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The Pakistan 

Cantonment Account Code, 1955 
(as amended upto 16-9-1966) 

 

The Gazette of Pakistan Extra ordinary. 

Karachi, the 15th March 1955 

 

No. 203/55----In exercise of the powers conferred by sections 111 and 280 of 

Cantonment Act, 1924 (II) of 1924 and in Supersession the late Government of India, Army 

Department Notification No. 1474, dated the 7th November 1924, as subsequently amended from 

time to time, the Central Government is pleased to make the following rules, the same having 

been previously published as required by sub-section (1) of section 280 of the said Act, namely: -    

 

THE PAKISTAN CANTONMENT ACCOUNT CODE, 1955 

CHAPTER 1.---GENERAL, PRINCIPLES AND RULES 

 

1. Short Title- (1) These Rules may be called the Pakistan Cantonment Account Code, 

1955. 

2. These shall apply to all Cantonments in Pakistan. 

3. These shall come into force on the first day of April 1955.  

 

This Code embodies rules and instructions regarding the Cantonment Fund and financial 

and accounts procedure to be observed in connection with transactions to the aforesaid fund and 

in keeping and rendering accounts of such transactions.    

2. Definitions (1)  In these rules, unless these is anything repugnant in the 

subject or context: - 

(i)  Accountant-General” means the head of an office of auditor of accounts and 

audit subordinate to the Auditor General, whether known as Accountant-General 

or Comptroller or by any other designation; 

(ii) “The Act” means the Cantonments Act, 1924, (II of 1924)  ; 

(iii) “The Board” means the Cantonment Board ; 

(iv)  “Contract” means any kind of undertaking written or verbal express or implied 

by a person, not being a Government servant or a Cantonment servant, or by a syndicate or firm, 

for the construction, maintenance or repairs of one or move works, for the supply of materials, or 

for the performance of any service in connection with the execution of works or the supply of 

materials; and “Contractor” means a person, syndicate or firm that has made such an 

undertaking; 
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(v) “Cantonment Fund” means the fund as defined in section 106 of the Act; 

(vi) “competent authority” means the Government or other authority to whom the 

relevant powers may be entrusted under these rules; 

(vii) “departmental accounts” means account books maintained in Schools, Hospitals 

and the like maintained by the Board; 

(viii) “Director” means Director, Military Lands and Cantonments, Ministry of 

Defence, Government of Pakistan; and includes such other officer as the Government may 

appoint to exercise all or any of the powers of the Director under these rules. 

(ix) “executive Officer” means the Executive Officer of the Cantonment; 

(x) “Form” means a form contained in the Second Schedule to these rules; 

(xi) “final payment” means the last payment on a running account made to a 

contractor on the completion or determination of hi contract and in full settlement of the account; 

(xii) “Government” means the Central Government; 

(xiii) “imprest” means the standing advance of a fixed sum of money; given to an 

individual to make certain classes of petty disbursements; 

(xiv) “President” means the president of the Cantonment Board or where a Board not 

constituted, the Officer Commanding the Station; 

(xv) “running payment” means a payment for work, supplies or services made to a 

contractor at intervals, subject to final settlement of the account on the completion or 

determination of his contract; 

(xvi) “Treasury” means a Government treasury or sub-treasury or the Sta-e-Bank of 

Pakistan or the National Bank of Pakistan or any other Bank in which the Cantonment Fund may 

be kept with the sanction of Government; and includes a banker or & person acting as a banker 

with whom a Cantonment Fund is deposited under section 107(2) of the Act; 

(2) Other expressions used in these rules which are defined in the Act are used in the 

same sense in these Rules. 

(2)A System and General principles of Accounts - The main features of the system 

of Cantonment Accounts are:- 

(1) The Executive officer is the principal Executive Officer of the Board and all other 

officers and servants of the Board subordinate to him. He is the officer, who has been entrusted 

by Government with the responsibility of assessing and collecting cantonment revenues. He is 
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the primary disbursing officer and he alone is permitted to make payments out of the 

Cantonment Fund. Only in his absence can cheques be signed by the President. 

(2) The accounts of these receipts and disbursements (including the transactions of 

subordinate officials on his behalf or that of the Board) are compiled under his supervision and it 

is he, who has to make these accounts available to the audit, to the Board and to the Government. 

He is responsible not only for the financial regularity of the transactions relating to the 

Cantonment Fund, but also for the maintenance of their accounts correctly and in accordance 

with the rules in force. 

(3) It is not sufficient that an officer’s accounts should be correct to his own 

satisfaction. A disbursing officer has to satisfy not only himself, but also the audit, that a claim 

which has been accepted is valid that a voucher is complete proof of the payment which it 

supports/and that an account is correct in all respects. It is necessary that all accounts should be 

so kept and details so fully recorded as to afford the requisite means for satisfying any enquiry 

that may be made be made into the particulars of any case even though such inquiry may be as to 

the economy or the bona fides of the transactions. It is further essential that the records of 

payment, measurement and transactions in general must be so clear, explicit and self-contained 

as to be producible as satisfactory and convincing evidence of facts, if required in a court of law. 

All transactions involving the giving or taking of cash, stores, other properties, rights, privileges 

and concessions which have money values should be brought to account. The record of a 

transaction of receipt or expenditure should always be made at once. 

(4) Officers of Government, members and servants of Boards incurring or authorizing 

expenditure from the Cantonment Fund shall be guided by high standards of financial propriety. 

Among the principles on which emphasis is generally laid are the following:- 

(i) Every public officer is expected to exercise the same vigilance in respect of 

expenditure incurred from public moneys as a person of ordinary prudence would 

exercise in respect of expenditure of his own money,  

(ii) The expenditure should not be prima facie more than the occasion demands, 

(iii) No authority should exercise its powers of sanctioning expenditure to pass an 

order which will be directly or indirectly to its own advantage, 

(iv) Public moneys should not be utilized for the benefit of a particular person or 

section of the community unless 

(a) The amount of expenditure involved is insignificant, or  



4 
 

(b) A claim for the amount could be enforced in court of law, or 

(c) The expenditure is in pursuance of a recognized policy or custom; and 

(v) the expenditure of allowance granted to meet expenditure of a particular type 

should be so regulated that the allowances are not on the whole a source of profit 

to the recipients. 

(5) Subject to such general or specific insurrections as may be issued by Government 

from time to time it is the duty of the Executive Officer and the staff employed by the 

Cantonment Board to see that dues of the Board are correctly and promptly assessed collected 

and paid and into the treasury. 

(6) The Executive Officer is responsible for enforcing financial order and for 

observance of all relevant financial rules both by himself and by his subordinates. 

3. Extension of Time when the Office is Closed - wherever in these rules, any act 

or proceeding is directed or allowed to be done or taken on a certain day or within prescribed 

period, then, if the office is closed on that day or on the last day of the prescribed period, the act 

or proceeding shall be deemed to be done or taken in due time if it is done or taken on the next 

day thereafter on which the office is open. 

4. Prescribed registers and Forms to be used - Save as provided elsewhere in 

these rules, no forms or registers other than those prescribed in these rules or by the Government, 

shall be used in any cantonment. No addition to or modification of, the registers and forms 

prescribed in these rules shall be made, and no new forms shall be introduced in any cantonment 

without the previous sanction of the Government. In the matter of details connected with 

accounts, the Executive Officer shall be guided by the instructions of the Government and of the 

Accountant-General. 

5. Maintenance of Registers.- Books of accounts and registers shall be strongly 

bound and paged being brought into use, and unless otherwise specifically stated, accounts shall 

not be prepared in loose sheets or in loosely bound volumes.      

6. Corrections in Accounts.- Corrections and alteration in account books; papers, 

voucher, etc, shall be neatly made in red  ink (a single line, being drawn through the original 

entry which it is desired to correct) and attested by the dated initials of the Executive Officer or 

such other person as he may authorize in this behalf; or in the case of departmental accounts, by 

the dated initials of the Officer-in-Charge. Each correction or alteration in the total of a voucher 

shall be attested by the dated initials of the person signing the receipt; each correction or 
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alteration in the order of payment must be attested in the same way be the Officer ordering the 

payment. 

Erasures and over-writings shall on no account be made in registers, statements, cheques, 

vouchers or accounts of any description. 

CHAPTER II ---- REVENUE AND ACCOUNTS 

 7. Revenue and Account Branches.   

(1) Except in the case in the case of cantonment specifically exempted from the operation 

of this rule by the Director, the Revenue and Accounts branches of every cantonment 

shall be kept distinct from each other and under separate officials who, for this purpose 

shall be termed, respectively, the Cashier and the Accountant. All sums payable to the 

Cantonment Fund shall be received by the former official, and in no case shall the same 

person compile the accounts and superintend collection of taxes and other revenue. No 

person employed in a treasury shall assist in any way in collecting cantonment revenue, 

or in posting the cantonment books. 

 (2) Duties of the Accountant _The Accountant shall 

(i) compile the accounts of the Cantonment Fund in accordance with these 

rule and other rule made under the Act and from the data furnished to him; 

(ii) assist the Executive Officer in all matters relating to accounts and budget 

estimates and also in the matter of application of financial rule generally; 

and  

(iii) perform such other duties as may be assigned to him by the Executive 

Officer. 
  

NOTE : In the discharge of these duties the Accountant is expected to keep himself 

fully conversant with all sanctions and orders passing through the office and with other 

proceeding with may affect the budget estimates or accounts of actual and anticipated 

receipts and expenditure. 

(3) Duties of the Cashier - The Cashier shall deal with cash after he has furnished 

such security as may be decided by the Executive Officer. It shall be his primary duty to 

take the cash to the bank or treasury for credit and also to withdraw the cash therefrom. 

Keys of the safe, to be built in a strong room in the Cantonment Office on the advice of 

the Executive Engineer, shall be kept by him. He shall assist the Executive Officer in 

disbursing pay to the establishment. He shall maintain a sub-saidiary register in Form 

Cantt. 3-B, if required. He shall render all assistance to the Accountant in writing the 

Cash Book and shall perform such other duties as may be assigned to him by the 

Executive Officer.     
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CHAPTER III - AUDIT OF CANTONMENT FUND. 

 8. Audit of Accounts –  

(1) The accounts of the Cantonment Fund shall be audited by the Accountant-

General at least once a year and the cost of such audit shall be paid out of the Cantonment 

Fund concerned at the rates laid down by the Government from time to time. 

(2) The Executive Officer shall at the time of audit casus to be produced all 

accounts,  registers, documents and subsidiary papers with may be required by the 

Auditor to assist him in his investigation. 

 9. Objection Statements. The objection statements, issued by the auditor in the 

course of audit, shall be returned to him promptly, and in any case before the close of audit with 

notes showing the action taken or which it is proposed to take to settle the objections raised over 

the signature of the President. The auditor shall return for further action any items on which final 

or sufficient action has not, in his opinion, been taken, and shall before leaving, bring to the 

personal notice of the Executive Officer, items which have not been disposed of. 

 10. AUDIT NOTE. The Accountant-General shall forward a copy of the au7dit note 

with his remarks to the president and the Director, within 30 days of the completion of the audit, 

for necessary action. 

  (2) The audit note should contain the following certificate:- 

 “ Certified that a copy was kept in my office of the annual account for the year submitted 

to the Director, with my endorsement No………., dated………….and that the account has been 

compared with local records and found correct, subject to the following remarks. 

 11. Consideration of Audit Note. –  

(1) As soon as the audit note has been received in the office of the 

Cantonment Board the same shall forthwith be taken into consideration, and the president 

shall convene a meeting of the Board to decide up to the action to be taken in regard 

thereto.  

(2) The action taken by the audit note shall be indicated on an interleaved 

copy, or on the margin of the audit note, which shall be sent to the Accountant-General, 

as promptly as possible and at the latest within 60 days of the date of receipt of the note. 

An annotated copy thereof shall at the same time be sent to the Director. A similar 

annotated copy shall be kept in the office of the Cantonment Board, and shall be placed 

before the audit officer at his next visit. 

(3) In cases where, in the opinion of the Accountant-General, suitable action 

has not been taken on the audit report, he shall send the case for orders, to the Director. 
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 CHAPTER IV - LOSSES, ACCIDENTS, REMISSIONS AND WRITE OFF 

 12. Cantonment Fund Losses –  

(1) Save as provided in sub-rule (2), any loss of Cantonment Fund Money, 

departmental revenue or receipts, stamps, stores or other properly held on behalf of the 

Cantonment Board caused by defalcation or otherwise, is discovered in a treasury or 

office or department, shall be immediately reported by the Executive Officer to the 

president, the Board and the Director, as well as to the Accountant-General, even when 

such loss has been made good by the party responsible for it. Such reports must be 

submitted as soon as there is reason to believe that there has been a loss; they must not be 

delayed while detailed enquiries are made. When matter has been fully investigated, a 

further and complete report shall be submitted as to the nature and extent of the loss, 

showing the errors or neglect of rule by which such loss was rendered possible and the 

prospects of effecting a recovery. 

(2)     (i)    It shall not be necessary to make a report to the Accountant-General in 

a case where the loss involved does not exceed Rs. 1000 unless the features of that case, 

in the opinion of the Executive Officer, merit a detailed investigation. 

(ii) It shall not be necessary to make a report under this rule in a petty 

case where the loss involved does not exceed Rs. 100. 

(3) If the irregularity be detected by audit in the first instance, the Accountant-

General will report it immediately to the president and the Director. 

(4)  The Director, shall, if necessary because the matter to be investigated by a 

Committee of Inquiry, consisting of two officers of the Pakistan Military Lands and 

Cantonments Service and officer nominated by the president, who shall arrange for such 

expert and other evidence as may be required for the purpose of inquiry. When the matter 

has been fully inquired into by the Committee of Inquiry, a report shall be submitted, to 

the Director showing the sum of money lost, the causes or circumstance which led to the 

defalcation or loss, the steps taken or recommended to recover the money and to prevent 

its recurrence, and the disciplinary or any other action recommended as regards the 

persons responsible. The submission of reports shall not in any case debar the local 

authorities from taking any action which may be deemed necessary. 

After a Committee of Inquiry under this rule has been set up, no other inquiry by on 

behalf of the Board shall be instituted. 

(5) Money, value of stores or other property thus lost, may be written off the 

accounts up to the extent and by the authorities noted below:- 
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(a) Losses up to Rs.1000 in each individual case, by the Cantonment 

Board; 

(b) losses exceeding Rs.1000 but not exceeding, Rs.2500 in each 

individual case, by the Director, 

(c) losses exceeding Rs.2500 in each individual case, by the 

Government. 

 Explanation -  The expression “value of stores” used in this sub-rule means book value 

where priced accounts are maintained, and replacement value in other case. 

(6) Every Government officer or member or servant of the Board connected 

with cantonment administration, shall realize fully and clearly that he will be held 

personally responsible for any sustained by the Board through fraud or negligence 

on his part and that he will also be held personally responsible for loss arising 

from fraud or negligence on the part of any other Government officer or member 

or servant of the Board connected with cantonment administration to the extent to 

which it may be proved that he contributed to the loss by his own action or 

negligence. 

