers and authority, He shall 
examine wnl'ther all sums received, or which ought to have 
been received, are brought into account, and also whether 
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the expendIture is in all . cases such as might lawfully be 
made. He shall also redu.ce such pafments and charges 
as are exorbitant j ano shall surcharge moneys not duly 
accounted for, or lost by negligence, upon the person who 
ought. to account for the same, or whose negligence or 
i~proper conduct has caused the loss; and shall disallow 
and strike out such payments as are not authorised- by law 
or competent authority. He shall also ascertain the total 
unpaid liabilities of the Municipality, and also whether 
these can be met out of the Municipal fund when falling 
due • . 

78C~ The reports of such .examinati·on shall be for. 
warded by the Accountant-General, Bengal; to the 
€hairman of the Municipality and copies to the ' Com- ' 
missioner of the Division, and the Magi strate of the 

. District. The Chairman shall be bound to remedy any 
de£ect or Irregularities that may. be pointed out by the 
Accountant-General or the Examiner, [and wilhin three . . 
months of the date of the receipt of the re'port he sl~all 
submit a statement, giving particulars of the action taken 
thereon, to the Magistrate of the District, who sh.alJ for
ward the same wilh his remarks ' to the Accountant
General through the Commissioner of the Division.] 

As amended by Notitlc!Ltion No. !58M •• dated 17th J'unuary 1002. 

itEG1STER OF SECURITY DEPOSITS OTHER THAN CASH. 

79. Security deposited in cash shall be entered at 
once in the Cash-book of. the Municipality and the Deposit 
Ledger, and paid into the treasury like revenue. All 
other 'forms of security, suc as Government paper, bonds 
[or landed property, and the like, shall be recorded in a 
register in· Form l'io. XX. When the securi,ty is Eurren
de red, the depositor shall gi,ve a receipt ill the column 

provid d 10r the purpose :'-
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FORM No. XX: 

. R egister of Secu.rity Deposzts other I'~an Cash. ',~ 
. !) 

REOEIl'rs. DIBl'OS.u.s. 

_ .. _ -- ------------ --- ------------
Rs. 

Rs. 

- j. . 1 

GOVERNMENT SECURITY REGISTER . 

• ·80; All Government securities whi ch sha ll . become, 
by purchase or otherwise, the sole property of a Muni. 
cipality shall 'be accounted for in Form No. XXI. They 
shall n~t be writlen off this form unle~5 disposed of 
absolutely by sale or otherwise j e.g., Government securities 

merely ma~e over to the' Accountant -General [or safe 
custody under the rules contained in Chapter II of the 

Civil Account Code shall not writt e n off this account. 
o 

FORM No. XXlr 

Register oj Government Securities. 

~--~~----~-I-· ------------
)tECEIl'rs. Issulls . . 

~.1 ~ 
0; I ~ - ~ - ~ " 

0 :i ;; 'd 
0 ., 

~ ~oi " ... '" <I .. (:I ~ <I ~ ":5 'S ] 'S 
.. 

'0:8 .c .. 01 Co ;; ltBMAnltil • 

~ '" .s ~., .~ :ij'i! ~ ~ 
'" .t; <I "' ... 

<1<1 :a~ tl " '8 ;;~ 
~ :tOO 08 ~ z .... P'l '" o 0 'OJ 

--j-..E_ ~ z ... . . 
4-,S -'-..- --

nf:J~ 1 2 8 

-~-T~ -!-
9 10 -- ~'-

-~~I-' 
---'-

---I--~-G -Ita, 

'- ..... 
.. 
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LOAN REGISTER. 

81. The transactions in regard to any, loan contraded 
by a Municipality shall be recorded in Fo;m No. 'xxu. 

FORM No. XXlI.-LoAN RECISTER. 

AcclIunt of loan of Rs. 
, per ' 

, received tram 

CONDITIONS of LOAN. 

., as 

To bear Inte rest at per ce nt., to be paid half-

yearly on , and to be repafd (by half-yearly 
instalments of Rs .' ill addition to 'a:cc~uirig interest) 

or ( within years) or ( in equal ins~alments) o~ (by 

,hall'yearly I)ayments of Rs. 'into a Sinking Fund). , 
yearly 

PA.YMEln', Payments 
I 

.Rccel pt, ' 
into the 
Sinking 
Fund" I -. " 

01 principal. Of inlerest. 

, 

l( 

si \ I§w :9 ,SE ' ~ si RB'MAR)fS. 

g~ " Old .. 'Ol" 
Ol C. """ C. ,,'0 

Dote, § 
.., 1<'0 8 ..,"" -' "'0 .., ,",'0 

" Jl;j .,; ",0: " "''' " "''' 
" " "" " 

..::- E· -ad . 0 0 ~" '" 
0 c .- 0 "., , 
·c s":: "" 5 " , a s ~.8 co '" <l'" 

a 0.8 a ~.8 <l <l FCI ». <l ~, <l J 

-------- -- - - - ------------, 1 2 S '4 5 G 7 f:j 9 lQ 11 12. --- ----------------- --~-
Rs, Its, Its. Ro. . Rs. 