(7) Delay in the investigation of any loss due to fraud, negligence, financial 

irregularity, etc, shall be avoided. Should the administrative authorities (the 

Executive Officer or president) required the assistance of the Accountant General 

in pursuing the investigation, they may call on that officer for all assistance and 

guidance that maybe relevant to the investigation; and if the investigation is 

complex and they need the assistance  of an expert audit officer to unravel it, they 

should apply forthwith for that assistance to the Director, who will then negotiate 

with the Accountant General for the service of an investigating staff. Thereafter 

the administrative authorities and the audit authority will be personally 

responsible within their respective spheres, for the expeditions conduct of the 

enquiry.  

(8) In any case in which it appears that recourse to judicial proceedings is 

likely to be involved, competent legal advice should to taken as soon as the 

possibility emerges. In the of losses involving a reasonable suspicion of fraud or 

other criminal offence, a prosecution should be attempted provided the legal 

adviser considers that the evidence available is such as will secure a conviction. 

The reasons for not attempting a prosecution should be placed on record in all 

such cases. 

(9)  In cases where loss is due to delinquencies of subordinate officials and 

where it appears that has been facilitated by laxity of supervision on the part of 
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superior officer official, the latter should also be called strictly to account and his 

personal liability in the matter carefully assessed. 

(10) The question of enforcing pecuniary liability should always be considered 

as well as the question of other forms of disciplinary action. In deciding of an 

officer’s official’s pecuniary liability it will be necessary to look not only to the 

circumstances of the case but also to the financial circumstances of the 

officer/official, since it should be recognized that the penalty should not be such 

as to impair his future efficiency. 

(11) If the loss has occurred through fraud, every Endeavour should be made to 

recover the whole amount lost from the guilty persons and if laxity of supervision 

has facilitated the supervising, officer official at fault may properly be penalized 

either directly by requiring him to make good in money a sufficient proportion of 

the loss, or indirectly by reduction or stoppage of his increments of pay. 

(12) Steps will be taken to ensure that a cantonment servant concerned in any 

loss or irregularity which is the subject of an enquiry, is not inadvertently allowed 

to retire from service while the enquiry is in progress. 

(13) The fact that cantonment servants who were guilty of fraud or 

irregularities have retired and have thus escaped punishment, should not be made 

a justification for absolving those who also guilty but who still remain in service. 

 13 Accidents - Any serious loss of movable or immovable property of  the Board, 

caused by fire, flood, cyclone, earth-quake or any other cause, shall be reported at once by the 

Executive Officer to the president and the Director. When a full enquiry as to the and extent of 

the loss has been made, a detailed shall be sent by the Executive Officer along with any remarks,  

which he may to make, to the president and the Director. 

 14. Remissions and abandonment of Claims to Revenue. 

(1) Money due in respect of lands, rent of buildings, conservancy charges, water charges, 

licence fees, sales of good, fruits, grass and miscellaneous contracts, which has been 

ascertained to be irrecoverable may be written off the accounts only with the sanction of - 

(i) the Executive Officer if the amount involved does not exceed Rs. 50 in 

each individual case; 

(ii) the Board, if the amount involved exceeds Rs. 50 but does not exceed 

Rs250 in each individual case; 

(iii) the Director, if the amount involved exceeds Rs.250 but does not exceed 

Rs.1,000 in each case; and  
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  (iv) the Government in other case. 

 (2) Remission of money due in respect of lands, rent of buildings, sale of wood, 

fruits, grass and miscellaneous contracts may, for special reasons, be sanctioned by: 

  (i) the Executive Officer up to Rs.50 in each individual case; 

  (ii) the Cantonment Board up to Rs.250 in each inividyl case; 

  (iii) the Director, up to Rs. 1000 in each individual case; and  

  (iv) the Government up to any amount in each individual case. 

 15. Infructuous Expenditure. - Infructuous expenditure already incurred shall be 

allowed to stand in the accounts but the irregularity in respect thereof may with the sanction of 

the Government, be condoned or recovery waived, provided that where the amount does not 

exceed Rs.250 in any individual case, the irregularity may be condoned or recovery waived by 

the Board concerned. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



11 
 

 

CHAPTER V.----BUDGET ESTMATES 

 16@ Preparation and Submission of Budget Estimates. The Executive Officer shall 

cause to be prepared the Budget Estimates of receipts to be paid into, and of expenditure to be 

incurred from, the Cantonment Fund for the ensuing financial year to be drawn up in Form No. 

Cantt 1-B in accordance with the rule prescribed in this behalf. 

17  

  Deleted [vide Notification dated 16-09-66] 

18  

     

CHAPTER VI - FINANCIAL POWERS AND SANCTIONING OF EXPENDITURE 

 19. Financial Powers of the Executive Officer._ The Executive Officer shall have 

power to sanction expenditure out of the Cantonment Fund on repairs, stores, contingencies, and 

miscellaneous items, as under:--- 

 (i) in a class I Cantt – upto  Rs.50,000/-     in each individual case; 

 (ii) in a class II Cantt - upto Rs.25,000/-      in each individual case; 

 (iii) in a class III Cantt -upto Rs.10,000/-     in each individual case; 

 

 Provided that no expenditure over and above this limit shall be incurred unless the same 

has been sanctioned by the Board. 

 Provided further that no expenditure shall be incurred unless it is either:- 

(a) Provided for in the original or revised budget estimate as sanctioned, or 

(b) Sanctioned by the Director, or Deputy Director.( Amended as Director General and 

Regional Director respectively) 

20. Re-appropriations.  

(1) No expenditure shall be incurred for which provision does not exist under any 

of the heads of the budget estimates, without making provision for the excess by re-

appropriation from some other head under which saving are ascertained or anticipated. 

(2) Application for re-appropriation of funds shall be accompanied by a  

re-appropriation statement in Form No. Cantt. 2-B within the financial year to which the 

expenditure relates. 

21. Sanction for Re-appropriation:  
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The Cantonment Board may  

(a) with the previous sanction of the Dy. Dir (Amended as Regional Director) 

re-appropriate any sum from one major head of the budget estimate to another; 

and  

(b) re-appropriate any sum from one minor head of the budget estimate to 

another minor head under the same major head; 

Provided that the Board may not -  

(i) Re-appropriate funds allotted for original works without the 

previous sanction of the Director, or 

(ii) Utilize for other purposes any portion of a grant in and 

contribution given for a specific purpose. 

            Explanation :- The following are examples of major and minor heads: 

 Major head   I. Rates and Taxes. 

 Major head (a) Octroi. 

 Major head  A. General Administration. 

 Major head (2) pay of Establishment. 

22. Inevitable payments. The want of provision in the budget estimates or the temporary 

exhaustion of the budget allotment under any head, shall not operate to prevent payment or 

refund of any money, indisputable due by a Board, or to prevent record of any actual payment 

under its proper head of account. Such claims shall be met by re-appropriation in accordance 

with rule 21. All liabilities shall be liquidated without delay, and in no circumstances shall a 

liability be allowed to stand over to be paid from the budget grant of the following year, no, shall 

payments or refunds be postponed to the last day of a month or of the last month of the financial 

year. 
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CHAPTER VII  - RECEIPTS 

 23. Receipt of Money.   -  All monies received for credit to the Cantonment Fund 

shall be entered in the general cash book ,either directly or through  a subsidiary register in Form 

No. Cantt 3-B. 

 24. Grant of Receipt to the payer and the Custody of Receipt Books. 

 (1) With the exception of grants-in-aid and fines, and other monies for which a 

special receipt form may be prescribed, all monies, received in the office of the Board 

from persons other than Cantonment officials, shall be acknowledged by a receipt in form 

No. Cantt. 4-B. 

            (2)   (a) The receipt books shall be machine-numbered and must be kept under 

lock and in the personal custody of the Executive Officer or of a person 

authoresses by him this behalf. Receipt, issue and return of receipt books shall be 

watched through a register in Form No. Cantt. 7-B. 

 (b) Before a receipt book is brought into the number of forms contained 

therein shall be counted and the result recorded in a conspicuous place in the book 

over the signature of the Executive Officer or of a person authorized by him in 

this behalf. 

 (c) The receipt books shall be issued in serial order, but no new book shall be 

issued until all forms in the book sought to be replaced been used and the with 

counterfoils in returned. A note as to the return of such book shall be made in the 

remakes column in Form No. Cantt 7-B under the dated initials of the issuing 

official. 

 (3) The counterfoil of the receipt shall be signed by the cashier, if any, in token of 

receipt of receipt of money, by the official in charge of the general cash book or 

subsidiary register in token of entries having been made, therein, and by the Executive 

Officer or such other person as he may authorize in this behalf. The receipt shall be 

signed by the Executive Officer or such other person as he may authorize in behalf, he or 

such person have verified that the money receive has been correctly recorded in the 

general cash book or in a subsidiary register. 

 (4) All receipt must be written in figures and in words. Receipt shall be written with 

indelible pencil in duplicate by means of carbon paper, the carbon copy being retained by 

the official issuing the receipt, and the original detached and handed to the person making 

the payment. 
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 When not in use, the official concerned to whom the book is issued shall keep the 

receipt book under lock and key. 

 (5) In cases where payment of cantonment dues is made by cheque, a receipt for the 

actual cheque only be given in the first instance in the following ofrm:- 

 Received from …………………….. Cheque No……………..for 

Rupees……………drawn on ……………….on account of …………………….. 

 A formal payment receipt in Form No. Cantt. 4-B, shall be issued only after the 

cheque has been cashed and cleared. Such cheque shall first be entered in a register in 

Form No. Cantt. 34-B. 

 (6) In the event of the cheque being dishonored by the bank on presentation the fact 

shall be reported at once to the tenderer with a demand for payment in cash. But the 

Board cannot accept any liability for loss or damage which may possibly occur as a result 

of delay in intimating that the cheque has been dishonored. 

 (7) The Executive Officer or any other official shall not issue duplicates or copies of 

receipts granted for money received or duplicates or copies of bills or other documents 

for the payment of money which has already been lost. If any necessity arises for such a 

document, a certificate may be given that on a specified day, a certain sum on a certain 

account was received form a certain person. 

 (8) In case any unused form in Cantt, 4-B is lost by an official to whom it has been a 

public notice thereof shall be issued by the Executive Officer and the circumstance in 

which the loss has occurred shall be investigated. 

 25. Remittance by Cantonment Official A remittance to the office of the Board,      

made by a cantonment official shall accompanied by a duplicate challan in Form No. Cantt 5-B. 

 The duplicate foil of the challan, shall be returned be the official concerned, and the 

original, after it has been initialed by the cashier voucher in the office of the Board. 

 25-A. Accounts of Water Tares, etc.  The accounts pertaining to the recovery of water 

charges under section 234 of the Act, shall be kept in Forms Nos. 31-B and Cantt. 32-B. 

 

 

 

 

 



15 
 

 

 

 

CHAPTER VIII ------CUSTODY OF MONEY 

26.  (a)   Daily Remittance to Treasury. 

(a)   All monies received for credits to credits to the Cantonment Fund shall be remitted 

to the treasury daily or, where this is inconvenient, at regular intervals to be fixed by the 

Executive Officer. 

 (b) In no circumstances shall the amount left in the custody of the cahier esceed the 

security furnished by him and all money in hand on the last working day of each month 

be remitted on that day. The money shall be accompanied by:- 

  (i) a pass Book (vide rule 28); and  

                        (ii) a challan in Form No. Cantt 5-B or a remittance slip supplied by the Bank 

in which details of the amount remitted shall be entered. 

 The entries in the pass book shall be initialed by the Treasury Officer and the pass book 

returned to the cantonment office, where it shall be preserved as a substitute for vouchers in 

support of the remittance. The challan shall be retained by the Treasury Officer. The amount 

shall then be entered in the general cash book under the initials of the Executive Officer. 

 (2)   

(a)    Whenever the balance in hand is temporarily in excess of the cashier’s 

security the Executive Officer shall make special arrangements for the safe 

custody of the same in strong treasure chest, secured double lock, to be built or 

fixed in a strong room or wall. All the keys of the dame lock shall be kept in the 

same person’s custody, and as a general rule, the keys of one lock shall be kept 

apart from the keys of the other lock and in a different person’s custody. The 

chest shall not be opened unless both the custodians of the keys are present. 

 (b) The Director General, may authorize a departure from the letter of this 

rule in any individual case in which either the amount of cash handled or the 

extent of security furnished by the cashier, or any other special consideration, may 

held to justify the adoption of a simpler and less costly arrangement without 

impairing the safety of Cantonment Fund money. 
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            (3) Strong Rooms. - (i)   No place shall be used as a strong room unless it is first 

certified to be secured and fit for use as such by the Board after obtaining 

technical advice of the Executive Engineer. 

 (ii) Where there is no treasury within a Cantonment and money is remitted to 

the nearest treasury at fixed intervals, the President may arrange to keep the 

money in safe custody of the quarter-guard of either the civil police or the 

military. 

 27. Remittance to Treasury by Cantonment Official:- When a remittance is made 

by an official of the Cantonment Board direct to the treasury for credit to the Cantonment Fund, 

it shall be accompanied by a challan in triplicate in Form No. Cantt. 5-B of which one foil shall 

be retained in the treasury, and of the other two foils, which shall be returned duly receipted by 

the treasury, one shall be retained as his receipt by the official who made the remittance, and the 

other sent to the cantonment officer where the amount entered therein shall be brought to account 

in the general in the general cash book and the copy of the foil preserved in support thereof.     

 28. Pass Books. -  All sums paid into the treasury for credit to the cantonment fund 

and all payments made on cheques shall be entered in a pass book in form No cantt.6-B which 

shall be sent with each remittance and on the last working day of the month, to the  treasury to be 

written up. At the close of each month; the entries on each side of the pass book shall be totaled 

and balance struck under the signature of the Treasury officer. If any mistake is detected in the 

Treasury pass book the Executive Officer shall bring it to notice of the Treasury Officer who 

shall correct it under his dated initials. 

In cases where money is deposited with a bank, any periodical statement of accounts or a 

pass book supplied by the bank shall be maintained as pass book and kept in the custody of the 

Executive Officer or such other person as he may authorize in behalf.          
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CHAPTER IX ---- PAYMENTS 

 29. Method of payment ---- Ordinarily, payment shell be made by cheque. Sums of 

less than Rs. 100, may be paid from permanent advances, where payment be cheque is not 

specifically prescribed by these rules.    

30. Payment of Bills ----- (1)   Every item of expenditure shall be entered in a bill. 

All bills must be properly filled in and signed in ink. The amount of each bill shall, as for as 

whole rupees are concerned, be written in words as well as in figures. The feactions of a rupee 

may, however, be written in figures after the words stating the number or rupees, but in case 

there being no fractions, of a rupee, the word “only” shall be inserted after the number of whole 

rupees and care must be taken to leave no, space for interpolation as in the following examples:_                       

“Rupees twenty six only”,  “ Rupees twenty-five, 0-4-0”.    