When a loan is ' raised in th e open market under the 
condition that a sinking fund is to be formed for'its re

paymel~t, ('he pay~ents to the sinking fund, as they fall 

due, shall be made to the Commissioner of the Division 
and the Coll ector e£ the District, who shall hold the funds 
in -trust fo'r tbe redemption of the principal of the loan. 
On receipt of the money t ,e trustees shall lodge it in the 

tT.easury for cr-edit to a personal ~edget account to be 

ope ned in their names, an'd as soon 'as a sufficient balance 

is available, th ey shall i~vest ~he ~ame in Government 

_securities (or retention in the .cllstody of the Comptroller-



78<1. ACCOUNT 

General under the rules in Chapter I I of the ' Civil Account 
Code. When any loans or debentures fall due, th~ 

trustees !lhall realise the whole or a sufficient portion of 
the securities held in their names, and apply the. sale
proceeds thereof, so far as they will extend, to satisfy 
such loans or debentures. The interest accruing on the 
investments shall be added to the balance of the trust 
account, until the sinking fund is complete. 

The transactions of the trust account shall be recorded 
in a cash-book In Form No. 1 of the "Ac~ount Rules for 
lhe guidance of Administrators of Trust Funds," issued 
with Finance Circular No.2, dated 23rd February 1886, 
which shall be kept by" the trustees. As soon as pos. ' 
sible, after the 31st March in each year, the trustees shall 
forward to the Chairman of the Municipality an abstract 
of the account in Form No. III of the Trust FUI d Rules, 
and obtain from him a written acknowledgm~mt of the 
c~rreclness of the account. The trustees shall bring to 
the notice of Government any default in payment to the 
sinking fund, which is not immediately , remedied. • 

81A. To watch the appropriation of funds raised by 
loan to the purposes for ~hich the loan has been taken, an I 

Appropriation Register shall be kept in orm No. XXIIA. 

Form XXllA-Appropriation Register of loan funds. 
Sanctioned amount of loan 
Purposes to which the 'loan is to be applied ... 

.2.Ji 

I ~I I 
;:.;:. 

1 11 S Ii 6 

-
Receipt. AI shown in Expenditure as shown 
t.be Loan BAlS i.ter. in tbe Registm' of Worlr.8. Balance RBXABU. 

Form XXII. 600 rp1e 120. 

- . 
Date. Amount. Date. Amonnt. n.s; A. P. 

',' t. . 
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The expenditure shall be posted monthly from the 
Register of Works, and without the sanction of Govern
ment previous'ly obtained, the balance shall not be appro
priated even temporarily to any object other than that for 
which the loan was raiserl. ' 

TAX UPON OCCUPIERS OF HOLDINGS OR RATE UPON 

THE ANNUAL VALUE OF HOLDINGS, LATRINE 

RATE, LIGHTING RATE AND WATER RATB. 

82. The procedure in connection with the above rates 
will be found in Appendix A of these rules, which pro., 
vides for collection either from door to do"Or, or at the 
Municipal office. 

One or other of these systems shall be adopted with 
such modifications as may be found necessary, 'and as are 
approved by the Examiner of Local Accounts. 

TAX ON CARRIAGES, AND ON HORSES AN~ 

OTHER ANIMALS. 

83. The register prescribed in section 139 of ~he Act' 
for the exhibition of the amount of taxes realised on ac
count of carriages and horses and othp.r animals shall be 
maintained in Form No. XXIII annexed. 

84. As soon as a license fee o~ tax has been paid" and 
not before, the license shall be prepared in Form No. XXIV 
annexed; and when the necessary particulars have been 
posted in the Register (Form No. XXIIJ annexed), both 
Register and license shal1 be placed ,before the Chairman, 
Vice·Chair.m:ln, Secretary or other licensing officer, who 
shall sign the lice nse anrl initial the Register in the proper 
column . 

• NOTICE TO OWNERS OF CARRIAGES, AND OF HORSES 

AND OTHER ANIMALS (suggested). 
85. Under section '33 of the Act, owners of carriages 

and horses, all~ other ~Ilim.al.~ liable to the tax are required 



to forward to the Commissioners statements . in writing, tontaining descriptions of the: carriages 
and horses, and other animals for whjc~ they are bound to take out licenses. To f.adlitat:e this ,pro
cedure, ~ supply of printed statements in Form No. XXV annexed may be. obtaine4 and ~istributeQ 
to the owners of vehicles which are taxable. These forms might with advantage be cir:culate,d hy
post to the owners of the differen t carriages, fioE.ses, &.c., f9r which taxes w~re paid ~ur'ing the 
preceding half-year. ' , 

FEES ON THE REGISTRATION OF CARTS. 
86. Tin tickets sh~1I be issued to Owners of carts which' have been registered. these' til! 

tickets shall be of a different colour for each period of issue. They shall be of a size suffi.ciently 
Jarge to be easily distinguishable, a nd they sha'lI bear consecutIve numbers. Licenses or receipts for 
the registration fee in (Form XXXVI) may be given in addition ,to the tin tickets, if this is foun'd to 
be desitable. , 

As soon as the registration fee and the price of the tin tkket have been paid by the ' owner of 
the cart, the necessary particulars shall be entered in a register ill Form No. XXVI, and ,the tick~f 
shall be affixed to the cart by a Municipal servant. ' , 

Num. 
Bate of I her of 

regis· regis. I 
tratioll. tmion. 

OWNBR 01' CARTS. 

Name. I Residence. 

FORM XXV1. 

NUlrn,! Serial 
ber of number IRate per 
carts of tin ca.rv. 
regis, tickets. teredo 

Gost of 
seizure 

of carts 
Cost of ITranSfer I tthder 
ticket. fees. section 

1m of 
the Aot. 

Total. 

CA.RRIED TO 
CA.SRIBIl'S C,Ull· 

BOOK. 

-

Remarband 
note of propor· 

II.,.. -~, -----1 tionate f_ 

• 14i Of the Act. I undersectlon 

",mount, Date. 

, It -,-,-- I----I-------I--I--I""---~ 
__ 1 _2 _!.-.- 4 5 _6 _7 __ ~-~-_~~_,_ 

g. ~ I 0 f ~ - . ' RB'1At" aB·rot-as·IAy" RslY Rs' I~lp, Rs.!4.!Pl 

1>11 IS 

.a 

00 
o 
il ' 

> 
<;') 
(') 
o 
c: 
Z 
t'1 
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87. A I5tock·book of the ti n tickets received (rom the , 
makers and issued unde r sections 142-147 of the Act shall 

be . kept in Form No. XXViI. The Vice-Chairman or 
Secretary shall, at such intervals as shaH seem advisable, 
compare tbe balance of the tin tickets as brought out in 
the stock-book with the balance DE unissued tickets ac
tually in the office, and shall initial the Register in token 
o'f comparison. 

A similar form should be used for carriage and palan

quin ticke ts . 

FORM XXVII. 

Stock Account of Cart Registry Tzduts. 

RECEIPTS. ISSUE. 

.s. 

.:; ~ Initial s of 
NUIJ1 ' Num· 'ti Vi ce· 

D 00 bar in ber re- "d;:: Chai l' llmll ~ Total. '0 
a · . hand. L." ivod. ~ ~ or ,s 

._ SOCI'CttU·Y· d 
00 0 

oj 

.~ Nlltnedbor 
~ is.'lI Balance 

durin" t he rmuain-
mon th us ing. R.EMARKS 

per 
register . 

Z :;;:: 
--1--;:- - 3- 1"4-- 5--1-(1-7 --S-.--g--iO· 
-----I~--- -- -------

I I 
HACKNEV CARRIAGI'; LICENSE REGISTER. 

HACKN EY CARRIAGE DRIVER'S R EGISTER. 

PALANQU IN LICENSE REGISTER. 

PALANQ UIN BEARER'S LI CENSE ·REGISTER. 

88. F ees on account of the above shall be recorded 
in Registers Nos. XXV1ll, XXIX, XXX and XXXI; res

pectively. The rules regarding the custody, .issue, and 

rec~rd of cart registration tickets shall apply, mutatis 
m.utandis, to the pl ates issued under the Hackney.Carriage 

Act to owners of hackney carriag~s, to drivers and to 
I 

palanqllin bearers. 

-.ltl 
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FORM XXVIII. 
Haclmey Carriage License Regzster • 

~ .. .. ,,:. .. .; .,., .,"" 
OWNER'S "' .. AMOUNT 01/ .- ~ . .. 

~ il 
., :0 .~UJ 

II co <h FEES FAID. ~:; 'No .e 
~ i ... !! - 0 '" ~ ., 0 .':"3 ..Q ., 

'" ., - .. 
~.ii 

0 .. ", os ~ 8 .!'! c'" 0 ~ p.j.. = 
Q.. ... ,j/ ,8 

... ., .. 
i '0 Name. ., '0 ":C .>t '" '5~ ~~ Arrears. Current 

~ ~ ~~f ~~O 

.s e ~~2 
~ .~ ~i: == '" 8 'EO~ .,. 

Z Z .... -<d ;z; 

_.!J~ 3 4 ~-'_~ ___ 7 I __ ~I __ ~_ ~ 11 12 
----- . I ' . 

.. . I -
FORM XX IX, 

H ackne.;v Carriage Dl'i1'er's Lt'cense Register. 
a; I"; " as .. rlJctl - DRIVER'S BRIGHT AMOUNT 01/ .~-o S 

PEES PAID. Iii ~ i'~ .w "0 --- .. 
Birth· 

., .;U 
,85i pll4ce. 

., 
l\amc. Resi· gi '!il G! «S '"' 30~.s s!il i d ence. ~ 

.; 
'" ,£l Arrears. Current .. .r= J.l ~,S~~ ., co I~ 'J ~ ".., " '" ., .. 

~ A -<d f>< ..... f>< -<d 
->- - --- -- --------------------

4 J 5 I 2 3 G 7 8 9 10 11 I 12 IS 
r---- ----- ------ -

',--: : 
t' 

i '~_ i . 
1 - 0 

FORM XXX. 

" 

P a/a11quin License Register . 
, .. 

AMOUNT 011 
lIEES FAID. 

Amoun t 
Num- D n.te Cost of Initials '8" ted in be.· of of Owner's Own~r's r .... e of Vico· "shim"s 

l iooDli8 . liconse. nalDO. residence. t .. ble. Chairman Cash·book 
ArreliTs Current II.lld duw. 

r--- ---
I II 3 4 5 6 7 8 0 --- ---'------- ---._----

;1, 
, , 

~ 

, 'co' -, 
, 
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FORM No. XXXI. 