(2) All corrections and alterations in the total of a bill shall be attested by the dated 

initials of the person signing the receipt as many times as such corrections and alterations are 

made.     

 Erasures and over-writings in any bill are forbidden. If any correction be necessary, the 

incorrect entry shall be cancelled neatly in red ink and the correct entry inserted. Each such 

correction, or any interpolation deemed necessary shall authenticated under dated initials. 

 (3) Bills and other voucher presented for payment shall be scrutinized by the 

Executive Officer or the person authorised by him in this behalf, and, if the claim is admissible, 

the authority is good and the signature true and in order, an order to pay shall made on the bill 

and signed by the Executive Officer who shall be personally responsible that the complete and 

affords sufficient information as to the nature of payment, and that the payee actually receives 

the sum passed and the receipt is a legal quittance. 

 (4) After the order to pay has entered on the bill and passed, the payment shall be 

made either by cheque drawn in the name of payee or subject to rule 29, in cash from the 

permanent advance. In the former case, the requisite entry shall be made in the general cash book 

and the bill, having been stamped “paid by cheque No._____ dated_______” shall be filed. In the 

latter case, the bill having been stamped “paid in cash” shall be retained in the custody of the 

holder of the permanent advance and the requisite entry shall be made by him in his permanent 

advance account. 

 (5) Every payment order shall be made on a bill, a note being made on the file 

concerned, referring to the number and date of the bill. A reference shall also be made on the bill 

to the file to which it appertains. 
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 (6) Dates of payment shall be noted by the payees in their acknowledgements in sub-

vouchers, acquaintance rolls, etc. 

 (7) When the tenderer of a bill required payment to be made through some other 

person or agency, he must specifically endorse an order or furnish such authorization as may 

necessary to pay to that specified person or agency. 

 (8) Stamps for Receipt ------ Receipts for all sums exceeding Rs. 20 must be stamped 

under section 3 read with item 53 of Schedule 1 of the Stamp Act (Act II of 1899), unless they 

are exempt from stamp duty. The stamps so affixed be defaced. 

 (9) Filing of Vouchers ----- Vouchers Challans shall be numbered serially for each 

month and shall be filed with the sub-vouchers in support of them pay bills may be filed 

separately. 

 31. Cheques ------ (1) Cheque books shall be obtained from the Treasury Officer or 

the Bank, as the case may be. 

 (2) All cheque books shall be kept locked in the personal custody of the drawing 

officer, who shall notify to the treasury upon which he draws, the number of cheque book and 

the number of cheques contained in the book which he, from time to time, brings into use. 

 (3) On receipt of a cheque book the drawing officer shall record on it the number of 

forms it contains. When relived of his officer, he shall take a receipt for number of cheques made 

over to his successor, and shall send to the treasury a specimen of the relieving officer’s 

signature. 

 (4) The loss of cheque book or a blank cheque form shall be notified to the Treasury 

Officer promptly. 

 (5) A cantonment Board having an account with a bank may notwithstanding 

anything contained elsewhere in these rules, use deposit slips, cheques and forms issued by the 

Bank in lieu of cheques, Challans, pass book and forms, prescribed hereunder. 

 (32) (1) Every cheque shall be signed by the Executive Officer. In the absence of 

the Executive Officer or when the Executive Officer is a military officer appointed officiate as an 

Executive Officer, cheques shall be the President. 

 (2) No cheque shall be signed unless required for immediate delivery to the payee, or 

except as provided in sub-rule (6) of rule 30, be drawn in favor of any person other them the 

actual payee.  

 (3) All cheques shall have written across them in words at right angles to the type a 

sum a little in excess of that for which they are granted. 
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 Example:  Across a cheque drawn for Rs. 39/13, there shall be written “under rupees 

forty”. 

 No abbreviation in cheques such as “eleven” for “one thousand and one Hundred” is 

permissible. 

 (4) All corrections and alteration in a cheque shall be attested by the drawing officer 

by his full signature. 

 33. Cheques shall be current for three months only after the month of issue. Thus a 

cheque bearing date any time in January shall be payable at any time up to the 30th April. 

 After the expiration of this period payment shall be refused at the treasury and it shall be 

necessary for the person in whose favor the cheque was drawn to return it. In the event of a 

cheque being so returned, no fresh cheque shall be issued, but the cheque shall be re-date, and 

the alteration signed by the drawing officer, a note of the fact of re-dating entered in red ink in 

the general cash book against the original entry. The alteration shall in no way after the accounts, 

and no further entries shall be made. 

 34. Cancellation of Cheques. ------ (1)    A signed cheque, when cancelled, shall be 

enfaced or stamped “Cancelled” by the drawing officer, and the fact cancellation shall noted red 

ink on the counterfoil and across the payment order on the bill or voucher under the initials of the 

drawing officer. Such cheques shall be preserved under lock, and key in the custody of the 

Executive Officer until the accounts have been audited, when these shall be destroyed by the 

Auditor, who shall certify to the destruction upon the counterfoil and make a note to this effect, 

in the audit note. 

 (2) When a cheque is cancelled before the general cash book has been closed for the 

day upon which the cheque was issued, the entry in the cash book shall be struck out in red ink 

under the initials of the drawing officer. When a cheque is cancelled after the cash book has been 

closed, the amount shall be adjusted in the manner prescribed in rule 38 (c). 

 (3) In case the cheque to be cancelled is not in the drawer’s possession he must 

promptly address the Treasury Officer to stop payment of the cheque, and on ascertaining that 

the payment has been stopped, shall make necessary entries in his accounts. 

 35.    (1) If the drawing officer is informed that a cheque drawn by him has been 

lost, he shall address the Treasury Officer drawn on forwarding for signature a certificate in the 

following form:- 

 “Certified that cheque No._______ dated______________ for Rs.________ reported by 

the drawing officer) to have been drawn by him on this treasury in favour of ________ has not 

been and will not be paid if presented hereafter.” 
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 (2)  If a cheque is lost or destroyed an Intimation of the fact shall be given to the 

treasury Officer, and when it has been ascertained from the pass book and by enquired at the 

treasury office that the cheque has not been cashed, its payment shall be stopped. The loss of the 

cheque shall be noted on the counterfoil. If a fresh cheque is not issued in place of the lost 

cheque, the procedure laid down in sub-rule (2) of rule 34 shall be following. If a new cheque is 

number and date shall be quoted against the original entry in the general cash book with the 

remark that original cheque has been lost and the following note shall be made on the counterfoil 

of this cheque:- 

 “Issued in lieu of cheque No._________ dated ____________lost destroyed. 

 (3) The provisions of rules 32, 33, 34 and 35 shall apply mutatis-mutandis to cheque 

drawn on a bank. 

CHAPTER X ------  CAHSH BOOK 

 36. General Cash Book. --- (i)  The general cash book shall be in Form No. Cant, 8-

B, and shall be closed and balanced daily and shall be signed by the Executive Officer and, 

during his temporary absence from the place of duty by such other officer as he may direct in this 

behalf. On his return to the place of duty, the Executive Officer shall countersign the book. 

 (ii) The cash, book; shall be checked and closed regularly. The signing officer shall 

verify the receipt said item by item with the subsidiary cash register in where such register is 

maintained and with the actual counterfoils of receipt where he such register is maintained; he 

shall verity the totaling and initial it as correct. Details of cash in hand on each day shall be given 

above the signature of the signing officer as under:- 

(a) Imprest ___________________ 

(b) Undisbursed ______________________ 

(c) General Revenue____________________ 

 Total___________________________ 

The Executive Officer shall by a surprise cheek on at least two days in each month, personally 

verify the actual cash (in hand) with the balance shown in the general cash book, and record a 

signed and dated certificate of verification below the last entry in the general cash book. 

(iii) Acknowledgements of payments shall be taken at the time of payment. Payment 

vouchers shall be numbered consecutively in a separate series for each month and the serial 

number of each voucher shall be entered in the cash book as soon as the payment transaction is 

entered in it. 

(iv) Cash books shall have their pages machine-numbered. As far as possible no lines 

shall be left blank, but if any space on a page of the cash book has to be left blank owing to the 

whole of the other page of the same folio being written up completely, a diagonal line shall be 

drawn to cancel the blank space, so that it may not be possible to make any subsequent entries 
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therein. Interpolation of entries should be avoided as far as possible, but when it becomes 

necessary to make any entries already made, such additions shall invariably by the dated initials 

of the Executive Officer or other officer authorized by him in this behalf. 

(v) At the end of each month the receipts and expenditure entered in the cash book 

shall be compared item by item with the pass book and the balance agreed and the differences, if 

any, shall be explained in a footnote in the general cash book as under:- 

 

Cash Book closing balance__________________________ 

Deduct income not yet credited into the treasury (a) ____________ 

Add amount of uncashed cheque (b) ___________ 

Balance as per pass book_________________ 

Details of____________ 

(a) _________________ 

(b) _______________ 

37. Classified Abstract.-----  (i)  For the classification of receipts and expenditure, a 

classified abstract shall be maintained in form No. Cantt. 9-B. The form shall be kept in two 

volumes, one for income and one for expenditure. 

 (2) A separate page shall be opened for each item of the budget estimate under which 

provision has been made, and the receipt and charges appertaining to those item for each day 

shall be taken, either as they occur or in the aggregate for the day, from the general cash book or 

from the bills, and entered in the appropriate columns of the abstract. 

 (3) At the end of each month the totals and progressive totals shall be made under 

each of the heads of the abstract, any transfer entries which may have been made in accordance 

with these rule being taken into account. 

 (4) The monthly totals in the classified abstract shall agree with the relevant Demand 

and Collection Register and shall be initialed by the Executive Officer. 

 (5) The Executive Officer may direct the opening of such subsidiary heads of account 

in the classified abstract as will enable him to furnish any special information required by high 

authority, and to prove other subsidiary accounts and register. 

 38. Transfer Entries - Transfer entries, namely, entries by means of with an 

 which an amount is transferred from one head of account to another, shall be 

 made in the following cases:___ 

 (a) to correct an error of classification, by deducting an amount from the head to 

 which it has been incorrectly credited or debited, and adding it to the head to 

 which it should have been credited or debited; 
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 (b) to adjust an advance against a bill for expenditure, by adding the amount to the 

 proper head of expenditure and to the head “Advance” on the receipt said; 

 (c) to adjust recovery of expenditure, in which case the amount recovered shall first 

 be  credited to be receipt head “Miscellaneous___ other items” and them adjusted 

 by deduction from that head and from the head of expenditure to which it was 

 originally debited; 

 (d) to adjust a refund of income made in the year in which the income was originally 

 recovery, in which case the amount refunded shall first be charged under 

 “Refunds” to the head of expenditure corresponding to the head of receipt to 

 which it was originally credited (or if there be no such head, to “Miscellaneous 

 Refunds”) and them adjusted monthly by deductions from that head and from the 

 head of receipt. No adjustment is necessary in the case of refunds of refunds of 

 income received in a previous. 

39. (i) Transfer entries shall always be made as soon as the necessity for them I 

discovered, but no such adjustment shall be made in accounts which have been finally closed for 

the year. 

 (ii) Every transfer entry shall be entered in Form in Form No. Cant. 10-B showing the 

head or heads of account to be debited and the head or heads of account to be credited, and the 

grounds upon which the adjustment is made. The entry shall be initialed by the Executive Officer 

and shall then be entered in the classified abstract of receipts and expenditure in the place 

provided. 

 Explanation.----- In the case of the two heads “Advances” on the receipt said “Deposits” 

on the expenditure said, entries under which will be mainly on account of adjustment by 

addition, the items may be entered in the body of the classified abstract instead of at the foot 

thereof. 
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CHAPTER XI- THE ANNUAL ACCOUNT AND MISCELLANEOUS ADVANCES 

 40. Annual Account - (1) The Executive Officer shall cause to be prepared annually 

by the 1st of Aug at the latest, a consolidated financial account called the annual account called 

‘the annual account’ showing the receipt paid into and payments made from the Cantonment 

Fund, classified under the several major and minor heads as contained in the budget estimates. 

  (2) The total of the details under head of receipts and expenditure, as given in 

the annual account shall agree exactly with the figures appearing under the same heads in the 

classified abstract. For the sake of comparison, the annual account shall also contain the figures 

of actual of two previous years. 

 (3) A certificate signed by the Executive Officer shall accompany the annual account 

to the effect that the closing balance as shown in the account has been compared with the balance 

as shown in the treasury pass book and found to be correct. 

 (4) The annual account shall as soon as possible after preparation, be forwarded by 

the Executive Officer, in duplicate to the Accountant General who shall compare the two copies 

and forward one copy to the Director, retaining the other copy in his own office for check by the 

auditor during audit with a view to furnishing the certificate of correctness prescribed by rule 10 

(2). 

 41. A copy of the annual account shall be laid before the Board for information 

during the month of Aug and a copy thereof shall be posted on the Notice Board of the 

Cantonment Office. 

 42. Miscellaneous Advances-  

  (1)   All advances, other than permanent advances and advances form the 

provident fund, shall be entered in a Register in Form No. Cant. 11-B All such advances 

outstanding at the end of the previous year shall be first entered and thereafter each advance 

made during the year shall be entered as soon as it is made. 

  (2) The Executive Officer shall be responsible for the recovery or adjustment 

of all such advances and shall bring to the notice of the Board twice an year all cases in which 

the recovery or adjustment has not been made in due time. 

  (3) When an advance is recovered in cash, or adjusted by deduction from a 

bill or by transfer entry, the amount shall be noted against the original advance in the column for 

the month in which recovery or adjustment is made. 

  (4) Adjustment by bill shall not be made unless such bill has been accepted 

and passed. 
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  (5) The register shall be balanced at the end of the year and the outstanding 

balances carried forward to the next year. 

 43. Personal Ledger:  

(1) In addition to accounting for all the expenditure incurred, it shall also 

be the duty of the Executive Officer to see that no charge is paid twice 

over, and that budget allotments are not exceeded. 

(2) To guard against the possibility of double payment and other 

irregularities and complications in account and also in order to keep a 

watch on liabilities and their adjustment, a personal ledger may be kept in 

Form No. Cantt. 12-B for persons, bodies, departments, units, institutions, 

etc, with whom business is continuously carried on or a running account is 

kept. 

 (3) When work is done for private persons, for which payments have 

to be made to the persons doing the work and recoveries are made from 

the persons for whom the work  is done, separate accounts shall be kept in 

the personal ledger for the person doing the work and for the person for 

whom the work is done and cross references given. 
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CHAPTER XIII ------- ESTABLISHMENTS 

 44. The Scale Register:  

(1)  The entire establishment of the Board shall be recorded under the 

signature of the Executive Officer, in Scale Register in Form No. 

Cantt.13-B. 

For the purposes of pay and audit, establishments which are charged under 

the different major heads of the budget estimates shall be treated as 

distinct establishments and shall be distributed into “sections” a separate 

page being allotted to each section in the scale register. The “sections” in 

the pay bill shall exactly correspond with those in the scale register.  