Palanquin Bearer's License Regt'ster. . . 
AMOUNT OP I Amount 

Nllm· D~te Bearer's P ES PAID. Initials of posted in 
001' of of Bearer's name. residence. Vice· Oashie.·'s 
iccnso. liconse. Chuirman Oash·book 

.\rrearo Currentlor Secretary and date. 
--I--

1 2 3 4 IS 6 7 \ 8 

--- ---

I 
89. The licenses granted to owners of hackney car

riages, to hackn ey carriage drivers, to owners of palanquills 
and palanquin bearers. shall be in Forms Nos. XXXII, 
XXXIII, XXXIV and XXXV, respective ly. 

FORM No, XXXII. 

Municipul Form No. XXXU.-Hack 
ney Carriago License. 

No. 

100 ·0 . 

2ND CLASS CARRIAGE. 

3RD ditto ditl.9, 
Name of Owner _____ _ 

Residenco' _________ _ 

RB. A. 

Foo 

Fare Ta"'le~ .• 

Total. 

Dated 100 • 

MUNICIPALITYI 

No. 

100 ·0 • 

2liD CLASS CARRIAGE. 

3RD ditto ditto. 

Hack"811 Oarriage Licen,o under 
Section 8 of .4.ct II (B.O.) of 1891. 

Name of Owner _______ _ 

Stand. Stable or Loca.Iity ____ _ 

Residence of Owner ______ _ 

Number of Horsesi ______ _ 

Number of persons to cnrry ___ _ 

TIlls lice use to be in force till tho 30th 
September 190 unless sooner revoked. 

MUNICIPALITY. } 

Daled 100. Vice·Ohairman. 
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FORM No. XXXIII. 

)(uiclpal Porm No. XXXIlI .-Hack. 
ney Cafl'io.ge Driver's License. 

No. 

100 ·0 • 

Dri'er __ :...:.... ________ _ 

Datea 100 

MUNICIPALITY 

No'. 

190 ·0 • 

This licenso is hereby granted, under 

section 21 of Act II (B.C.) of 1891, to 

Hackney Cun'iage Dt;iver· ____ _ 

Ago, _______ of ______ ~ _ _ 

This license to be in force till the 30th 
of S"ptelllbcl' 1U0 unless sooner 1'(t. 

Yoked . 

Vicc· Ohairtllan . 

FORM No. XXXIV. 

Municipal ' F Ol'm o. XXXIV.-
raluilquin License. 

No. 

Dated. 

100 ·0 

PALANQUIN. 

Poo .• 

tare tableJ •• 

Total As. 

11.8. 

100 • 

No. 

-, 

111 UN H.' Il'ALITY, 

100 ·0 • 

l'ALANQUlN LICENSE. 

Under Sootio. 49 f!f Act II (B.O.) 
of 1891. 

Nume of Ownor ______ -==-::.._ 
Stnnd or Locality ____ -.-____ _ 

Residence of Owner _____ _ 

This license to be in force till tll0 S th 
Se~tcmoor 100 unlc8S"Sooner l'Ovo.ked . 

:MUNJOIP.I.J:'ITY, } ;, 

Dated. 100. 'VWB·CIaq'riII4" 
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FORM No. XXXV. 

, Mun.icipnl P,?rm No. lXXV.
llllllllQUIO 80011)1' ij License. 

No. 

100 .g • 

~elt rel· ______ -:-_______ . 

AnnllS 

D Med 100 . 

MUNICIPALITY, 

Nu. 

190 ·0 • 

Phi. license i s hereby 01'''flted, undw 
.ccuon (;1 qf Act II (H.O.) Qf 

1891, to Palanquin. 
Bear3T ______ _ 

A~ of _______ ~_ 

This license to be in force Lill tbellOLh 
SopLember 100 unless SOOUOI' rovoked. 

M UNICIPALITY, } 

;Dated 100 . Vice, Ohair",a". 

MISCELLANEOUS RECEIPTS. 

go. For money received by a Munrcipality' on account 
of the tax upon occupiers of holdings, or rate up~n the 
annual value of holdings, latrine rate, lighting rate and 
water rate, a form of receipt has· been prescribed in Ap
'pendix A '(Form F). For money received on accoullt of 
tax on carriages, horses and other animals, the license 
issued will be a sufficient t'eceipt. 

For all other money rt"ceived by the Municipality under 
the rules in this part, the Vice-Chairman or Secretary 

' shall give a ·rec.eipt ·in FOl1m No. XXXVI. The total 
amol:1nt received sha<l'l be ritten in werds, both 00 the 
,eceipt itself and on the counterfoil: the ~at.t:er . need oBI¥ 
be initialled by the officer who signs the receipt. Itl the 
case of cart regist ration, if no license 'or receipt is given 
the trR ticket will suffice. 
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The forms shall be boufut In book: , ~ontaining 100 

(orms each, and they shall be numbered before the book is 

brought into use. (See rule 9 I below.] 

Itnnicipai Form No. XXXV I.-Mis. 
Beoeipt. . 