                                         (2)  Temporary establishment shall be recorded in the Scale Register 

separately from the permanent establishment, the period for which the 

temporary establishment has been sanctioned being distinctly 

specified. 

 Explanation ---- Daily labor is not included in the term “ temporary 

establishment”  and is a contingent and not an establishment charge. 

  (3) All other fixed recurring charges e.g. rents, contributions, grants 

etc    recorded in a separate of the page of the Scale Register. 

  (4) The Executive Officer shall not authorize payment of charges in 

respect of establishment and fixed recurring charges unless these have 

been shown in the scale register. 

 45. Revision of Establishment:  

   When a change, permanent or temporary is proposed in the number, 

designation or pay of appointments in the establishment of the Board, a letter fully explaining the 

proposals and the conditions which have given rise to them shall, save in the case of the 

appointment of temporary servants under Rule 9 of the Pakistan Cantonment Servant Rule, 1954 

be submitted to the Regional Director. In this letter should be set out: 

 (i) the present cost, and the cost of the last three years , either of the 

“section” or “affected, or of the total establishment, as the circumstances 

of the case may indicate to be necessary; 

   (ii) the cost of revision; 
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 (iii) details of the number and pay of the appointments when it is 

proposed to add or modify; 

 (iv)  the ability of the Board to meet the additional expenditure from its 

normal resources; and  

 (v) the date or dates from which proposed changes are to take effect. 

  NOTE-  Such proposal shall ordinarily be submitted under this rule at the 

time of submission of the Budget Estimates. 

 46. Proposition Statement 

(1) Whenever any large scale or complicated proposals are made for the 

revision of existing establishment or the creation of new establishment 

(including all proposals which require the sanction of Government), the 

letter explaining the proposals shall be accompanied by a proposition 

statement in duplicate in Form No. Cantt. 14-B. 

 (2)  

 (i) The proposition statement shall relate only to the section or part  of 

the office affected by the proposals. As regards the other parts or sections 

of the office, neither details nor figures of total cost will be required to be 

included. 

 Words under lined inserted vide Notification dt. 16-9-1966. 

 

 (ii) Where the pay of any post, existing or proposed, rises from a 

minimum by periodical increments, the average monthly cost, and not the 

actual or the commencing cost, must be given. The average monthly cost 

for the purpose of this rule shall be calculated in the manner prescribed 

below Fundamental Rule 9 (31). 

  (iii) Allowances attached to the posts affected shall be entered in the 

proposition statement. 

 47. Sanction of Revision of Establishment: 

   On receipt of the proposals for permanent or temporary changes in the 

establishment the Dy- Dir may sanction or refuse to sanction any such revision or may sanction it 

with such modifications as he may consider fit. 
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48. Pay Bills of Establishment:  

(1)  The pay of the establishment of a Board shall not be drawn or paid by the 

Executive Officer before the first working day of the month succeeding that by 

the labor of which it has been earned or on such other day after the first working 

day of the month as may be convenient, except when specifically directed by the 

Government; 

  Provided that in cases of dismissal, transfer, resignation or death 

pay of servants shall be drawn and disbursed immediately after it becomes due. 

 (2) The pay of the entire permanent establishment of the Board shall be drawn 

on one monthly pay bill in Form No. Cant. 15-B. 

 (3)  The pay of all temporary establishment shall be billed for separately in 

the same Form, and the sanction quoted. 

 (4) When pay is drawn for a portion of a month only, the rate at which and the 

number of days for which it is drawn, shall be entered in column 1 under name of 

the incumbent. Pay, officiating pay and leave salary not drawn but held over for 

future payment shall be entered in column 7 the reasons for their being held over 

being briefly noted. Pay, officiating pay and leave salary whether drawn or not 

shall be entered in columns 3 to 6. When the amount is subsequently drawn on a 

supplementary pay bill, reference to the withdrawal shall be given in the original 

bill from which the charge was withheld in order to prevent a second claim being 

entertained. 

 (5) The establishment of each section shall be grouped, marked off bill, but in 

a line and tolled separately in red ink. 

 (6) Arrears of pay shall not be drawn in the ordinary monthly pay bill, but in a 

separate bill, the amount claimed for each month being entered separately with 

quotation of the bill from which the charge was omitted or withheld or on which it 

was refunded by deduction, or of any special order granting with retrospective 

effect a new allowance. Such bill may be paid at time and may include as many 

items as are necessary. 

                         (7) Officials absent on leave or deputation or under suspension shall be 

clearly shown such in the monthly pay bills and any officiating arrangements that 

may have been made shall be noted. 

                        (8) Fines shall not be recovered in cash from the pay of establishment but 

shall be entered in column 3 of the pay-bill. 
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 (9) The wages be of daily laborers shall be drawn on muster rolls in   

Form No. Cantt,  23-B. 

        49. (1) In the case of officials transferred to the service of another Board, 

or to the service of the Board from Government service or service under 

local authority, and drawing pay for the first time from the Cantonment 

Fund, payment shall be made be only on production of a last pay 

certificate.  

 (2) When a cantonment servant is transferred from one cantonment to 

another, his pay and allowances up to the date of his finally making over 

charge of his post shall be paid out of the Fund of the cantonment from 

which he is transferred. 

 50. Two cheques shall drawn in payment of a pay bill, one in favor of the president or 

Executive Officer, for the net amount payable (column 12 of the pay bill) and the other in favor 

of the National Bank of Pakistan or any other bank authorized by Government, or the postmaster 

for the subscriptions and contributions to the provident fund (total of columns 11 and 14). 

 NOTE:-  (i)   Income tax should be credited to Government in accordance with 

local practice. A cheque for the amount may be drawn in favor of the Income tax Officer or his 

nominee, or the amount may be included in the cheque for pay drawn for the establishment and 

credited into the treasury. 

 Care should be taken to see that the amounts representing the contributions to the 

Provident Fund are posted in the classified abstract under the head H-1 (a). 

51. (1) When the pay bill has been drawn, the money shall be promptly disbursed 

to the payee concerned and their signatures taken in the proper column of the bill 

which shall be stamped, if necessary, by the payee. If the payee does not present 

himself before the end of the month, his pay shall be refunded by short-drawl on 

the next bill and redrawn when he presents himself. 

 (2) The Officer signing a pay bill shall be personally responsible for all pay 

and leave salaries drawn thereon until the same have been paid to the proper 

receipts and the latter have signed a quittance for the some. When the recipients 

and the later have signed a quittance for the same, his thumb impression or seal 

shall be taken. 

 (3) If in any case it is impracticable to obtain the payee’s receipt on the pay 

bill itself, a separate receipt shall be obtained and attached to the pay bill a remark 

to this effect being made in column 13 of the bill. 

 52.A. Travelling Allowances:  
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(1)  Journeys to undertaken in the interest of cantonment administration, by 

cantonment servants including a Medical Officer in charge Cantonment General 

Hospital and a Boards Legal Adviser, shall authorized by the Executive Officer. 

 (2) Journeys to be undertaken, in the interest of the cantonment 

administration, by the Executive Officer shall be authorized by the Director  in his 

Region. 

 “Provided that such journeys to be performed outside the Region shall be           

authorized by the Director General” and 

 (3) Journeys to be undertaken by the President or the members of a Board, in 

the interest of the cantonment administration may, at the request of the Board be 

authorized by “the Regional Director”. 

 (4) Travelling allowance claims shall be legit with and paid out of the 

Cantonment Fund in accordance with the instructions, scales and conditions laid 

by Government from time to time. 

 52.B Advances on Transfer Cantonment Services: 

 (1) Advances may be made to a cantonment under orders transfer, up to an 

amount not exceeding one month’s pay plus the travelling allowance to which he 

may be entitled. Such advances may be sanctioned by the Executive Officer. 

 (2) The advances made shall be recovered on the last pay certificate. The 

advance of pay shall be recovered from the servant in not more than three 

monthly installments, the recovery commencing from the month in which the 

servant concerned draws a full month’s pay on joining his new appointment. The 

advance of travelling allowance shall be recovered in full on submission of the 

travelling allowance bill. 

 (3) An advance under this rule shall be admissible to a cantonment servant 

who receives orders of transfer during leave. 

 (4) The grant of a second advance shall be admissible to a cantonment servant 

to cover the travelling expenses of any member of his family, who follows him 

within six months from the date of his transfer and in respect of whom an advance 

of travelling allowance has not already been drawn. 

 (5) When a single Lump sun advance is drawn to over the travelling expenses 

both of the cantonment servant himself and of his family, it may be adjusted by 

the submission of more than one bill if it so happens that members of his family 

do not actually make or complete the journey with him. In such a case the 

cantonment servant shall certify on each adjustment bill submitted by him that a 
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further bill in respect of travelling allowance of the members of his family (to be 

specified) who have not yet completed the journey, will be submitted in due 

course and is expected to include an amount not less than the balance of the 

advance left unadjusted. 

 (6) The advance of pay may be allowed to be drawn at the new station soon 

after the assumption of charge of the new post by the cantonment servant, on 

production of the last pay certificate showing that no advance was drawn at the 

old station. 

 (7) The amount of an advance of pay, made to a cantonment servant on 

transfer shall, on recovery thereof by the Executive Officer of the Cantonment to 

which he is transferred be refunded to the Fund of the cantonment from which he 

is transferred. 

 (8) The transfer travelling allowance of a cantonment servant shall be paid 

from the Fund of the Cantonment to which he is transferred and, in case of an 

advance of travelling allowance, the amount of advance shall, after adjustment on 

the submission by such servant of a Travelling allowance bee, be refunded to the 

Fund of the Cantonment form which he is transferred. 

 52.C. Advance for the Purchase of Conveyances:  

Advances for purchase of motor Cars, motorcycles, bicycles may be granted to cantonment 

servants by the Executive Officer on such terms and condition as may be laid down by the 

Director. 
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 CHAPTER XIII - PROVIDENT FUND ACCOUNT 

 53. The Fund  

  (1)  All monetary transactions relating to the Provident Fund, establishment by a  

Board for its servants, shall be kept distinct and separate from the Cantonment Fund in the 

manner stated hereinafter in this chapter. 

 (2) In the case of employees entitled to the benefits of the Pakistan 

Cantonment Servants Contributory Provident Fund under the relevant rules, the 

amounts subscribed by the employees and contributions made from the 

Cantonment Fund shall be noted in the appropriate columns of the pay bill, and 

shall be paid into the account of the post Office or National Bank of Pakistan or 

any other bank authorised by Government in this behalf. 

 (3) With the exception of a reasonable working balance in the Provident Fund 

account for meeting casual payments, all moneys shall be invested by the 

Executive Officer in the manner proscribed by the Government by general or 

special order in this behalf. 

  Details of investment out of the provident Fund shall be entered in the register of 

provident fund investments in Form No. Cant 35-B. 

  (4) The Provident Fund account shall be prepared neatly and accurately. 

(5) The account of a subscriber shall be treated as confidential No information 

shall be communicated to any other person without the written permission 

of the Executive Officer who shall not permit this information to be given 

where it is not required for official use. 

                        (6) All applications for withdrawals (temporary , final or otherwise) shall be 

disposed of promptly and carefully. 

                        (7) The amount of subscription and contribution throughout the year shall be 

expressed in whole rules. 

                         (8) All income from moneys invested under sun rule (3) shall be credited into 

and form part of the cantonment Fund. 

 54. Provident Fund Ledger: 

(1)  
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(a)   For every subscriber to the Contributory Provident Fund a 

separate ledger Form No. Cant, 16-B (Loose leaf) shall be 

maintained. 

 (b) Amounts credited debited to the Contributory provident 

Fund shall, on the same day, be posted in the Ledger. Columns 2,3 

and 7 shall be copied from the pay bill. 

  (c) While posting the Ledger, the following details shall be 

borne in mind:__ 

  (i) column 2- will show the amount of monthly 

subscriptions; 

 (ii) column 3- will show the amount of monthly 

subscriptions; 

 NOTE : The number of installments, i.e. 1st, 2nd or 3rd 

shall be noted in the remarks column against the 

corresponding entry of the month; 

     (iii) column 4 - will show total of column 2 and 3; 

 (iv)  column 5 - represent, in case of advances (a) the 

amount of advances paid to a subscriber out of his 

subscription, and. 

 (b) withdrawals in lump sum of monthly payments in 

respect of postal or other insurance cover; 

     NOTE : 

(1)  Amounts withdrawn from the provident Fund for 

payment in lieu of insurance premium shall not be 

recovered from the pay of the subscriber. 

 (2) Number and date of order sanctioning the advances, 

number of installments in which it is recorded in the 

remakes amount of each installment shall be recorded in 

the remarks column against the corresponding entry of the 

month. 

 (v) column 6 - will represent the monthly contribution 

from the Cantonment Fund. 
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 (vi) column 7 ---- will show authorised deductions 

under the rule of the Provident Fund, or payments on 

account of insurance premia.     

   (2) Monthly Provident Fund Account: 

(a) A monthly consolidated provident fund of all 

subscribers shall be maintained in From No. Cant, 17-B. 

 (b) Amounts credited or debited to the Contributory 

Provident Fund shall, on the same day, be posted in the 

provident fund monthly account. 

 (c) At the close of each financial year the balance of the 

provident fund as shown in the Provident Fund monthly 

account shall also tally with the actual balance of Provident 

Fund in the Bank account plus any amount invested out of 

the provident fund. 

 (d) While posting the provident fund monthly account 

the following details shall be borne in mind:- 

 (i) column 4 - will show the amount at the 

credit of a subscriber on the last day of the 

preceding month; 

 (ii) column 5 - will shall the amounts of 

subscriptions by the subscriber during a  

plus the amount recovered on account of 

advances; 

 (iii) column 6 - will represent the amount 

contributed from the Cantonment Fund. 

 (iv) column 7 - will show total of column 

4 to 7; 

       (v) column 8 - will show; 

  (a) the amount credited to Cantt.    

Fund in case of dead account to 

when contribution  is not to be 

paid to a subscriber under the 

relevant rules; and  
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                                                                                                (b) the amount remitted to 

Government or another 

cantonment in case of 

transfer of a subscriber. 

 vi) column 9 - will show amount paid to 

a subscriber (as advance or on being 

relieved from service) or to his nominee. 

 (v)  Column 10 - will represent the amount 

of authorised payment on account of life 

insurance premium on behalf of a 

subscriber; 

                                                            Column 11____will show of column 8 to 10; 

(vi) Column 12____will represent the amount living at the credit of a 

subscriber on the last day of a month i.e. column ;  minus column 

11. 

 55. Dead Account:     (1) When an account is declared to be a dead account under the 

Pakistan Cantonment Servants Contributory Provident Fund Rule. 1954 it shall be closed in the 

provident Fund ledger and in the monthly account. The money shall then be drawn out of the 

Bank, credited into the Cantonment Fund and entered in the general cash book as a 

miscellaneous receipt. If the amount is subsequently claimed, the fact of payment shall be noted 

against the entry in each account book to avoid a double payment. 