No.~ 

REmv~~m_~---

oo~ntofl ______ _ 

Rupees (i" 1Oortl8)--_ 

(Figures) . RB. A. P. 

Vice·Ohai1'11tan. 

Datedl-.. ---__ 

-'" )(unicipai Form No. XXXVI.-Mis. 
lteceipt. 

;; MUNICIPALITY. 

~ 
"No.-- Datetl-----

** !! R.ECEIVED [roml----=----

M the SUUl or rnpetlB 

ff . ",. M on account 0[ _______ -':-. 

,,---~--M 
!! 
~ 

" *is 

'" 

RB. A. P . 

Vice-Chairman. 

A separate receipt book in the same form shall be used 
for any head of revenue, the receipts on account of which 

l 

are numerous. [See also Rule 86.] 

LICENSE~ AND RECEIPTS. 

91. All license and receipt forms 1 hall be bound in 
counterfoil books. Each book shall contain 100 for,?s, 
and no book shall be brought into use until all the forms 
and counterfoils have been consecutively numbered. The 
numbers shall, if possible, be printed. 

Only one book for ~ach purpose for whic~ a separate 
book is required shall be given out by the Vice-Chairman 
or Secretary at a time, and until the book thus issued has 
been used up, no new book shall be given out. 

The receipt and issue of all license and receipt forms 
shall be recorded in a stock· book (Form G of Appendix A 
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of these rules may be used), and on no account shall loose 
unnumbered license . . ,?r .rec~i·pt forms be kept in the office. 

REGISTER OF LANDS. 

91A. A proper record of all lands including roads, 
lands on road sides, sites of buildings, tanks, etc., in the 
possession of the Municipality should be kept in the (01-

lowing form :-

How nRLD, 
WHsrHER, 

--_ ____ ---- - - __ . ______ ___ we 

1 2 s 5 7 8 D 10 11 12 

, 
1;-

9 I B. If any plot of land shewn in the Register is sold 
or otherwi se tran sferred, from the possession of tbe 
Municipality the entry for it should be struck off and the 
facts in con nection with the tr.ansfer stated in the column 
for remarks under th~ illitials of the Chairman - or the 
Vrce-Chairman. 

91C. . This register should be anllually examined by 
the Chairman and attested wilh his signature and date. 
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RE(:EIPTS ON ACCOUNT pi\. MUNICI AL POUNDS. 

FERRIES, .RENT OF. MUNICIPA!,. HUII • .DINGS" LI\.NPS; &C. 

92 • Separat~ registers i~ Form XXXVII shall be 
opened to show the details ,of each source from which 
period'cal Munic!pal revenue is derived, for which. th~re lS 
a fixed monthly, quarterly, half-yearly or annual dem~nd. 
As, howey~r, the sou,rces of revenue and the circumstan~es l 

are very vari~d , the form may be modified, with the ap- ' 
proval of the Examiner of Local Accounts, to mee t local . 
requirements i but, except as provided in Rule 99, the 
principle of showing the collections in monthly columns 
should he retained, unless the numbe.r of leases is very 

small. 
93. The Register shall show all demand s due, arrange.<J 

in serial order-(I) on expired leases of the previou~ yein i 
(2) on unexpired leases of the previous year; (3) on lea,ses 
granted for the current year. 

The entries under (I) and (2) shall be taken from the 
R egister of the previous year. In the form er case, the" 
demand due will appear in columns 8 and 10, and in ~he 
latter in columns 8. 9 and 10. The Accountant shall fiH 
up the current year's Register in respect of these demands 
in the manner indicated above, and lay i.!: with the Regist er, 
for the previous year before the Vice-Chairman, who, after 
comparing the entries, shall place his initials in column , I 2. 

In respect of (3), when the agreement with the lessee 
has been signed and the security deposit paid, the Ac
countant shall fill up columns I to I I and post the amount 
in the Deposit Ledger. . 

He shall then lay the agreements, the Register, the 
Deposit Ledger and the Chalans (or-the Cashier's Cash
book) before the Vice-Chairman, who shall-

(a) Compare the entries in columns I to 1 wit.h 
the agreements. 
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(0) See by refei'ence to thp. chaf.ans (or the Cashier's. 
Cash-book) that the deposits (column r r) have 
actually been paid. 

Place his initials against the entries in the Depo~ 
sit Ledger and in column 1 2 of the Register. 

NOTE.-When all Lha loasos aro for ono yoar only. tho amount Ilaid Ilsa soouritv 
deposit may be creditocl diroct to .. Rent" and be includecl in tho llrog,'cssive tOlal ~( 
~ho collections in columns 10. 20, 24 lIud 28. 

94. When all the accounts, arrears as well as current 
have been posted and checked by the Vice-Chairman, 

column 10 of the R egister sh all he totalled and signed 

byhim. , 
, 95. The payments made in satisfac tion of the demand 
shaH be posted in the column for the month in which the 

money is credited in the Accountant's Cash-book, e.g" a 

payment credited in June on account of May will appe~r 
in the column for June and not for May. The entries 

shall be made by the Accountant from the chalans (or t~e 
Cashier's Cash · book, if details are not shown in the ch~l. 
ans'), and when all the receipts have been p'osted, tlH:Y 

shaH be totalled and agreed with the credit for the month 
in the Abstract Register of Receip~s. 
';'96. When the monthly posting of the receipts has 

been completed, the Regi~ter shall be laid befo re the 

Vice-Chairman, who shall compare the total for the month 
with the AbstracL Register of Receipts, and pS fRr as 
possible, the details of the credits with the cliaJans or the 
Cashier's Cash-book. He ~h,t1 1 also carefully cO'mpare the 
credits with th e particulars of the dema nd, and take the 
necessary action for the recovery or sett lement of the 

ol\l:standings. 
97. The security dt'p()sit which 'usualiy amounts to 

one-fourth of the a·nnual rental will ordillariiy be tllhn in 

satisfaction of the demand for -the ' last three months of 

xu 
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,the year in which the lease expires, al\d "hall be transrer· 
red by adjustment from "Deposits" to It Rent'~ al'd 
entered in the Register tn the column for March. Such 
credits in the Register may b made in red ink ' to distin'· 
guish them (rom cash ' payments made during the same 
month. 

98. If any part of the deposit has been taken as a 
fine for n~n.ful&lmellt of contract, the balance may be 
taken io part satisfaction of the demand during the last 
three months of the year; and if on the 31St March the 
deposit or balance of deposit will more than cover Uie 
demand, the balance' wi,ll be refunded in cash ~o the lessee. ' 
But in no case may any sum be removed from deposit and 
transferred to another head except under the orders of the 
Vice.Chairman, who shall at the time initial the. debits 
made in the Deposit Ledger. 

99. When the number of demands is very large and 
biJls are issued for their recovery as in the case of rents 
of Municipal lands and houses, the system prescribed (0. 

rate collections in Appendix A may be auopted with slight 
modifications of the forms of bilL and collection registers~ . 

100. For income for.which there is no fixed demand, 
e.g., daily market fees, &c " a daily collection register shall 
be kept showing (1) date~ (2) from whom received. (3) 
amount rec~iv~d, and' (4) daily total; with any further 
particular_s required , and when the circumstances admit of 
it, receipts in Form XXXVI wit~ countetfoils should be 
given for each collection. 

MISCELLANEOUS SUBSCRIPTION REGISTER. 
, ' , 

lOX. Whenever a Municip;jlity undertakes the cQ'J. 
lec.tion ' of voluntary subscriptions to be devoted · to a 
specific purpose, such as the erection of a town·hall or 
ma~ket, the subs~riptioll book or books lo be sent round 
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with the appeal for subscriptions shall be in Form No. 
XXXVJJI. The books shall be numbere.d. and a list of 
them shall be kept which shall be initialJed by the Vice. 
Cha.irman :-

FORM No. XXXVIIl. 

MiscellanefJus Suoscription Register. 
.l 

4>OlUJti~ or '0,; .;, .:. ,si .;; 
ftW8CriJ,'tiOtl o.trtatJding. .. ,8 ~ ,Q 

., 
",romU6a. ~'5 c 0 11'" 

..; . _'" .. .~ 'a! 
II 

c.o 
~ 2. .- c ~ ., 

'0 ... 8 KSM,lInts • "' .. 0 .; .. tl co CD .. §"'? .Name. .. c . ed . ... 8 " 
., 

6 :s8 :jg 011 " I: 3 .. ... a ~~ ... " e:: 
.,0 -;; ;aa ~ 0 <d A'" !XI . 

1 2 S 4- 5 41 7 8 9 II) 11 --I- - - --- - -------,----

, 

I I , I I 
. If separate receipts are given to subscribers for their 

'Contributions. separate books of the Form No. XXXVI, 
prescribed in these rules for the grant of miscellaneous 

receipts, shall he brougbt into use. 
102. At the end of each month or quarter the 

amounts {whether paid up or not) 'shown in the subscrip. 
tion books (Form No. XXXVIII) shall be total/ed, and 
the total posted into an ab~tract in Form No. XXXIX. 
The abstract shall be c11ecket1 and signe-d by the Vice
'Chairman or Secretary. The officer who signs the abstract 
5hall at the same time satisry himself that steps are being 

. taken to realise the promised subscriptions. 
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FORM No. XXXIX. 
Abstract oj Su6scriptt'ons promised. {J,nd 

' lurpose oj up to 

ACCOUN'l 

received jar !ke 
If)I 

i------------------~·A~m~ou~n~t 

~ NllmoB of subscribors. ~r~ 
~ scrip· 

~~~ ______ ~ __ _______ ~ _____ ~' ____________________ ; tiou• 

DBl'AILS. 

Total subscriptions promised up 
to 

Ded uct J'e:t1isatiolls as per nlr 
strQct registers 

2 

Rs. 

Tolal unrealised balance ... ---

Dctnils of un!'calised balance ... --
Names of subscribers ••• 

3 

Total brought forward "' , 

Total carried over ... - --- Total unrcaHsed b<tJanCt\ ... 

DISPENSARY SUUSCRI PTION R EGISTER. 
103. T he register for the record of donations and 

s~bscriptions for a charitabJe d ispensary sha ll be kept by 
the Managing Committee ill Form No. X L. T he columns 10 

or lI J as th e case may be, of this /:{ egister shall ue filled 
in by th e Medical Officer, in charge, or the Secreta ry of 
the Managing' Committee wh en the money is sent to t~e 
Municipa l office or remitted to the treas ury. Separate 
r ceipts need not be granted to th e do.u.ors or subscribers, 
unless tbey specially ask for them 

FORM No. XL. 
Dispensary Subscription Retisler. 1 

..: .,,; I 0 .,; / .. S .; ',., . . 
.~ '" ~ 

IS .., .- ... ~ g . OUTBT.IJ!DJNO . 
-ci 

r,; !13 " ~~~ 0 
2 

:;; 
0 ~ 

~~~ ~ '2 :§ ;; 
'0 "" '" e 'Ofi al 'j ... r! 