 (2) The transfer of the provident fund money to the Cantonment Fund shall not alter 

the fiduciary capacity in which the money is held by the Board or relieve the Executive Officer 

of the duty of ascertaining the proper person legally entitled to receive such money or of the 

responsibility of paying the amount to that person. 

 (3) A register for unclaimed deposits in Form No. Cant 36-B shall be maintained. 

 56. Recovery of Advances. ---- (1)   (a)   Recovery of advances made from the 

Provident Fund shall be governed by the relevant Provisions of the Cantonment Servants 

Contributory, Provident Fund Rules 1954. Such recovery shall be watcher through the ledger of 

the subscriber. The entries of repayment shall be made from the pay bills the installments of the 

advances as recovered shall be noted in column 11 of the pay bill and added to the monthly 

subscription shown therein, a note being made in the remarks column of the pay bill to show how 

much is on account of recovery of advance and how much on account of the monthly 

subscription and the number of installment. 
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 (b) In case of more than advance, the remarks column of the pay bill shall show 

distinctly the number of installment of each advance. In the provident fund ledger, the recovery 

of advances shall be shown in column 3 and the advances or withdrawals shall be shown in 

column 5. The amount of unadjusted advance with the number of installments still to be paid at 

the end of the year shall be shown in the appropriate space at the foot of the provident fund 

ledger. 

 (2) Payment Vouchers ------ payment vouchers shall represent payments made out of 

the provident fund for :- 

 (i) advances for special Purposes; 

 (ii) amount withdrawn for payment of insurance premia, and 

   (iii) final withdrawals. 

 These vouchers shall be filed separately for each year. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



36 
 

 

CHAPTER XIV ---- MISCELLANEOUS CHARGES AND PERMANENT ADVANCE. 

 

57.  Contingent Charges. ----  All contingent charges for which forms have not been 

prescribed elsewhere in these rules, shall be drawn in a contingent bill Form No. Cant. 18-B. 

 Explanation:___ In this rule, “contingent charges” mean and include all incidental and 

other expenses which are incurred for the management of an office or which do not fall under 

any other head of expenditure. 

58. Permanent Advance --- (1) The Executive Officer or any official authorized in this 

behalf whose duties cause him to incur petty expenses which must be paid before money can be 

drawn non a contingent bill may, with the sanction of the Board, be allowed a permanent 

advance of an amount fixed on the supposition that recoupment’s will be made at least once a 

month. 

 (2) All permanent advances shall be recorded in register in Form  

59. (1) Each holder of a permanent advance shall on fist receiving it and  thereafter on 

the 1st of April in each year, sign an acknowledgment in these terms:- 

 “I acknowledge to have in my possession a permanent advance of Rs.--- which sum is 

due from and to be accounted for by me. 

 (2) On transfer of charge of an office, a similar acknowledgement for the full amount 

shall be signed by the relieving officer and shall be filed. 

60. Each officer holding a permanent advance shall maintain a permanent advance account in 

Form No. Cant. 20-B in which shall be entered the items of expenditure from the advance as they 

occur. All sub-vouchers and receipt shall be preserved and assigned a serial number to be entered 

in the permanent advance account. The headings of the column shall follow the budget the serial 

number of sub-vouchers shall always recommence with No.1after each recoupment. 

61. When the cash in hand is running low, and at the end of the financial year, whatever the 

amount in hand may then be, the permanent advance shall be recouped as follows:_ 

 (i) A red line shall be across the page of the permanent advance account, the total of 

 the items made, and a contingent bill prepared in Form No. Cant. 18-B, in which 

 full details of expenditure shall be given. The contingent bill shall be supported by 

 sub-vouchers. The official responsible for the permanent advance shall compare 

 the contingent bill with his permanent advance advance account, initial the grand 
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 total in the latter, and having stamped the sub-vouchers as “cancelled” sign the 

 contingent bill, and submit it for payment. 

 (ii) The recoupment of expenditure from the last recoupment to date, shall always be 

 made in full so that the amount in hand will be the amount of the advance. 

 (2) Grant of permanent advances is subject to the following rules:__ 

 (i) As these advances involve the permanent retention of money outside the 

treasury, they must not be larger not be larger than is absolutely essential. 

  (ii) These advances should not be multiplied unnecessarily. 

 (iii) The advance is intended to provide, on the responsibility of the officer 

entrusted  with it, for emergent expenses of all kinds, though it is seldom that 

they will be  needed for other than contingent charges thus, if a class IV servant 

is required to  travel by rail, his fare must some time necessarily be advanced 

from this amount. 

 (iv) The holder of permanent advance is responsible for the safe custody of the   

money  placed in his hand he must at all time be ready to account for the total 

amount of the money.      

 

 

 

 

 

 

 

 

 

 

 

 

 



38 
 

 

CHAPTER XV : PUBLIC WORKS----STORES AND STOCK ACCOUNTS 

 62. public works__(1) Classification of works.____ The operations of the Board 

with regard to public works shall be divided into the following two classes namely__ 

 (a) Original Works : and  

 (b) Repairs and maintenance. 

Explanation I__ “Original works” shall include__ 

(i) All new works and additions or material alterations to existing works, and. 

(ii) All repairs to newly purchased or previously abandoned works, which are 

necessary in order to bring them into use. 

Explanation II__ “Repairs” mean all woks other then original works and shall include repairs 

necessitated by fire, flood, earthquake, abnormal storm or other calamity. 

 (2) Every annual repairs estimate, which is intended to provide for repairs to be 

carried out annually, such as white-washing, renewing mud-roofs etc, as also for periodical petty 

(including quadrennial and occasional) repairs that are necessary to keep the building or road up 

to a proper state of preservation, shall be prepared from the standard measurement book in Form 

No. Cant. 22-B. 

 (3) To facilitate the preparation of estimates for preparation of estimates for 

periodical repairs, a standard measurement book shall be kept in the Cantonment Office, 

showing the detailed measurements of each kind of Work. 

 62.A. Contracts and work orders____(1) The works executed by the Board may be 

carried out by one of the under mentioned methods: 

 (a) departmentally by the employment of daily labor; 

 (b) by contract, and. 

 (c) through Government agency- Central Provincial. 

Explanation.___ Every work done under an agreement is termed “Contract Work” and every 

work done through a Government agency is termed “Deposit Work. 

 (2) Every contract relating to a work shall invariably be in writing and shall be 

precisely and definitely expressed, shall state the approximate quantity and the quality of the 

work to be done, the specification to be complied with the time within which the work is to be 

completed, the conditions to be observed, the security to be lodged and terms upon which the 
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payments will be made and penalties exacted with any provisions necessary for safeguarding the 

property entrusted to the contractor. 

 (2a). The Board shall follow the contract agreement prescribed by the MES with such 

modifications as may be considered expedient subject to the provisions of these rules. 

 (3) Contracts may be of three kinds, viz, lump, Schedule and combined. 

Explanations --- (a)  In a lump sum contract, the contractor engages to execute the with all its 

contingencies in accordance with drawings and specifications for a fixed sum. 

 (b) In a Schedule contract, the contractor undertakes to execute the work done 

materials supplied. 

 (c) A combined contract is a combination of the other two kinds of contracts. In such 

a contract, a fixed sum is proposed for the completion of the work as specified and a schedule of 

rate is agreed upon by which to regulate the price to be paid or be deducted for additions and 

alternations. 

 (4) Enforcement of Terms of Contract.____ The Executive Officer and his 

subordinate staff are responsible that the terms of contract are strictly enforced, and that no act is 

done tending to mollify or vitiate a contract. 

 62B.  Contract Documents :--  Before a work is given out contract, the Executive 

Officer Must cause to be prepared the necessary contract documents to include:__ 

(i) A complete set of drawing showing the general dimensions of the proposed work, 

and so far as necessary, details of the various parts;          

(ii) A complete specification of the work to be done, and of the materials to be used, 

unless reference can be made to some standard specification ; 

(iii) A schedule of quantities of various descriptions of work; and  

(iv) A set of “conditions of contract” to be complied with by the person whose tender 

is accepted. 

 (2) The following fundamental principles are laid down for the guidance of 

 authorities who have to enter into into contracts or agreements: _ 

 (a) The terms of a contract must be precise and definite, and there must be no 

room  for ambiguity or misconstruction therein. 

 (b) As far as possible contracts in standardized forms prescribed by the 

Government  shall be drawn up. The Government may also prescribe a standard 

form of a notice of tender.  
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 (c) Contracts shall, where possible, be executed on one or other of the 

standard forms, but they may be modified to suit the requirement of any particular 

case. 

 (d) The terms of the contract once entered into shall not be materially varied without 

 the consent of the competent authority. 

 (e) No contract involving an uncertain or indefinite liability or any condition of an 

 unusual character shall be entered into without the previous consent authority. 

 Even in cases where a formal written contract is not made, no order for supplies 

 etc. shall be placed without at least a written agreement as to price. 

 (f) Provision must be made in contracts for safeguarding Cantonment Fund Property 

 entrusted to a contractor. 

 (g) Provision shall be made in every contract to enable the Board to cancel it with due 

 notice and without excessive cost. 

 (h) Estimates for works shall not be split up to avoid the necessity for obtaining the 

 sanction of higher authority. 

 

NOTE :-  A clause to the effect that the contractor shall be responsible for compensation to any 

of his workmen under the Workmen’s Compensation Act shall invariably be inserted in the 

contractor’s agreement. 

 62 C. Tenders  (1)  Tenders shall invariably be invited in sealed covers in the most open 

and public manner possible, by advertisement in a local newspaper, or by notice in English and 

Vernacular, posted in public places, and tenderers shall be given free access to the contract 

documents. The notices shall in all cases state:- 

  (i) The place where and the time when the contract documents can be seen, and the 

 blank forms of tender obtained; also the amount, if any, to be paid for such forms 

 of tender. 

 (ii) The place where, the date and the time when tenders are to be submitted and are 

 to be opened. The limit of notice after first advertisement shall be at least ten 

 days. 

           (iii) The amount of earnest money to accompany the tender, and the amount and 

nature of the security deposit required in the case of the accepted tender. 

(i) With whom, or with what authority, the acceptance of the tender will rest. 

(ii) Other terms and conditions of the tender. 
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  (2) Authority shall always be reserved to reject any or all of the tenders so received 

without assigning any reason, and this shall be expressly stated in the advertisement or notice. 

  (3) (a) At the advertised time and place all tenders received for the same contract 

shall be opened by the opened by the Executive Officer or, in his absence, by the president in the 

presences of such of the tenderers or their agents, as may choose to attend. 

  No tender shall be entertained or accepted from any person directly or indirectly 

connected with in his capacity as a servant or a member thereof. 

   (b) A box suitably secured and sealed shall be kept in the Cantonment. Office 

for receiving tenders. The key of the box shall remain in possession of the Executive Officer. 

The box shall be opened in his office as provided in clause (a) of this rule. 

  (4).   (a)   Lowest fender shall normally be accepted, unless, for good and sufficient 

reasons to be recorded in writing, it is decided otherwise. No explanation as to the cause of 

rejection of a tender shall be officered to the person making a tender. 

   (b)  Every Board shall maintain a list of approved contractors. Which shall be 

prepared and revised in such manner as the Government may direct. 

  (5) No tender for the execution of works of any description shall be received unless 

accompanied by cash or bank receipt for deposit of cash, as earnest money to the extent which 

has been notified as necessary by the officer inviting tenders. 

  (6) The amount of earnest money to be deposited shall be sufficiently large to be a 

security against loss case of the contractor failing to furnish the required security within the 

appointed time after the acceptance of his tender. 

  (7) General conditions - (a) The issue of material to contractors who have contracted 

for completed items of work is generally permissible only in the following circumstances:- 

  (i) when it is necessary to retain the supply of imported materials, in the hands of the 

 Board ; or 

  (ii) when in the interest of work, or with the object of utilizing existing stocks of 

 materials, it is desirable to retain in the hands of the Board the supply of certain 

 materials and a condition to this effect has the been inserted in the contract. 

  In both cases the contract should specify (1) the materials to be supplied for use of the 

work, (2) the places of delivery and (3) the rates, including the storage rates when the materials 

are to be issued from stock, to be charged to the contractor for each description of material; and 

the contractor should be held responsible for obtaining from the Board all such materials 

required for the work and for making payment therefore, by deduction from his bills, at the rates 

specified, regardless of fluctuations in the market rates or in the stock rates. 
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 NOTE___ 1. The rates, including the storage rates when the materials are to be issued from 

stock, to be charged to the contractor for materials to be supplied should be definitely specified, 

vague quotations, e.g. at stock rates” being avoided; and if intending contractors had been told 

that the materials would be supplied at a certain rate and asked to tender on that assumption then 

that rate should be adhered to in the contract. 

         2. Similarly, the rates to be allowed to the contractor for items of work should be 

definitely stated. But if for any special reason, the contract provider for the payments for work 

done to be made at a specified percentage below or above the rates entered in the sanctioned 

estimate of the work (or the Schedule of Rates), it should be stated in clear terms in the contract 

that the deductions, as the case may be, of the percentage, will be calculated on the gross and not 

the net, amounts of the bills for work, done, and in fixing the percentage it should be borne in 

mind that the calculations will be so made. 

  (b) No carriage or incidental charges are to be borne by the Board for moving the 

materials beyond the place where the contractor has agreed to take delivery thereof. 

  (8) Schedule of Rates. --- The Pakistan Military Engineering Services Schedule of 

Rates shall be adopted by all Board except where Government direct otherwise. 

  63. Commencement of work ---  

  (1)   (a)   No work shall be commenced or liability incurred in connection with until 

approval there to has been obtained, a properly detailed and estimate have been sanctioned and 

provision for funds made. 

  A proper work order on such form as may be prescribed by the Government will 

normally be issued for each work. 

   (b) Verbal orders for the commencement of work are to be deprecated as 

being liable to misapprehension but in cases where such orders are given there shall always be 

confirmed in writing as soon as possible. 

  (2) Scope of sanction ---- The authority granted by a sanction to an estimate must on 

all occasions be looked upon as strictly limited by the precise objects for which the estimate was 

intended to provide. Accordingly, any anticipated or actual savings on a sanctioned estimate for a 

definite work shall not, without special authority, be applied to carry out additional work not 

contemplated in the original work or fairly contingent on its actual execution. 

  (3) Lapse of Sanction ----The approval of, or sanction to an estimate for any work, 

other than annual repairs, shall, unless such work has been commenced, cease to operate after a 

period of two years from the date upon which it was to accorded. 

  (4) Alteration in Design during Construction -- Where important structural 

alterations are contemplated the orders of the original sanctioning authority shall be obtained. 
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  (5) Due regard to be paid to public Safely and Convenience. -- In the execution of 

works every case shall be taken, that the safety and convenience of the public are duly attended 

to, and that ail operations are carried on in such a manner as to interfere as little as possible with 

the traffic or ordinary pursuits of the people. Temporary roads and bridges shall, when necessary, 

be provided and particular attention shall be paid to the adequate lighting at all obstructions to 

public roads and rights of way. 

  (6) Order book ---- An order book shall be opened and kept on all important works in 

which all important orders to the executive subordinate or to the contractor shall be written. The 

dated initials of the contractor must be obtained and of the subordinate must be entered in token 

of having read and understood the orders. 

  Diaries of progress of the work shall also be maintained under the orders of the Executive 

Officer. 

  (7) Revised Estimates --- When any excess over a sanctioned is foreseen, and there is 

likely to be unavoidable delay in the preparation of a revised estimate, an immediate report of the 

circumstances shall be made to the authority whose sanction will ultimately be required. A 

revised estimate must be submitted when sanctioned estimate is likely to be exceeded by more 

than 10 per cent, for any cause whatever, or when material developments or deviations have 

necessitated revised approval. When a revised estimate is submitted, it must be accompanied by 

a statement comparing it with the latest existing sanction of competent authority and by a report 

showing the progress made to date. 

  (8) Original Works ---   Sanction of all original works shall be sanctioned by the 

Regional Director, after the detailed estimates and plans have been submitted to him. These plans 

and estimates shall ordinarily be forwarded at the time of submitting the budget estimates; but in 

special circumstances these may be submitted separately. 

  Provided that original works costing upto *Rs.20000 may be sanctioned by the Board 

and upto Rs.10000 by the Executive Officer. 

  Provided that all such sanctions together with other details, if so required, shall 

invariably be communicated to the Director within one week of their issue. 

  (9) Register of Buildings : A register of all buildings owned by the Board shall be 

maintained in Form No. Cant. 38-B. The value of each separate structure shall be shown 

separately. 

  In the case of purchased, acquired and resumed property, the price paid shall be 

apportioned, if possible, between the various items comprising the i.e. the main building servant 

quarters, compound wall, etc. 
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  If the property is disposed of in any manner, a note to this effect shall be made in the 

remarks column under the dated initials of the Executive Officer. 

  (10) Inspection of Building --- Every building shall be carefully examined once every 

year by the executive subordinate, such inspection being made in respect of soundness or 

otherwise the roof and genera condition of the building. The executive subordinate shall also 

make notes of his inspection. 

     

  The register of inspection of inspection shall be in the form given below and shall be 

shown to the officer deputed under Section 47 of the Act. 

Form of Register of Inspection 

   Cantonment ……………..Name of Building ………………….. 

Year Portion of building 
Inspection Report 

General condition Remarks 

 Foundation                  …       …        … 

Floors                          …       …        …       

Wall structure              …       …        … 

Wall surface                 …       …        … 

Roof Beams                 …        …        … 

 Roof covering             …        …        … 

Joinery                         …        …         … 

Painting                       …         …        … 

Fixtures and installations         …        … 

  

  

 

Signature ………………………. 

Date ……………………………. 

 

64. Measurement books.---  (1) Payment for all works done (otherwise than by daily labor) 

and for all supplies of materials shall be made on the basis of measurements recorded in 

Measurement Book in Form No. Cant. 22-B. 

 (2) All Measurement Book belonging to a cantonment shall be-numbered serially and 

a register of these shall be maintained in Form in Form No. Cant. 7-B in the cantonment office 

showing the serial numbers of each book, the date of issue and the date of its return, so that its 

eventual return to the cantonment office may be watched. 

 (3) Measurements shall be recorded during the progress of the work having regard to 

the provisions of the following clauses:- 
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 (a) Subject to such subsidiary orders as may be laid down by the Government, detiled 

measurements shall be recorded only by the executive subordinates in charge of works to whom 

books have been supplied for the purpose. 

 Explanation. ---- For the purposes of this chapter the words “executive subordinates” 

mean and include the Cantonment Engineer, the Cantonment Overseer, the Cantonment Public 

works Overseer and other servants of the Board entrusted with the execution of duties connected 

with the works. 

 (b) All measurements shall be neatly taken down only in the measurement book 

(Form No. cant. 22-B) and nowhere else.  

 (c) Each set of measurements shall commence with entries stating . 

  (i) full name of the work as given in the estimate, (b) situation of the work,  

(c) name of contractor, (d) number and date of his agreement, (e) date of written 

order to commence work, (f) date of actual completion of work and (g) date of 

measurement; 

             (ii) In the case of bills for supply of materials:- 

(a)   Name of supplier and (b) number and date of his agreement or order,  

purpose of supply; 

 and shall end with dated initials of the person making the measurements. A suitable 

abstract shall then be prepared which shall contain, in the case of measurements for work 

done, the total quantities of each distinct item of work. 

(d) The person taking the measurement shall work out and enter in the measurement 

book the figures for the “contents” column. If the measurements are taken in 

connection with a running contract on which work has been previously measured, 

he shall take care that reference to the last set of measurements is recorded and 

that if the entire job or contract has been completed, date of completion is duly 

noted in the appropriate place. If the measurements taken are the first set of 

measurements on a running account, or the first and final measurements, this fact 

shall be suitably noted against the entries in the measurement book and in the 

latter case, the actual date of completion noted in the appropriate place. 

(e) The pages of the measurement book shall be machine numbered. Entries shall be 

recorded continuously, and no blank page left or torn out. Any page left blank 

inadvertently shall be cancelled by diagonal lines, the cancellation being attested 

and dated under the signature of the Executive Officer. 

(f) The entries shall, as far as possible, be made in ink. When this is not possible, the 

`entries shall be made in indelible pencil, and the pencil entries shall not be inked 



46 
 

over, but shall be left untouched. The entries in the “contents” column shall be 

made in ink. No entry shall be erased. If a mistake occurs, it shall be corrected by 

crossing out the incorrect works or figures and inserting the corrections. The 

corrections so made shall be initialed and dated. 

(g) When any measurements are cancelled, the cancellation must be supported by the 

dated initials of the officer ordering the cancellation or by a reference to his orders 

initialed by the officer who made the measurements, the reasons for cancellation 

being also recorded. 

 (h) Each measurement book shall be provided with an index which shall be kept up-

 to-date. 

 (4) Standard Measurement Book.---- If standard measurement books of buildings are 

maintained in order to facilitate the preparation of estimates for periodical repairs, they 

may be utilized for the purpose of preparing contractor’s bills for such repairs, subject to 

such subsidiary instructions as may have been laid down by the Government, so that it 

may not b necessary to take detailed measurements on each occasion in maintaining the 

standard measurement book, the following provisions shall be observed namely:- 

 (i) The standard measurement book shall be numbered in an alphabetical 

series. 

 (ii) The entries of measurements (and abstracts thereof) in the standard 

measurement  books shall be recorded legibly in ink and certified as correct by 

the Executive  Officer. 

 (iii)     The Executive Officer shall inspect the measurement books periodically 

and shall certify that all the standard measurement books of the cantonment have 

been  inspected by him, that the entries therein have not been tampered with, and 

that all corrections due to additions and alterations in the buildings have been 

made in the  books and the latter are reliable and up-to-records; 

(iv)   When a payment is based on standard measurements, the subordinate 

preparing the bill for payment shall certify that whole of the work or work since 

the previous running bill, as the case may be, as per standard measurement has 

been  done and that it has not previously been billed for in any shape. 

 65. Payments for work done --- (1) Subject to the terms of the contract and such 

subsidiary instructions as may be laid be down by the Executive Officer to ensure that the works 

are executed in accordance with the prescribed specifications, plans and drawing, payments for 

work done shall not be made to the contractor otherwise than on the certificates of the officer-in-

charge of the work, as detailed in sub-rules (2) and (3). 
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 (2) Whenever it is proposed to make any intermediate payment, a certificate shall be 

given by the official-in-charge of the work tot eh effect that he has satisfied himself that the 

value of the work done is not less than a specified amount in conformity with contract 

agreement, that, with the exception of authorized additions and alterations, it has been done, 

according to the prescribed drawing and specifications and that Executive Officer, has by 

physical inspection, satisfied himself as to the correctness of the certificate. 

 (3) In the case of final payment, in addition to a record of detailed measurements in 

respect of additions and alterations, there shall be given a certificate of completion of the work 

according to the prescribed drawings and specifications signed by the Executive Officer or such 

other officer as my be authorized by the in such form as nay be prescribed by the Government. 

 (4) Payment of Contractor’s Bills.--- Before the bill of a contractor is prepared, the 

entries in the measurement book relating to the descriptions and quantities of work or supplies 

shall be scrutinized by the Executive Officer, and the calculations of “contents” shall be checked 

arithmetically under his supervision. The bill shall then be prepared from the measurement book 

entries. The rates allowed shall be entered either in the abstract of measurement or in the bill 

itself. Full rates as per agreement, indent other order shall be allowed only of the quality of work 

done or supplies made is up to the stipulated specifications. When the work or supplies fall short 

of the standard, and under the agreement it is permissible to make final payment if the contract is 

determined, or an on-account payment if the contract is to run on, only such a fraction of the full 

rate should be allowed as is considered reasonable, with due regard to the work remaining to be 

done and the general terns of the agreement. 

 NOTE  1___  if the contract agreement does not specify the rates to be paid for the 

several classes of work or supply, but merely rates that the estimated rates, or certain percentage 

below or above them, will be allowed, it should be seen that the standard rates adopted are those 

of the sanctioned estimate which was in force at the time the agreement was executed, or, if the 

agreement was preceded by a tender, on the date the tender was signed by the contractor. 

Subsequent sanctions to original or revised estimates have no effect on the terms of such an 

agreement. If no sanctioned estimate is in existence at the time of signing the agreement or the 

tender, as the case may be, the rates payable for each item of work should be specified. 

 NOTE  2___  As a general rule, payment for supplies is not permissible until the stores 

have been received and taken on stock. 

 NOTE  3___  The page of the measurement book shall be noted on the bill at the time it 

is passed, and the serial number in the register of works shall be similarly noted at the time the 

bill is entered in such register. 

 (5) On receipt of the bill, the executive Officer shall compare the quantities in the bill 

with those recorded in the measurement book and see that all the rates are correctly entered and 

that all calculations have been checked arithmetically. When bill is on a running account, it shall 



48 
 

be compared with the previous bill. Memorandum of payments shall then be made up, any 

recoveries which should be made on account of the work or supply or on other accounts, being 

shown therein. The Executive Officer shall them record a pay-order specifying both in words and 

figures, only the net amount payable. A “no demand certificate” shall be obtained from the 

contract at the time of making final payment. 

 (6) Running payment.---  When an “on account” bill has been received in the 

cantonment office and there is likely to be delay in authorizing payment for special reasons to be 

recorded in writing, the Executive Officer may, at his discretion, on receipt of an application 

from the contractor for financial and in the shape of part payment, make a lump sum advance 

payment subject to the following conditions:- 

  (i) The amount of advance shall not exceed 75 per cent, of the cost of work 

done. 

                         (ii) An undertaking shall be obtained from the contractor before the payment 

is actually made that should the amount of advance paid to him be subsequently 

found to be more than the cost of the work done in respect of which the advance 

was paid, he shall refund forthwith the amount overpaid. The Executive Officer 

shall be responsible for the adjustment of the advance before final payment of the 

bill. 

 (7) Departmental Labor.--- All persons engaged departmentally for the execution of 

works shall be considered as day laborers and their wages shall be drawn on Muster Rolls. 

 (8) Muster Rolls. --- Muster Rolls shall be prepared in Form No. Cant. 23-B and 

dealt with in accordance with the following rules:- 

 (a) One or more muster rolls shall be kept for each work, but muster rolls shall, in no 

 case be prepared in duplicate. It shall be permissible to keep one muster roll for 

 laborers employed upto several small works. 

 (b) Laborers may be paid more than once a month and the period covered by each 

 payment may be determined locally; but separate by each payment for each period 

 of payment. 

 (c) The daily attendances and absences of laborers and the fines inflicted on them 

 shall be recorded on the muster roll in such a way as - 

 (i) to facilitate the correct calculation of the net wages of each person for the 

period  of payment, 

  (ii) to render it difficult to temper with or to make unauthorized additions to, 

 alterations in entries, once made, and  
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(iii) To facilitate the correct classification of the cost of labour by works.   

 (d) after a muster roll has been passed by the Executive Officer, payment thereon 

 shall be made as expeditiously as possible. Each payment shall be made and 

 witnessed by the officer-in-charge of the work, who shall certify to the payments 

 individually, at the same time specifying, both in words and in figures, at the foot 

 of the muster roll, the amount paid on each date. If any items remain unpaid, the 

 details thereof shall be recorded in the muster roll. 

 (e) All work done through daily labor shall be entered in the measurement book and 

 reference to the pages of the measurement book shall be recorded at the space 

 provided in the muster roll. 

 When petty repaired to drains and masonry work are done and the repairs are of such a 

kind that these are not susceptible to measurement, these need not be entered in the measurement 

book ; but the progress shall be noted in the muster roll under the signature of the Executive 

Officer. 

 (f) The Executive Officer shall carry out a surprise check of all casual labour 

 employed under this rule and initial the muster roll. 

 (9) Deposit Works. --- (i) Deposit works are those, which are executed by the Board 

 for and on behalf of private persons, institutions, local bodies and other civil and 

 military departments subject to the general or special orders of the Government. 

 (ii) Estimated cost of the work and departmental charges shall be paid before any 

 liability is incurred by the Board, unless payment by installments is authorized by 

 the Board.  

 (iii) Amount of departmental charges shall be fixed by Government, by general or 

 special order in this behalf. 

(iii) Before commencement of the work a written undertaking shall be obtained from  

  the person concerned to the effect that if during the progress of a work it is found  

  that further funds are needed, the same be deposited by him before expenditure is  

  incurred by the Board in excess of the amount already in deposit.  

(iv) Preparation of estimates, plans and designs, and execution of deposit works shall  

  be governed by the ordinary rules applicable to the works of the Board.    

66. Register of Works. --- (1) An account of all works, original as well as repairs, 

 shall be kept in a register of works in Form No. Cant.21-B. 

            (2) Estimates for works shall be prepared in Form No. Cant. 37-B.     
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CHAPTER XVI --- STORES 

 67. (1) The term, stores used in this chapter applies generally to all articles and 

materials purchased or otherwise acquired for the use of the Board, including not only 

expendable and issuable in use or accumulated for specific purpose, but also articles of dead 

stock of the nature of plant, machinery, instruments, furniture, fixtures, equipment, stationery 

and forms. 

             (2) Expenditure on stores shall be termed as contingent expenditure (except 

where it is treated otherwise, e.g. stores relating to works) and shall subject to the following sub-

rules, be governed generally by the provisions relating to such expenditure. 

             (3) Purchase and Acquisition of Stores --- An authority which is competent 

to incur contingent expenditure may sanction the purchase of stores in accordance with the 

provisions contained in the following sub-rules. 

             (4) Stationery and medical stores shall be purchased preferably through 

Government sources. 

             (5) Purchases must be made in the most economical manner in accordance 

with the definite requirements. Stores shall not be purchased in uneconomical quantities. 