I 
... 

1'l'OLaI. 
.., ~ .J::l ~ 0.9 

" " 0: • S ,,~ 

CD " ,,~ :~~ 
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104. All subscriptions and donations and other miscel
laneous receipts collect,ed by Managing Committees of 
Municipal Hospitals and Dispensaries in class III-a shall 
be deposited intact in the Postal Savings Bank in the name 
of the Secretary of the Managing Committee, who is 
authorised to withdraw therefrom such amounts as may 
be . required for ex penditure within budget limits. The 
Managing Committee shall send monthly pro forma accollnt 
in Form XXIX of the Dispensary Manual showing 
sep'arately the charges paid from the Municipal office and 
those paid in cash by the Secretary. The latter amount 
will be brought to account in the Municipal office through 
the Adjustment Ledger, Form XIV, by debit .to the head 
I' 4-Hospitals and Dispensaries-Charges to be met (rom 
Special Receipts" by credit to I'D-Grants, elc ., 3-From 
other sources For medical purposes." Care should be 
taken to make this adjustment for the month of Marc? 
before the accounts of the year are closed. I But for each in
stItution vested in the Commissioners, a subsidiary balanc~d 
account shall be kept in Form XLA, in which shall be cre
dited (a) all endowments, funds, and contributions received · 
by the Commissioners on its behalf, and (h) all sums alloted 
jn the budget estimates for its estaoblishment and malnten~ 
ance which are chargeable to the general revenues of the 
Municipal Fund, and in which all expenditure incurred shall 
be charged. The balance of this account, which shall be 
'struck at the close of each month, shall not be appropriat
ed to any object other :than the establishment and main
tenance of the institution to which it belongs. 
,- A copy ' of the monthly tatement of accounts in Form 
XXV of the rules for the ' management of hospitals and 
di pensaries, which is prepared by the Managing Com
mittee, shall be sent to the Municipal Office for comparison 

with the balanced a~coullt kept by the Commissioners. 
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FORM XLA. 

Accou"t o/Ihe ~ece;pts ""d Payments . of the ;::;::::::.. 

RBOlIIPT8. P~Y.J1BNT8. 

To ba· RI. "&8. ~.P: B.8. 11.& ~ ,P. 
-l&nce. 

B&l&nce 

Total •• --1-' I Total ... 

t04A. For hospitals and dispensaries in Class Ill-A. a 
~eparate banking account is allowed at the Trf>a:~ury. All 
receipts of these institutions will be paid into ' the Treasury 
direct by the Managing Committee, and all payments ' 
on accollnt ~f them will also be made by the Committee 
.direct without the intervention of the Municipal office, 
either fr~m the 'imprest in the hands of the MediCal 
OfficeJ, or by chellues drlllwn by the Secretary or President 
upon the Treasury. The income from the endowments 
and investments will, however, be realised by the Muni
cipality and remitted to the Treasury for credit to the 
account of the Dispensary Fund, an intimation being at 
the lame time sent to the Managing Committee. 

Before the 15th of the following month, the . Man~ging 
Committee will furnish the municipal office with an account 
showing all the receipts and charges of th.e Dispensary ' 
Fund, and a memorandum reconciling the closing balance 
o( the account with that shown at credit of the fund in 
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the pass-book. on receipt of this account, the tramac

tions will be incorporated in the accounts of the Munici

pality under the proper heads. In incorporating the 

dispensary figures, the Accountant should charge off 

monthly the full proportionate amount of the Muuicipal 

contrib ution, includiug income from endowments, ' under 

the head 'Charges to be met from Generai Fund anCl 

Endowments: and the ba lance only under the head 

I Charges to be met from Special Receipts.' If in any month 

the dispensary expenditure falls short of the abo~e monthly 

proportion, the whole of the expendi ture should be debited 

as above, the difference being charged off w~en the ex

penditure is in excess in a subsequent molfth. 

The credits shown in the accounts of the Committee on 
I 

account of contributions paid by the Municipality should be 

taken under the head (Advances,' to which the corre's

pondif)g payments in the Municipal accounts sh~uld also 

be debited." 

MISCELLANEOUS BIl.L REGISTER (suggestetl). 

105. When the number of miscellall.eous bills, for the 

. record of which forms have n~t been prescribed or sug

gested in these rules, is ' large, it is recommended that 

Form No. X LI should be uti' : ed. The Vice-Chairman or 

Scs:retary shall in 'tial the Register when he signs the bills 

previQus to their being issued and again when the amounts 

are realised. 
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FORM No. XLI. 