Periodical indents should be prepared and as many articles as possible obtained by means of such 

indents. At the same time, case should be taken not to purchase stores much in advance of actual 

requirements, if such purchase is likely to prove unprofitable to the Cantonment Fund.  

 Where scales of consumption or limits of stores have been laid down by competent 

authority, the office ordering supply shall certify on the purchase order that the prescribed scales 

or limits are not exceeded. 

           (6) Purchase orders must not be split up to avoid the necessity for obtaining 

the sanction of higher authority with reference to the total amount of the orders. 

           (7) All stores received shall be examined, counted, measured or weighed, as 

the case may be, when delivery taken, and they is taken, and they shall be taken on charge by the 

Executive Officer or the person authorized by him in this behalf who shall verify that quantities 

are correct and their quality good, and record a certificate to that effect. The official receiving the 

shall also be required to give certificate that he has actually received the materials and recorded 

them in the appropriate stock register. 

          (8) Register of Movable Property.--- All movable property of a permanent or 

durable nature such as engines or machines, motor vehicles, conservancy and road watering 

carts, lamps, lamp-posts, lawn movers, meters, furniture etc, shall be recorded and indexed in a 

register of movable proper in Form Cant. 25-B, under the initials of the Executive Officer or 
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such other official as he may direct, or in the case of departments under the direct supervision of 

separate officials, under the initials of those officials. When property is disposed of finally, by 

sale or otherwise, the particulars of disposal shall be entered in columns 8-12 under the initials of 

the Executive Officer or the official authorized by him, as the case may be, who shall be 

responsible that the register is a complete of such movable property as is required to be shown 

therein. 

         (9) Stock Books --- (i) For expendable stores such as public works and 

workshop, stores, fodder, gram, disinfectants oils, chimneys, spare, parts, conservancy stores etc, 

stock books shall be maintained by the official in charge of the department in Form No. Cant. 

26-B in which a separate page or pages, according to requirements, shall be allotted to each kind 

of store. 

                     (ii) When any articles are sold to the public or used the entry in 

column 7 of the stock book hall clearly indicate to whom the things have been sold or on what 

particular work they have been used and necessary references shall be given in the remakes 

column to admit of the recovery or adjustment of the cost being traced to the appropriate 

account. 

         (10) When stores are issued from stock for departmental use, manufacture sale 

etc, the official-in-charge of the stores shall verify that an indent in the prescribed form has been 

made by a properly authorised person, examine it carefully with reference to the orders or 

instructions for the issued of stores and sign it after making suitable alterations under his dated 

initials in the description and quality of material if he is unable to comply with the requisition in 

full. The indent shall be retuned at once to the requisitioning office for signature. When materials 

are issued, a written acknowledgment shall be obtained from the person to whom they are 

ordered to be delivered or dispatched, or from his authorised agent. 

 In case of stores issued to a contractor, the cost of which is recoverable from him the 

acknowledgement shall give full particulars of the materials issued, including the recovery rates 

and the total value chargeable to the contractor. 

          (11) Transfer of Charge of Stores.--- In case of transfer, the official-in-charge 

of stores shall that the stores in his custody are made over correctly to his successor and a proper 

receipt taken from him. 

          (12) Custody and Accounts of Stores.--- The Executive Officer or any other 

official authorised by him in this behalf, entrusted with stores of any kind shall take special care 

for arranging for their safe custody, for keeping them in good and efficient condition and for 

protecting them from loss, damage or deterioration. Suitable accommodation shall be provided 

particularly for valuable and combustible stores. He shall maintain properly stock book and 

registers for stores and prepare correct return in respect of the stores in his charge with a view to 
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preventing losses through theft, accident, fraud or otherwise and to making it possible at any 

time to check the actual balances with the book balances and the payment to suppliers etc. 

        (13) The stock books and registers mentioned in sub rules (10) shall be 

determined with reference to the nature of the stores. 

       (14) A physical verification of all stores and movable property shall be made at 

least once every year subject to the condition that the verification is not entrusted to a person 

who is the custodian, the ledger-keeper, or the accountant of the stores be to verified or who is a 

nominee of, or is employed under the custodian, the ledger-keeper or the accountant. 

 The verification must not be left to low paid subordinates and in the case of important 

stores, it shall be done by the Executive Officer himself. 

       (15) A consolidated certificate of verification of stores with its result shall be 

recorded on the stock books and registers, as the case may be. 

       (16) In making a physical verification, the following instructions shall 

invariably be observed:- 

  (i) Verification must always be made in the presence of the official    

responsible for the custody of the stores or of responsible person deputed by him; 

 (ii) all discrepancies noticed shall be brought to account immediately, so that 

the  stores account may represent the true state of the stores; and  

             (iii) shortages and damages, as well as unserviceable stores, shall be reported 

 immediately to the authority competent to write off the loss. 

       (17) Balances of stores shall not be held in excess of the requirements of a 

reasonable period or in excess of the maximum limit fixed by the Board. In order to ensure the 

observance of this rule, periodical inspection shall be made by a responsible official, who shall 

submit a report of surplus and obsolete stores to the Board to issued orders for their disposal. 

 The inspection shall unless there be good reason to the contrary, be made six-monthly in 

the case of perishable stores and once a year in the case of other stores. 

 (18) Losses due to depreciation shall be recorded under the following heads, in the 

relevant stock books or registers, according as they are due to.--- 

 (i) normal wear and tear; 

 (ii) lack of foresight in regulating purchases; 

 (iii) neglect after purchase. 
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(10) Sale, disposal and write off of stores.  

 (i) Stores which are obsolete, surplus or unserviceable may be disposed of by sale or 

otherwise under the orders of the Board. 

 Provided that stores, the initial cost price of which does not exceed Rs.100 in each 

individual case, may be disposed of by the Executive Officer. 

 (ii) Each order declaring stores as unserviceable shall contain the full seasons for 

condemning them and how the condemned stores are to be disposed of i.e. whether by sale, 

public auction, destruction or otherwise. The Executive Officer shall record full particulars 

regarding all condemned stores in a suitable list from which their disposal can be watched. 

 (iii) Such surplus stores as are to a Government department or a local authority, at 

their full value, a suitable percentage as deter mined by the Board shall be added to the book 

value to cover charge on account of supervision, storage and contingencies. 

 68. Estimate of Store ---  

         (1) The Executive Officer shall cause to be prepared for each department, e.g. 

public works, conservancy, medical etc, an estimate in the following form the stores required 

during the ensuing financial year:- 

Description of 

stores 

Balance in 

hand on 

(dated) 

Number or 

quantity 

required 

Number or 

quantity to be 

purchased 

Estimated 

cost 
Remarks 

      

 This estimate shall be accompanied by a statement showing how the estimated 

requirements have been arrived at. 

      (2) The estimate shall be considered by the Board along with the budget estimates 

and orders shall be passed thereon. 

     (3) When the annual estimate has been passed, the Executive Officer may obtain 

stores as required from time to time up to the amount in the sanctioned annual estimate, subject 

to the provisions of rules 19. 

    (4) If any stores are required which are not included in the sanctioned estimate of 

stores, or in excess of the amount of quantity entered therein, a supplementary estimate shall be 

prepared and sanctioned by the competent authority. 
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CHAPTER XVII______ EDUCATION  

 69. (1) Notwithstanding anything contained in these rules, it shall not be 

necessary for a receipt to be given in acknowledgment of  the payment of school fees the receipt 

of which is recorded in the School Attendance Register (Form No. Cant. 41-B) as prescribed 

under sub-rule (3), and only the totals of the fees respectively received during the months shall 

be entered in a challan in Form No. Cant. 5-B and the amount remitted to the cantonment office 

on the last working day or each month or at such more frequent intervals as the Executive 

Officer may direct. 

           (2) Preparation and payment of scholarship Bill --- (i) Bill for scholarships 

shall be prepared by the Headmaster of school in Form No. Cant. 39-B and shall be forwarded to 

the Executive Officer. 

  (ii) If a scholarship is payable in respect of any portion of the month to any 

pupil who, at the of the preparation of the bill, has left the school or is absent from the school 

owing to sickness or any other cause and is not likely to return before the end of the month in 

which the is bill is paid, the amount of such scholarship, the period for which it is payable and 

the name of the pupil shall be entered in red ink in the bill and a deduction of the amount in 

question shall be made from the total of the Bill, and any amount so deducted shall only be paid 

subsequently on a separate bill in which reference shall be made to the bill form which the 

charge was deducted. 

  (iii) When a bill for scholarship is received in the accounts office of the Board, 

it shall be dealt with in the usual manner as for the payment of other bills, etc, 

 (iv) When the amount of a scholarship bill is received it shall be disbursed at 

once by the Head Master, who shall take the signature of each scholar in the column provided for 

the purpose in the bill. 

  (v) If during the month in which the bill is paid, it is not possible to disburse 

the amount due to any scholar, such amount shall be shown as a receipt by way of refund in the 

Challan receipts (Form No. Cant. 5-B) submitted at the end of the month under the provisions of 

sub-rule (1). 

  (vi) Boys’ Funds and Attendance Register --- (1) The Headmaster of 

very cantonment school in which a Library Fund, Sports Fund, Union, Fund or other similar 

Boys’ Fund is maintained, shall maintain a Boys’ Fund Cash Book in Form No. Cant. 40-B, on 

the receipt side of which he shall enter, as received, all subscriptions to the funds recovered from 

boys or received from any other source, provided that if subscriptions to any fund are recovered 



55 
 

from boys regularly every month, account of such subscriptions shall be maintained in the 

relevant columns of the Register of Attendance (Form No. Cant.41-B) and only the total amount 

received by way of subscriptions from boys during a month shall be entered in the Boy’s Funds 

Cash Book (Form No. Cant. 40-B) on the last day of each month. 

 (ii) Boys’ Funds Cash Book and Register of Attendance shall be submitted to the 

 Executive Officer every month for inspection or at such intervals as he may 

 direct. 

 (iii) All the receipts on account of Boys’ Fund shall be deposited into the post Office 

 or a Bank, approved by the Executive Officer in this behalf, such account being 

 operated by the Head Master of the School. 

(iv) The boys Funds shall be subject to supervision and scrutiny by the Executive 

 Officer and shall be audited alongwith the accounts of the Cantonment Fund. 

4. The Boys Funds shall be collected in accordance with the rates prescribed by the 

Education Department from time to time and shall be utilized for the purposes prescribed by that 

Department and for such other object as may specifically be authorized by the Board. 

5. A representative committee shall be constituted in every cantonment school to 

advise the Headmaster about the administration of the Funds and shall consist of such number of 

teachers and students, not exceeding four each, as may be nominated annually by the Executive 

Officer. 

6. Exemption or remission of tuition fees and Boys’ Funds shall be subject to such 

conditions and instructions as may be issued by the Education Department, from time to time. 
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CHAPTER XVII --- MISCELLANEOUS 

 70. Register of immovable property. --- A list of immovable property excluding 

buildings covered by rule 63 (9) belonging to the Board shall be maintained in a register in Form 

No. Cant 24-B. 

 The original cost of the property or valuation made by the Executive Officer, as well as 

the cost of any additions or alterations made thereto. From time to time affecting the valuation of 

the property, shall be recorded in this register. If the property is disposed of any manner, a note 

to this effect shall be made in the remarks column under the dated initials of the Executive 

Officer. 

 71. Hospital Accounts. --- The form, registers, stock books and account books, to be 

maintained in a cantonment hospital or dispensary shall be those, prescribed by the Director by 

general or special order. 

 The source of supply of these forms and registers shall by specified by the Government. 

 72. Cattle Pounds ---Cattle pound accounts shall be maintained in the forms and 

registers, prescribed under the Cattle Trespass Act, 1871.    

 73. Account of salable forms, prescribed under the rules or byelaws framed under the 

Act, shall be maintained in a separate stock book (Form No. Cant. 26-B) physical verification of 

these form shall be made by the Executive Officer or a person authorized by him in this behalf, 

once year. 

 74. P.O.L. Accounts.--- The account relating to motor Vehicles and their maintenance 

and the account of petrol, oils and lubricants, etc shall be maintained in the forms as may be 

prescribed by the Government. 

 75. Garden Account ---  

 (1) In a cantonment in which the Board maintains a gardens a garden from which an 

income can be realized by the sale of garden produce, the official-in-charge of the garden shall 

keep a Garden Order Book showing details of transactions in the form as may be prescribed by 

the Director. 

 (2) A register of all trees belonging to or vesting in the Board shall be maintained in 

the form as may be prescribed by the Government. 

 76. Register of Loans. --- All loans received by the Cantonment Board shall be 

recorded in a register of loans in Form No. Cant. 27-B, each install lment of the loan, as it is 

taken, being recorded in column 4. Each entry in the register shall be attested by the Executive 
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Officer. A separate page shall be opened for each loan from Government shall be kept distinct 

loans received from other sources. 

 77. Register of Investments. ----  

 (1) A record of all investments shall be maintained in a register of investments in 

Form No. Cant. 28-B. Each entry therein shall be attested by the Executive Officer Government 

securities shall be kept distinct from other investments, a separate page being allotted to each 

type of security. 

 (2) Securities shall be examined and verified b the 31st March of each year, and a 

certificate of verification shall be given by the Executive Officer. 

 78. Register of Deposits.  

 (1) All deposits made with a Board, otherwise than in cash, e.g. Government paper or 

other stock, or security bonds, shall be recorded in a security deposit in Form No. Cant.29-B. In 

the case of bonds, if property is hypothecated, a brief description of the property shall be given in 

the remarks column and the heading of column 10 shall be changed to “name of depositor”.  

 (2) Deposits in cash shall be noted in a Register of Deposits in Form No. Cant. 11-B 

Separate sets of pages shall be set aside for each class of deposit, and each part of the register 

shall open with the details of the outstanding balances of the previous year as shown in the 

register of the year. 

 The deposits received during the year shall then be entered in the proper part as each 

transaction occurs. At the end of the month a total of the deposits received during shall be made 

the total reconciled with the corresponding figure in the monthly classified abstract and initialed 

by the Executive Officer. 

 (3) Repayments in cash or by transfer shall be noted against the original credit in the 

column for the month in which the refund is made and a total of the postings shall be made at the 

end of the month and agreed with the corresponding figure in the classified abstract. 

 (4) Unclaimed deposits, which under rule have not already been transferred to the 

credit of the Cantonment Fund shall on the expiry of three years, be so transferred by transfer 

entry in the manner described in rule 38 (a). 

 79. Water Supply.---- In cantonments, where there are water or drainage works, 

separate accounts shall be maintained as directed by the Director in this behalf. 

 Receipts and expenditure on account of water supply and drainage shall be calculated and 

incorporated in the Cantonment Fund accounts. 
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 80. Statement of dues realized by Courts. 

   (1) Courts realizing fines, which under any in force are creditable to the 

Cantonment Fund or arrears of cantonment tax, shall submit to the Executive Officer, a monthly 

statement of the sum remitted by them direct into the treasury for credit to the Cantonment Fund. 

Sums so received shall be brought to account direct from the pass-book into the general cash 

book, before the latter is closed for the month : provided that, on the receipt of the monthly 

statement the entries therein shall be checked with the pass and any discrepancy reconciled 

before any entry is made in the general cash book. 

  (2) In cantonment where the Cantonments Fund is deposited with a bank, the 

fines etc, realized by courts shall be drawn by the Executive Officer monthly from the treasury 

and credited into the Cantonment Fund. Such fine may also be credited directly to the 

Cantonment Fund. 

  (3) If a refund is ordered, a note of the refund shall be made against the 

original credit entry in the monthly statement concerned before payment of the refund is made. 

 81. Stamp Account.--- In order to enable a check to be kept upon the number of 

stamps expended by each department using stamps upon the business of the Board, a stamp 

register shall be maintained in Form No. Cant. 30-B. This register shall be used primarily for 

postage stamps, but this may also be used for revenue or other stamps, separate pages being 

allotted for each description, and columns 5 and 6 being modified as required. The balance of 

stamps in hand shall be verified once a month by the official-in-charge of the department; two 

shall make a note of the verification in the remarks column under his signature. This register will 

also serve the purpose of a dispatch register. The Executive Officer shall sign the register once a 

month. 

 81A. Register of for Motor Vehicles parking Licenses.  A register shall be maintained 

in Form No. Cant. 33-B of all licenses for parking motor vehicles granted, and of all fees for 

such licensees recovered, under rule 39 read with rule 47(c) of the Cantonment Land 

Administration Rules, 1937. 

 82. Register of Rent of Buildings.---  A register in Form No. Cant. 42-B shall be 

maintained in the cantonment office to show the demands, realizations and balances of rents all 

demised Cantonment buildings.  

 83. Workshop.   Where a Board maintains a workshop, the officer-in-charge of the 

workshop, in addition to maintaining a stock book and a register of movable property for tools 

and plants, shall maintain a workshop work register in Form No. Cant. 43-B, and muster roll of 

the workmen employed. The Cantonment Engineer or other official authorised by the Executive 

Officer, shall not less than once a month, examine the stock book and registers and workshop 

work register and sign them in token of having done so and shall check the muster rolls on 

frequent and unexpected occasions. 
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 84. Street Lighting---  

  (1) Agreements for street lighting arrangement shall be drawn up on forms 

approved by the Government. 

  (2) A strict vigilance shall be kept in respect of inoperative lights, and the kept 

in view while bills on account of street lighting. 

  (3) In cantonment where oil lamps are used for street lighting or for any other 

public purpose, in order to enable a check upon the quantity of oil consumed, a scale shall be laid 

showing the quantity of oil consumed in a given time by lamps of the different patterns in use in 

the cantonment. A copy of the sanctioned scale shall be kept in each oil godown. The Executive 

Officer or official-in-charge of lighting shall periodically check the consumption of oil 

comparison with this scale. 

 85. Custody of Valuables.--- Government promissory notes when not immediately 

required and similar valuables shall be kept in the treasury, the keys or the receipt of which shall 

remain with the Executive Officer. 

 86. Arrear Claims. ---  

 (1)  Save as provided elsewhere in these rules no claims to pay and allowances of a 

Cantonment servant which are not preferred within six months of their becoming due, shall be 

paid without the previous sanction of the Director. 

 (2) Clams against the Cantonment, which are barred by time under section 3, read 

with the First Schedule to the Limitation Act, 1903, or under any other provisions of law relating 

to limitation, shall only be paid with the sanction of the Government. 

 87. Indent for Forms. 

 All forms, with the exception of the cheque books, prescribed by these rules or by other 

rules under the Act shall be obtained from the Controller of Printing and Stationery. On or about 

such date in each year as may be fixed by the Government in this behalf, an indent, in a form to 

be obtained from the said Controller shall be sent to that officer for the forms likely to be 

required during the next twelve months. The cost of the forms supplied shall be paid immediately 

on receipt of advice from the Controller of the amount due. Six months reserve of forms may be 

kept by the Boards. 

  The cheque book shall be obtained on payment whon necessary, similarly from the 

treasury. 
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88. Progress of Recovery of Revenue.  

 The Executive Officer shall keep the Director, and Board fully informed of the progress of 

collection of revenue and of all important variations in such collects as compared with the budget 

estimates. He shall submit such statements about collection of revenue as may be directed by the 

Government. 

 89. Authority to Issue Sanction. 

 All orders conveying sanction to expenditure out of the Cantonment Fund shall be signed 

by the Executive Officer or, in his absence from station, by the president. 

 90. Statement of Monthly Account.  

 The Executive Officer shall cause to be prepared a monthly statement of receipts and 

expenditure of the Cantonment Fund and place it along with the statement of arrears of revenue 

before the Board for information. 

 91. Octroi.  

 The assessment, collection and refund of octroi, terminal taxes and tolls shall be 

regulated by the relevant provisions of the Act, and byelaws framed under clause (3) of Section 

282 thereof. 

 92. Refunds of Deposits. 

  Deposits under the Pakistan Cantonment Electoral Rules, 1952, or on account of earnest 

or security of contracts or advance of rent of lands and buildings credited to the Cantonment 

Fund which are refundable may be refunded by the Executive Officer. 

 93. Sinking Fund. 

 (1) A Board may constitute a sinking fund for the purpose of repayment of loans, 

purchase of conservancy or other plants and to pay off capital works, or expenditure of 

unforeseen nature. 

 (2) The Government may required any Board to create such fund for certain specific 

purposes. 

 (3) The annual amount of sinking fund shall be withdrawn from the Cantonment 

Fund and invested in such a manner that it can be withdrawn easily as and when required. 

 (4) Sinking fund investments shall be entered separataly in register of investments in 

Form Cant. 28-B, distinctly from other investments. 

 94. Register of Suits. 
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 (1) A Register of suits shall be maintained in Form No. Cant, 44-B, in two volumes, 

one for suits in which the Board, is the plaintiff and one for suits in which the Board is the 

defendant, and a separate page of the register shall be allotted to each suit. 

 (2) In the volume of the register of suits in which the Board is the defendant, the 

amount paid in satisfaction of a decree given against the Board and the date of payment shall be 

noted in the “remarks” column. 

 95. Register of Composition of Offences.  

 A register, in Form No. Cant. 45-B, shall maintained in which the amount of composition 

fee paid shall be recorded. The serial number of entries in this register shall always recommence 

from No. 1 for each financial year. 

 96. Register of Prosecutions.  

  A register of prosecutions shall be maintained in Form No. Cant. 46-B. Through this 

register, the expenditure on prosecutions, the fine imposed by the courts and their credit into the 

Cantonment Fund shall be watched. 

 97. Stationery  

 All expendable articles of stationery received shall be entered in Stationery Stock Book 

Form No. Cant. 47-B. All entries in this register relating to the receipt of articles shall be made in 

red ink. 

NOTE.___ Columns 4 to 27 are left blank to be filled in with name of articles received and 

issued. A specimen form showing how the book is to be kept is shown on page 1 of the book. 

 98. Conduct of Auction : 

  Every auction of lease of land and buildings, and of sales of movable and immovable 

property, trees and stores etc, belonging to the Board, shall be held in the presence of the 

Executive Officer or such other Officer as he may depute in this behalf. 

 It shall be lawful for the members and servants of the Board, either directly or indirectly 

to for, acquire or attempt to acquire, any share or interest in the property or sold. 

 99. Library Register.  

 In every cantonment there shall be maintained a register for all books in Form No. Cantt. 

48-B by the official responsible for their custody and maintenance of accounts of the library. 

While entering a book in the register, cost of book plus any incidental charges such as postage, 

packing etc, as the case may be, shall be noted in column 8. Serial number of the book in the 

library register and number of the register shall be noted on the bill or voucher pertaining to the 

book. 
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 100. Minimum Cash Balance:  

 The actual, yearly cash balance of the Cantonment Fund not including invested funds 

shall not be than one-tenth of its estimated expenditure (excluding expenditure for which special 

grants-in-aid have been sanctioned by the Government), except with the previous consent of the 

Director. 

 Provided that the Director shall not give his consent unless he is satisfied that the Board 

will not required a grant-in-aid to bring the case balance to the proper level in the following year. 

 101. Destruction of Records: 

 Vouchers, registers and other forms, prescribed in this Code, shall not be eliminated or 

destroyed otherwise than in accordance with the general rules regulating the retention or 

destruction of Cantonment account records contained in the First Schedule to these rules. 

 102. Elimination of Pies: 

  (1) Pies shall omitted from all salary, establishment and travelling allowance 

bills and cheques issued on treasuries. All individual items in such cases whether they pertain to 

salary or allowance of any description, or travelling allowance, or represent deductions or 

payment of some sort, shall be calculated to the nearest anna, fractions below half an anna being 

omitted, and half an anna or over being reckoned as one anna. 

  (2) Pies shall ordinarily be eliminated from all receipts, other than receipt of 

revenue which are fixed by or under the law. 

 102-A Delegation of Powers. The Board and the E.O with the prior approval of the 

Government, may by order in writing delegate to any officer or authority subordinate to them all 

or any of their powers and functions under these rules subject to such conditions, if any, as may 

be specified in the order. 

 102.*** If, in any particular case, the Government has reason to believe that any 

action taken or any order passed or interests of the Cantonment Board by reason of non-

compliance with the provisions of this Code, the Government may at its own initiative direct that 

such action or order, as the case may be, shall be so varied, modified or annulled as it may 

specify, or the payment so made recovered and credited into the Cantonment Board. 

 103. Interpretation:  If any question arises regarding interpretation of any rule, the 

decision of the Government on such question shall be final. 

 104. Repeal: 

 The Cantonment Accounts Code, 1924 is, hereby, repealed. 
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IFRST SCHEDULE 

(Rule 101) 

RULES REGULATING THE DESTRUCTION OF CANTONMENT ACCOUNTS RECORDS 

 Class I.__ Shall be retained permanently :- 

(1) General Cash Book (Form No. Cant. 8-B):- 

(2) Cantonment Servants Contributory Provident Fund ledger (Form No. Cant. 16-B). 

(3) Provident Fund monthly account (Form No. Cant. 17-B). 

(4) Register of immovable property (Form No. Cant. 24-B). 

(5) Register of loans (form No. Cant. 27-B). 

(6) Register of investments (Form No. Cant. 28-B). 

(7) Register of security deposits (Form No. Cant. 29-B). 

(8) Register of provident Fund investments (Form No. Cant. 25-B). 

(9) Register of unclaimed deposits of Pakistan Cantonment Servants Contributory 

provident Fund (Form No. Cant. 36-B). 

(10) Register of Cantonment Fund Buildings (Form No. Cant. 38-B). 

(11) Register of Suits (Form No. 44-B). 

(12) Library Register (Form No. Cant. 48-B). 

(13) Annual Accounts. 

(14) Standard Measurement Books. 

(15) Assessment Lists. 

(16) Any other records which the Government may direct to be of permanent interest 

for retention. 

 Class II.__ Shall not be destroyed until ten year after conclusion of audit. 

(1) Treasury pass book (Form No. Cant. 6-B). 

(2) Scale register (Form No. Cant. 13-B). 

(3) Pay bill (Form No. Cant. 15-B). 

(4) Register of works (Form No. Cant. 21-B). 

(5) Register of movable property (Form No. Cant. 25-B). 

(6) Stamp account. (Form No. Cant. 30-B). 

(7) Demand and collection register of rents of Cantonment fund building (Form No. 

Cant. 42-B). 

(8) Register in the nature of Demand and Collection register. 

(9) Cash Books other than General Cash Book. 

Class III.__ Shall not be destroyed until Five year after conclusion of audit. 

 All records other than those mentioned in Classes I and II. 
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SECOND SCHEDULE 

FORMS 

Form Cant. 1-B__ Budget estimate. 

Form Cant. 1-B__ (Appendix A)__ Statement of original works. 

Form Cant. 1-B__ (Appendix B)__ Statement of investments. 

Form Cant. 1-B__ (Appendix C)__ Statement of provident fund account. 

Form Cant. 2-B__ Re-appropriation statement. 

Form Cant. 3-B__ Subsidiary Cash register. 

Form Cant. 4-B__ General receipt. 

Form Cant. 5-B__ Chalan in duplicate. 

Form Cant. 5A-B__ Chalan in triplicate. 

Form Cant. 6-B__ Treasury pass book. 

Form Cant. 7-B__ Register of   Receipts Books  

       Measurement Books  

Form Cant. 8-B__ General cash book. 

Form Cant. 9-B__ Classified abstract. 

Form Cant. 10-B__ Transfer entry form. 

Form Cant. 11-B__ Register of advances or deposits. 

Form Cant. 12-B__ Personal ledger. 

Form Cant. 13-B__ Scale register. 

Form Cant. 14-B__ Proposition statement. 

Form Cant. 15-B__ Pay bill. 

Form Cant. 16-B__ Cantonment Servants Contributory Provident Fund ledger. 

Form Cant. 17-B__ Provident Fund monthly account. 

Form Cant. 18-B__ Contingent bill. 
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Form Cant. 19-B__ Register of permanent advances. 

Form Cant. 20-B__ Permanent advance account. 

Form Cant. 21-B__ Register of works.  

Form Cant. 22-B__ Measurement book. 

Form Cant. 23-B__ Muster roll. 

Form Cant. 24-B__ Register of immovable property  

Form Cant. 25-B__ Register of movable property. 

Form Cant. 26-B__ Stock book. 

Form Cant. 27-B__ Register of loans. 

Form Cant. 28-B__ Register of investments. 

Form Cant. 29-B__ Register of security deposits. 

Form Cant. 30-B__ Stamp Account. 

Form Cant. 31-B__ Water  Tax Demand and Collection Register.  
    Rate 

Form Cant. 32-B__ Statement showing monthly figures of realizations and collections and audit 

charges, etc.  

Form Cant. 33-B__ Register of Fees for Motor Vehicle Parking Licences. 

Form Cant. 34-B__ Register of cheques received. 

Form Cant. 35-B__ Register of Provident Fund investments. 

Form Cant. 36-B__ Register of unclaimed deposits of Pakistan Cantonment Servants 

Contributory Provident Fund. 

Form Cant. 37-B__ Form of Public Works Estimate. 

Form Cant. 38-B__ Register of Cantonment Fund Buildings. 

Form Cant. 39-B__ Scholarship Bill. 

Form Cant. 40-B__ Boys’ Funds Cash Book. 

Form Cant. 41-B__ Register of Attendance. 

Form Cant. 42-B__ Demand and collection register of rents of Cantonment Fund buildings. 
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Form Cant. 43-B__ Workshop Work Register. 

Form Cant. 44-B__ Register of Suits. 

Form Cant. 45-B__ Register of composition of offences. 

Form Cant. 46-B__ Register of Prosecutions. 

Form Cant. 47-B__ Stationery Stock Book. 

Form Cant. 48-B__ Library Register. 

 

 

 