Ref[ister of Mt'scellaneoits Bills. 

106. The following form might be adopted for miscel

laneous bills:-

MISCELLANEOUS BILL FORM No. XLII. 

Name Dr. 

• To the Muni cip ;l l Commis!' ion e rs of 

Date. PARTI CULARS. Amonnt . 

• 
I 1 -2 3 ... 

G I . 

't..:-. --- - -
i' Tot .. ! '" 

" 
Dated 

Bill No, Vice-Chail11Zan or Secretary. 
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PUBLIC WORKS. 

Estimates. 

107. Except III cases of emergency or to prevent 
.damage qr loss, no work shall be put in band u!ltil a pro
perly detailed estimate has been prepared al~d sanctioned. 
All .estimates for new works and repairs, the amount of 
which is Rs. 500 or - more, shall be sanctioned· by the 
Comll!ission'ers at a meeting and signed by the presiding 
officer. 

107A. In the case of the following classes of e~timates 
s>r p'rojects, the sanction of the Commi ssione rs shall be 

pr~visional only, and subject to the confirlJlatiol1 and ap
proval of the authority indicated:-

(.) All projects for new works, I 
the estimated cost of which I Approval of the Com-

. ~ missioner of lhe 
exceeds Rs. 5,O?O, but does J' Division. 
not exceed Rs. 20,000. 

(IJ) All projects foi new works 'l 
the estimated cost of which 
exceeds Rs. 20,000. 

(c) All projects for works which, 

may affect or alter the cours~ ~I 
of any river which is navig
able at any time of the year 
or 011 either bank of which 
there is any public embank
ment 

(d) All " proje,cts for embanked 
roads passing through (;OUIl- I 

.. try subject to floods or ir-tj 
riga ted from canals ... 

,. 

Sanction of the 
Local Government 
in the Municipal 
Department to be 
obtained through 
the Commissioner 
of the Division[and* 
the Sanitary Board]. 

• These WQrdl (jmitte~ by NotificatiOn No. 1918M .• d"ted the 28th. &.ugu,t 19OJ. 

xiii 
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The sanction of the Commissioners to an estimate for 
an original work which forms part 'Of a: contemplated 
scheme, although such estimate may In itself ,be within' the 
limit up to w.hich the Commissioners can sanction, sha:ll be 
subje# to the confirmation and approval of the same 
auth~rjty as the estimate for the whol e scheme would be, 
and no u~h estimate for a part of a scheme shall 'be sanc
tioned unless the nature and approximate cost of the entire 
scheme is fully set forth in the report 0' the estimate • . 

108. A revised estimate shall be prepared when an es
timate is likely to be exceeded either 'from the rates bein'g 
found insufficient or from any other cause, and it shall be 
submitted for the approva't of the authority whose sanctio", 
would be necessary if it were an original estimate . . 

109, To facilitate the preparation of est ~mates, 

schedule of rates of each kind of work commonly executed 
shall be kept up. This schedule shall be pass~d by the 
Commissioners at a meeting and kept corrected up to 
(late so as to be a trustworthy record of the rates at which 
work is actually being done. 

110. The estimates shall be filed in order of sanction 
and indexed. -, 

Agreemtnts. -;-

F k . 11 
Ill. or every wor gIven out on contract an agree-

ment on stamped paper shall be taken and executed in 
accorda{lce with section 37 oJ the Bengal Municip,al Act. 

elmtrador's Bills . 

• 12. Payments for work given out on contract for 
which running accounts aTe kept shall be made in Form 
XLIII. 0(\ the completion or cessation of the work, ,the 
contractor ~hall be required to submit his bill for final ad
justment of his claims, and when a final settlem~Dt is 
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made with a contractor, he shall add in his' own handwriting 
tha~ the payment is in the- full settlement of all demands. As 
a further safeguard, final bills may be printed on yellow paper 
to .dis~inguish them from bms for payments on account. 

113. When contractors or suppli~rs are paid up at 
, once on completion of the work or supplies, Form NC'. 
XLIV may be used for the bill. I n this (orm the accounts, 
of several works and, if necessery, of more than .one 
payee, may be includ d. 
. Completion Certificate. 

113. When a work is completed, a complet.ion certi
ficate (signed by the Vice.Chalrman, Secretary or a Ward. 
Commissioner, and certifying that the work has been 
satisfactorily completed) shall be submitted along with the 
final bill, ,and in the absence of such .a certificate no con· 
tractor should be finally paid up. 

Measurement BI/oj, 
115. The Measurement Book (Form XLV) is the b;\sis 

of all · accounts of quantities , whether of work done by' 
daily labour or by the piece or by contract , or of materials 
received which have to be counted or measured. From 
the Measurement Book all quantities should be clearly 
traceable into the documents on whi~h payments are made 
and the reference to the voucher on which the quantities 
are entered for payment as well as the date of entry should 
be given by endorse ment on the original entries. Ttie 
Measurement Book shall accompany the bills to the Mu
nicipal office, and no contract certific .. te or bill should be 
passed without crossing off the connected entry in the 
l'rJeasurement .Book. Tlle' doc ment on which payment is 
made should invariably bear·a referen ce to the number . 
and p age ofthe boo in which the detail$d rneaslI,rements 

~re r.ecorded. 




